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100 General Provisions 
 
100.1 About the Policies and Procedures 
 
These Personnel Policies and Procedures are intended to inform employees about the personnel 
practices of the City.  Nothing in this document or in the Department Policies and Procedures section 
referenced below is intended to create or constitute an express or implied employment contract.  Nor 
is anything in the document intended to create or give rise to a property right or interest.  All 
employees are employed at the will of the City and may be terminated at any time with or without 
cause or notice, except as provided by federal, state, or local law.  Nothing in this document is intended 
to create an employment relationship of any definite duration.  Nor shall adherence to the policies and 
procedures by the City, or anything else contained in this document, be interpreted or construed as a 
waiver or modification of an employee’s “at will” status.  This document takes precedence over any 
communication or representation made to any employee by a supervisor or other agent of the City. 
 
The policies and procedures contained in this document apply to all employees of the City unless 
otherwise stated.  The City reserves the right to interpret, amend, modify, cancel, or withdraw any or 
all sections or provisions of the document at any time without notice. 
 
Due to federal and state laws and the City’s needs, different policies and procedures may exist for 
different types of positions.  Throughout this document, policies and procedures for each position type 
will be clarified.  Where not specifically stated, these policies and procedures apply equally to all types of 
positions. 
 
100.2 Department Policies and Procedures 
 
These City Personnel Policies and Procedures are intended to establish consistent personnel practices 
for all City employees.  All departments and divisions are authorized to develop more detailed policies 
and procedures that address areas specific to their responsibilities.  Departmental policies and 
procedures shall not conflict in any way with the City Personnel Policies and Procedures. Department 
policies and procedures will be made available to all department employees and shall have the force and 
effect of rules of that department.  Disciplinary action may be based upon breach of any such 
departmental policy or procedure. 
 
In the event of a conflict between department policies and these Personnel Policies and Procedures, 
these policies shall supersede and control. 
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200 General Policies 
 
200.1 Equal Employment Opportunity  
 
The City of Riverside provides equal opportunity to all applicants and employees in all aspects of 
employment regardless of race, color, religion, gender, age, ancestry, national origin, disability, genetic 
information, veteran status, or other status protected by law (collectively referred to as “protected 
status”).  This policy applies to all employment practices including hiring, promotions, training, 
disciplinary actions, job assignments, pay, benefits, and termination of employment.   
 
The City prohibits discrimination or harassment based on an individual’s protected status.  Nor does the 
City permit discrimination against or harassment of any applicant or employee based on that individual’s 
relationship or association with any individual with a disability. 
 
Any incidents of discrimination or harassment should be immediately reported to the employee’s 
supervisor. If that would prove to be uncomfortable, an employee shall contact the next person above 
their supervisor in the chain of command, Human Resources, or the City Administrator.  Any such 
report will be promptly investigated.   
 
Any employee who is determined, after an investigation, to have engaged in discrimination and/or 
harassment in violation of this policy will be subject to disciplinary action, up to and including 
termination. 
 
200.2 Reasonable Accommodation Policy 
 
The City will provide reasonable accommodations for qualified persons with disabilities who are 
employees, or applicants for employment, and who can perform the essential functions of the job with 
or without accommodation, unless it would result in undue hardship to the City. 
 
If an employee becomes disabled and needs reasonable accommodations, the employee shall notify his 
supervisor who will work with the employee and Human Resources to determine if a reasonable 
accommodation can be made.  
 
200.3 Harassment and Coercion Free Workplace 
 
The City of Riverside maintains a respectful, safe, productive atmosphere and is committed to 
maintaining a workplace that is free from any form of coercion or harassment based on an individual’s 
protected status.  Coercion or harassment of any City employee by another City employee, elected or 
appointed City officials, or a person who does not work for the City (e.g. any customers, members of 
the public) but whom a City employee encounters through employment with the City, based on 
protected status is considered a violation of the City’s harassment and coercion policy and is prohibited. 
 
Prohibited conduct includes unwelcome conduct, whether verbal, non-verbal, physical or vision, that is 
based on or relates to an individual’s protected status, and 1) has the purpose or effect of creating an 
intimidating, hostile, or offensive working environment; 2) has the purpose or effect of unreasonably 
interfering with an individual’s work performance; or 3) otherwise adversely affects an individual’s 
employment opportunities. 
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Examples of prohibited conduct include, but are not limited to, epithets, slurs, negative stereotyping, 
written or graphic material, including e-mails, that denigrate or show hostility towards an individual, or 
any other threatening or intimidating act that relates to protected status. 
 
Prohibited behavior may also include any unwelcome behavior of a sexual nature, whether or not 
motivated by romantic or sexual desire, such as: sexual advances and propositions; requests for sexual 
favors; sexual jokes, comments, suggestions, or innuendo; foul or obscene gestures or language; displays 
of foul, obscene, or offensive printed or visual material; physical contact such as patting, pinching, 
hugging, or brushing against another individual’s body; and any other unwelcome verbal, physical, or 
visual conduct of sexual nature where: 
 

1. Submission to such conduct is an explicit or implicit condition of employment; or 
 

2. Submission or rejection of such conduct is used as a basis for employment-related decisions 
such as a promotion, discharge, performance evaluation, pay adjustment, discipline, work 
assignment or any other condition  of employment or career development; or 

 
3. Such condition has the purpose or effect of unreasonably interfering with an individual’s work 

performance or creating an intimidating, abusive, or offensive working environment. 
 
200.4 Sexual Harassment 
 
The City does not tolerate any form of harassment of any current or prospective Employee by 
supervising personnel, other Employees, agents, third parties conducting business with the City, 
members of the public, or customers, on the basis of race, color, religion, age, sex, national origin, 
physical or mental disability or handicap, veteran status, or any other prohibited basis under federal, 
state, or local law. Likewise, retaliation by the City against Employees who raise complaints, questions, 
or concerns regarding harassment is prohibited. Violations of this policy may result in disciplinary action, 
up to and including termination.  
 
Sexual harassment is misconduct that interferes with work productivity and wrongfully deprives 
Employees the opportunity to work in an environment free of unwelcome sexual overtones. Sexual 
harassment includes all unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature when: 
 

(a) Submission to such conduct is explicitly or implicitly made a term or condition of an 
individual's employment; or  
 
(b) Submission to, or rejection of, such conduct is used as a basis for an employment decision 
affecting the individual who submits to, or rejects, such conduct; or  
 
(c) Such conduct has the purpose or effect of unreasonably interfering with an individual's work 
performance, or creating an intimidating, hostile, or offensive working environment.  

 
The following are examples of sexual harassment:  
 

Verbal:  Sexual innuendo, suggestive comments, insults, threats, jokes about gender-
specific traits, or sexual propositions.  
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Nonverbal:  Making suggestive or insulting noises, leering, whistling, or making obscene 
gestures.  

 
Physical:  Touching, pinching, brushing the body, coercing sexual intercourse, or assault.  

 
No supervisor, Employee, or agent shall promise, imply, or grant any preferential treatment to a current 
or prospective Employee in exchange for sexual favors. Additionally, no supervisor, Employee, or agent 
shall subject a current or prospective Employee to any conduct of a sexual nature that unreasonably 
interferes with his or her work performance, or has the effect of creating an intimidating, hostile, or 
offensive working environment.  
 
Current or prospective Employees must promptly make complaints, raise questions, or identify 
concerns involving harassment, and retaliation for reporting harassment, if they have been subjected to, 
or witnessed other individuals being subjected to; harassment, or retaliation for reporting harassment, in 
violation of this policy. Any such complaints, questions, or concerns can be made to the City 
Administrator, their Department Head, or the Human Resources Administrator. If the complaint is not 
promptly resolved, the employee should contact the Human Resources Administrator or the City 
Administrator. If any such complaints, questions, or concerns directly, or indirectly, involve the City 
Administrator, personnel should immediately contact the City Attorney.  
 
The City Administrator shall be responsible for the implementation of the City's policy prohibiting 
harassment and retaliation for reporting harassment, including (i) the timely and appropriate 
investigation of any complaints, questions, or concerns related to this policy, and (ii) any necessary 
remediation. The Department Heads, Board of Aldermen, Mayor, and supervising personnel shall assist 
the City Administrator in his or her administration of the City's policy prohibiting harassment. 
 
200.5 Reporting Employee Concerns 
 
Any employee who feels like they have witnessed or experienced behavior prohibited by this policy, or 
who has questions, concerns, or complaints of discrimination, including a complaint of harassment, 
should immediately report the circumstances or incident to their supervisor.  If the alleged behavior 
involves the supervisor or the employee is not comfortable making the report to their supervisor, the 
employee may bypass their supervisor and register the complaint with the supervisor in the next highest 
level of the department chain of command, with Human Resources, or the City Administrator.  Multiple 
avenues of reporting concerns are provided so the employee may report concerns to one or more 
designated individuals.   
 
If the employee takes the concern to their supervisor, that supervisor should report it to Human 
Resources.  All employees are required, as a condition of employment, to cooperate with any 
investigation the City undertakes.   
 
200.6 Consequences of Violation 
 
This policy applies universally to all City employees in their dealings with each other. Any employee who 
violates this policy will be subject to corrective action up to an including termination.  An exempt 
employee who violates this policy is subject to the full range of discipline, up to and including 
termination, and including suspension in full day increments without pay.  Any employee may be 
disciplined, up to and including termination, for engaging in behavior that is disrespectful or disruptive or 
otherwise prohibited by this policy, regardless of whether that behavior constitutes harassment 
prohibited by law. 
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200.7 Non-Retaliation 
 
Employees who, in good faith, report alleged discrimination or harassment or participate in an 
investigation of alleged discrimination or harassment will not be adversely affected in terms and 
conditions of employment, or discriminated against, nor discharged.  Employees who believe that they 
have been retaliated against for making a complaint or for participating in an investigation of alleged 
discrimination or harassment must report the retaliation immediately using the procedure described 
above.   
 
200.8 Disciplinary Procedures 
 
The purpose of this policy is to provide a framework for how the Board of Aldermen, City 
Administrator, Department Heads, and supervisors implement disciplinary action.  The City retains the 
sole discretion to determine and apply the discipline it deems appropriate in a particular situation.  
Under no circumstance however, does the City discriminate on the basis of any status protected by 
applicable law. 
 

A. Employee Standards of Conduct 
 
All City employees are expected and required to meet acceptable performance standards and 
otherwise conduct themselves in an appropriate manner during the course of their employment.  
The examples of unacceptable conduct listed below are published for employees’ information 
and serve as a guide for conduct on a day-to-day basis.  The list is not meant to be all inclusive, 
and various other circumstances may arise requiring discipline and/or immediate termination of 
an employee.  The City recognizes that each problem which may arise in the workplace will 
present a unique set of circumstances.  Each situation will be addressed based on its own facts 
and in the context of relevant surrounding circumstances.  For this reason, the examples listed 
below are not intended to form any express or implied contract between the City and its 
employees as to the procedures followed concerning any rule violation. 
 
Inappropriate personal conduct and/or failure to observe rules may subject the individual to 
discipline depending on the nature, frequency, and severity of the offense and the employee’s 
overall work record.  The City reserves the right to determine appropriate discipline, up to and 
including termination, for any unacceptable conduct, including the following: 
 
1. Committing any violation of the Personnel Policies and Procedures of the City of Riverside, 

or any department or division policies, procedures, rules or regulations. 
 

2. Being arrested for and/or convicted of any criminal act or serious traffic infraction that: 
a. Affects the employee’s ability to perform the duties of his position; 
b. Relates to the duties and responsibilities of the position; or 
c. Otherwise negatively reflects upon the City of Riverside. 
 

3. Drinking alcoholic or cereal malt beverages, being intoxicated or using or being under the 
influence of alcohol or illegally using, possessing, or having present in the employee’s body 
controlled substances or drugs while on duty including meal breaks. 
 

4. Exhibiting offensive conduct or using offensive, inappropriate, or discourteous language 
toward the public, City officials, or other employees. 
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5. Being insubordinate or violating any lawful and reasonable official directive given by the 

employee’s supervisor. 
 

6. Intentionally, or through gross negligence, damaging City property. 
 

7. Taking leave without authority, failing to notify a supervisor of intended absence, walking off 
the job without permission, tardiness, or excessive absenteeism. 
 

8. Violating the City’s Code of Ethics. 
 

9. Knowingly falsifying information (through affirmative statement or through omission of 
material information) on a job application or other City document, or in the course of a 
City-related investigation. 
 

10. Engaging in behavior prohibited by the City’s anti-harassment, non-discrimination, and/or 
non-retaliation policies, whether or not such behavior constitutes unlawful “harassment”; 
harassing, molesting, or bothering other employees; violations of the anti-discrimination or 
the anti-harassment policy; or acting or failing to act to the extent that other employees are 
unable to complete their assigned tasks or the effective operation of City services is 
impaired. 
 

11. Engaging in activities which disrupt or interfere with the regular work activities of a work 
group, division, or department, including failing to report for duty, or not working at usual 
capabilities in performance of normal duties. 
 

12. Abusing any official position with the City government. 
 

13. Committing any act which reflects negatively upon the City. 
 

14. Exhibiting unsatisfactory performance of job duties and responsibilities. 
 

15. Falsifying any City record. 
 

16. Carrying a weapon on City property (except for sworn Police Officers) 
 

17. Engaging in verbal or physical fighting with a supervisor, co-worker, or citizen.  Engaging in, 
or threatening, any act of violence or intimidation toward a City official, supervisor, co-
worker, or citizen.  This does not limit necessary Public Safety use of force. 

 
B. Types of Disciplinary Action 

 
Employment with the City is considered “at will,” which means it may be terminated by either 
the employee or the City at any time with or without cause or notice.  Nevertheless, in order 
to provide a functional system of handling disciplinary situations, the City has developed a 
corrective disciplinary action procedure which it may, at its sole discretion, use or not use.  The 
disciplinary procedure may include any of the following disciplinary actions which are not 
required to be implemented in a progressive manner.  Supervisors and Department Heads will 
determine the appropriate disciplinary action for any conduct, with Human Resources and City 
Administrator input as necessary.  The use of the system does not waive the “at-will” 
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employment status or the City’s or the employee’s right to terminate employment at any time 
with or without cause or notice, or create any property right or interest. 
 
1. Verbal Warning: A verbal warning is an oral reprimand given by the employee’s supervisor.  

A record of the verbal warning shall be made and kept in the supervisor’s working file. 
 

2. Written Reprimand: A written reprimand is a written notification of the employee’s 
unsatisfactory performance or other violation of the City’s policies and procedures and/or 
other City or departmental policies. 
 

3. Probation: Probation is a period of a specified length of time during which the employee is 
required to fulfill a set of conditions or improve work performance or on-the-job behavior.  
Failure to meet a probationary requirement may result in additional disciplinary action up to 
and including termination.  An employee may be placed on probation in conjunction with 
another form of disciplinary action.  An employee is not eligible for any performance salary 
increase during probation.  The notice of probation will state the length of time for the 
probation and when the employee will be eligible for his next performance increase.  
Although the probationary period is of a specified duration, the employee is not guaranteed 
employment for the definite duration, and the employee may be terminated either during 
the probationary period or after its completion with or without cause or notice. 
 

4. Suspension: A suspension is the removal of an employee from the workplace for a specified 
period of time with or without pay.  The length of suspension will reflect the severity of the 
employee’s misconduct.  Board of Aldermen approval is required if a suspension will last 
more than five shifts for general and police employees, and two shifts for firefighter shift 
employees.  Exempt employees are subject to suspension without pay in full-day increments 
for violation of workplace conduct rule, as provided by FLSA. 
 

5. Demotion: A demotion is the placement of an employee into a lower job classification as a 
result of disciplinary action or poor job performance. 
 

6. Termination: A termination is the permanent removal of any employee from the City’s 
employment.  Board of Aldermen approval is required to terminate any employee (full-time, 
part-time, or seasonal). 

 
C. Implementation of Disciplinary Action 

 
1. Prior to taking any disciplinary action, a supervisor should conduct a reasonable 

investigation including but not limited to: the seriousness of the policy violation and/or sub-
standard job performance; the situation and context in which the violation or sub-standard 
job performance occurred; the impact on the organization; prior conduct and work history 
of the employee; and the expected effect of such actions on the future job performance of 
the employee. 
 

2. Employees may be placed on paid administrative leave pending investigations of any alleged 
policy violation that may result in suspension, demotion, or termination.   

3. The investigation should be completed and disciplinary action, if any, should occur in a 
timely fashion and the discipline should correspond to the seriousness of the violation or 
sub-standard performance based upon the individual facts and circumstances. 
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4. The appropriate Department Head, City Administrator, and Human Resources shall have 

responsibility for reviewing the investigation outcome and recommendation, and will make 
the decision as to the appropriate disciplinary action.  The appropriate Department Head 
has the responsibility for communication and implementation of all disciplinary action but 
may delegate this authority to supervisors.  Supervisors’ authority with regard to 
implementing disciplinary action should be guided by the City and department policy. 
 

5. The Department Head or delegate shall meet with the employee to discuss the reasons for 
disciplinary action and explain the disciplinary action taken. 
 

6. In all cases of disciplinary action, except for verbal warnings, a written notice of the action 
signed by the Department Head or supervisor stating the reasons for such action will be 
given to the employee at the meeting.  The employee shall sign acknowledgement of receipt 
on the notice.  The employee’s signature does not necessarily indicate agreement with the 
action.  A copy of the written notice and original acknowledgement shall be provided to 
Human Resources for inclusion in the employee’s personnel file.  

 
D. Administrative Leave 

 
1. Human Resources, the Department Head or the supervisor may institute administrative 

leave when: 
 
a. An employee has been arrested for any crime the City deems to be serious and/or 

which reflects negatively on the City or would interfere with the employee’s 
performance of his job and is incarcerated or released on bail pending trial; 

b. The employee is being investigated for or is accused of misconduct including, but not 
limited to violation of any City policies relating to the employees job;  

c. A disciplinary action is pending; 

d. The employee is grossly insubordinate and is causing disruption of normal operations; or 

e. When it is in the best interest of the City not to have the employee at the work site. 

2. The Department Head and Human Resources should be notified any time an employee is 
placed on administrative leave.   
 

3. An employee may be placed on paid administrative leave for up to a maximum of thirty (30) 
calendar days.  After thirty (30) calendar days, if the City deems it appropriate that the 
administrative leave should continue, the City Administrator may approve an extension of 
the administrative leave, with or without pay, or require that the employee use vacation 
leave, or if such leave has been depleted, leave without pay.  All normal benefits will 
continue during the administrative leave. 

 
4. When the employee is placed on administrative leave, the supervisor will require that the 

employee return City property such as building keys, access cards, cell phones, identification 
cards, purchasing cards, badges, etc.  Also the employee’s computer access will be 
deactivated. 
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5. During administrative leave, the employee should be able available during business hours to 
meet as needed.  Unless requested to come in for a meeting, the employee should not be 
on City property.   
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300 Hiring Policies 
 
300.1  Vacancies 
 
Any new position which adds to the FTE (full time equivalent) count for the City must be approved 
through the annual budget process.  Exceptions can only be made by approval of the Board of 
Aldermen. 
 
A position is vacant when the incumbent has resigned, retired, has been transferred or promoted, has 
been terminated from the position, or when the position is newly created.  There may be occasions 
when it is in the best interest of the City to fill a position prior to the time that the incumbent leaves so 
the incumbent can assist in training the new employee.  All such instances shall be approved by the 
Board of Aldermen. 
 
Temporary positions are created when needed based on fund availability for salary and benefit costs.  
These positions shall be approved by the City Administrator prior to recruiting.  Temporary positions 
will have a specific time period which is conveyed at the time of hire. 
 
Positions will be filled by hiring from either outside the organization, and/or internally by promotion or 
transfer. 
 
300.2 Personnel Requisitions 
 
In order to initiate the recruitment process for any position, the supervisor shall complete and submit a 
Personnel Requisition Form, including job title, salary range, hours of work, and other pertinent 
information to facilitate recruitment of the position to Human Resources.  The Personnel Requisition 
Form must be approved by the Department Head and then forwarded to Human Resources for Human 
Resources and City Administrator approval.  Human Resources will assist the supervisor with the 
recruitment process. 
   
300.3 Recruitment 
 

A. Methods of Recruitment 
 
A variety of recruitment sources may be used to obtain qualified applicants to fill vacant 
positions.  The supervisor should work with Human Resources to determine the appropriate 
recruiting sources for any given position.  Postings are generally required for vacant paid 
positions; exceptions include internal promotions, reorganizations, re-classifications or career 
track adjustments. 

 
B. Re-Employment 

 
1. Former employees with a satisfactory service record may be considered for re-employment 

for any position.  Former employees will be considered as applicants from outside the 
organization. 
 

2. An individual who is re-employed with the City is treated as a new employee for purposes 
of calculating leave accruals and any other seniority type privileges. 

 
3. Access to and levels of benefits are governed by the specific benefit plans. 
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C. Internal Applications 

 
Current employees who are in good standing may apply for vacant positions.  The hiring 
supervisor and Human Resources will work together to determine if a vacancy provides a logical 
development or professional opportunity, thereby making the position available only internally 
to current employees.  When a position is only open internally, announcements of the vacant 
positions will be distributed via e-mail. If the position is strictly a career promotion, and prior 
experience in a particular position is required, the position opening need not be posted. 
 
A supervisor may choose to advertise any position outside the organization if they feels that it is 
in the best interest of the City to make a selection from a wider array of candidates.  Current 
employees wishing to be considered for such an opportunity shall complete an application and 
will be given appropriate consideration based on their experience and job performance. 
 
On or before the published closing date, an employee wishing to be considered for an internal 
opportunity must submit the applicable application and cover letter indicating their interest in 
the position and the reasons why they feel they are qualified for the position to Human 
Resources or Public Safety, depending on the open position. 
 

D. Extending or Canceling the Recruitment Process 
 

If a sufficient number of qualified applicants have not applied for the vacant position, Human 
Resources, after consulting with the appropriate supervisor, may extend the closing date, re-
advertise the position, or postpone the screening process.  The City reserves the right to cancel 
any screening process at any time. 
 

300.4 Applications 
 

A. Individuals applying for any position must complete an employment application.  Resumes are 
considered as a valid initial form of application, but all candidates considered for a vacancy must 
complete an application form prior to the extension of any offer of employment. 
 

B. Sworn Police Officers, Firefighters, and Dispatchers will use the Public Safety Employment 
Application form.  All other positions will use the City Employment Application form.  
 

C. All applicants shall be required to sign the City’s approved consent and disclosure forms. 
 

D. Current employees applying for a vacant position that has been posted internally or advertised 
outside of the organization will complete the appropriate application. 
 

E. Applications are only accepted during a recruitment process.  Applications will not be accepted 
if a vacancy does not exist. 
 

F. Applications will be retained in an inactive file for two years and then destroyed in compliance 
with the City’s record management policy. 
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300.5 Selection of Applicants 
 

A. For non-Public Safety vacancies, applications for a vacant position must be submitted to Human 
Resources by the published closing date and time.  Applications for Public Safety vacancies will 
be submitted directly to the designated office in Public Safety. 

 
B. An initial screening will be done to determine whether an applicant’s qualifications meet the 

basic requirements for the position. 
 

C. Additional screening will be undertaken to determine how well an applicant’s abilities and 
qualifications meet all of the specific requirements of the position and the needs of the City.  
Depending on the type of position, the screening process may include, but not be limited to, any 
or all of the following steps listed below.  The timing of these screenings depends on the type of 
position and applicable employment and pre-employment regulations. 
 

a. Physical agility test / essential function physical assessment; 
b. Written test or questions; 
c. Assessment center; 
d. Oral Interview; 
e. Reference Checks; 
f. Driver’s License Checks; 
g. Drug screening; 
h. Background investigations; 
i. Compatibility profile instruments; 
j. Credit History; 
k. Polygraph; and/or 
l. Other methods which assist in evaluating an applicant’s abilities and qualifications. 

 
All screening tool results are the sole property of the City and are confidential. 
 

300.6 Employment Offers 
 
Board of Aldermen approval is required to extend a formal offer for full-time employment with the City.  
The City Administrator has the authority to extend formal offers for part-time employment without 
Board of Aldermen approval. Once approval is received, Human Resources will generate an official offer 
letter detailing all terms and conditions of employment. 
 
The offer letter will provide a conditional offer of employment.  Necessary post-offer tests can be 
conducted after this point. Candidates for full-time employment will not be eligible to begin work until 
after the Board of Aldermen has approved a hiring ordinance.  

 
300.7 Hiring 
 
Individuals who most closely meet all position requirements and the needs of the City will be selected 
for employment.  After an individual is selected for the position and an offer of employment has been 
extended, they are required to satisfactorily complete the following steps: 
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A. Driving Record 
 
For positions that require driving on a regular or intermittent basis as an essential function of 
the job responsibilities, an individual’s driving record will be a factor in consideration for 
employment.   
 

B. Department-Specific Tests and Screenings 
 

Individual City departments may have specific tests and screenings required for positions within 
that department.  Those tests and screenings will be identified by department policy. 

 
C. Post-Offer Drug Test 

 
1. Applicants for all positions of employment with the City receiving a conditional offer of 

employment are required to undergo a drug test as part of the hiring process.  The policy 
for drug and alcohol testing is set out Section 900.12. 
 

2. Before a drug test is administered, the applicant must sign a consent form authorizing the 
test and permitting release of test results to those City officials with a need to know.   

 
3. A job applicant who refuses or is unable to submit to or who tampers with a drug or 

alcohol test will be denied employment with the City. 
 
4. Those individuals rehired within ninety (90) days of separation will not be required to re-

take a drug test without reasonable cause for requiring such a test.   
 
5. An employee who is promoted, transferred, or demoted into a safety-sensitive position will 

be required to submit a drug test. 
 
6. All information from an applicant’s drug test is confidential and is only subject to disclosure 

under provisions of the City’s Drug and Alcohol Policy (see Section 900.12) or as provided 
by law. 

 
7. Job applicants will be denied employment with the City if a negative test result is unable to 

be reported in accordance with the drug testing procedures found in Section 900.12. 
 
8. The City will pay the expense of the City-required drug tests. 
 

D. Record Check (FCRA) 
 
1. Applicants receiving a conditional offer of employment are required to undergo a 

background investigation/record check as part of the hiring process. 
 

2. Before the record check is conducted, the applicant must sign a consent form authorizing 
the investigation. 

 
3. An applicant who refuses to undergo a background investigation will be denied employment 

with the City. 
 
4. All credit history checks are done in accordance with the Fair Credit Reporting Act (FCRA). 
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5. The background/record checks conducted are based upon a job-related needs analysis. 
 
6. All information obtained through a records check is confidential and is kept in a separate 

restricted file. 
 
7. The City will pay the expense of City-required background records check. 
 

300.8 Employment of Relatives and Workplace Relationships  
 

A. The City of Riverside will not employ family members of an elected official of the City during 
the tenure of the elected official unless the employment precedes the election. 
 

B. Family members of an appointed Commission or Board member shall not be employed by the 
City in any department directly associated with the Commission or Board during the tenure of 
the appointed official unless employment precedes the appointment. 
 

C. Immediate family members, significant partners or other relatives living in the same household 
may not work in a position where one supervises the other.  Normally, immediate family 
members, significant partners or other relatives residing in the same household should not be 
assigned to the same working group or department.  The immediate family includes the 
employee’s 1) parents, including in-laws; 2) grandparents; 3) spouse; 4) brothers and sisters; and 
5) children. 
 

D. The City of Riverside does not prohibit employees from engaging in a relationship, provided: 
 

1. Both parties mutually and voluntarily consent to the relationship; 
2. The relationship does not affect the performance of duties of involved employees; 
3. The relationship does not negatively impact the work relationship. 

 
E. Employees must disclose the existence of any relationship with another co-worker that has 

progressed beyond a platonic friendship or if they become otherwise related as immediate 
family members.  Disclosure must be made to the immediate supervisor and to Human 
Resources.  This disclosure will enable the City to determine whether any conflict of interest 
exists because of the relative positions of the individuals involved.   
 

F. Employees are expected to keep all aspects of personal relationships with any co-worker out of 
the workplace.  Work-related problems which occur, in whole or in part, due to a personal 
relationship between two co-workers will be dealt with as any other performance issue.   
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400 Employment 
 
400.1 Residency Requirements 
 
The City of Riverside does not require employees to be residents of the City. 
 
400.2 Outside Employment 
 
Employees of the City may hold an outside job if: 
 

• There is no conflict in the employee’s working hours, 
• There is no conflict of interest, and 
• The employee’s efficiency in his City job is not reduced 

 
If outside employment or self-employment adversely affects performance of the City’s job, Human 
Resources may require the employee to take whatever action is deemed necessary to eliminate 
interference, up to and including discontinuing the outside employment or self-employment.   
 
The Department of Public Safety may have additional policies and procedures regarding outside 
employment.  
 
400.3 Separation of Employment 
 

A. Resignation 
 

1. It is requested by the City that any employee who resigns notify the applicable supervisor at 
least two (2) weeks prior to the effective date.  The resignation should be made in writing, 
signed and dated.  The original resignation letter will be forwarded to Human Resources for 
inclusion in the employee’s personnel file along with a completed Separation Form.  
Department Heads should notify Human Resources as soon as they have knowledge of 
resignation. 

 
2. A Department Head may approve the withdrawal of a resignation within 48 hours.  Any 

withdrawals requested after 48 hours require City Administrator approval.  The original 
written request for such withdrawal and the written approval of such withdrawal will be 
forwarded to Human Resources for inclusion in the employee’s personnel file.  The City is 
not required to approve the withdrawal of any resignation.   

  
3. Employees who resign will receive a final paycheck on the next regular payroll date following 

the effective date of resignation. 
 

4. Employees who resign must return all City-owned property by the effective date of 
resignation or the last day worked, whichever is earlier. 

 
5. Employees who resign for the purpose of retirement should notify Human Resources as 

soon as a retirement date is selected to coordinate retirement benefits. 
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B. Termination  
 

Employment with the City of Riverside is considered “at will,” allowing for either the employee 
or the City of Riverside to terminate the employment relationship at any time, for any reason, 
with or without cause.  In all cases, Board of Aldermen approval is required to terminate an 
employee.  An employee who is terminated must immediately return all City-owned property 
and will receive their final paycheck by the end of the day. 

 
  

18 



500 Personnel Records 
 
500.1 Documentation 
 
A new employee should not start work or be placed on the payroll until all legally required employment 
forms have been completed and signed, including an I-9 as prescribed by federal law.  In some cases, an 
employee may be scheduled to start work prior to employee orientation.  In that case, they should be 
sent to Human Resources on the first day of employment to complete the required employment forms. 
 
500.2 Change of Personal Information 
 
To ensure that payroll and benefits are properly administered, all employees should notify Human 
Resources through the appropriate forms of any change in address, phone number, beneficiaries, marital 
status, additional dependents, changes to bank account, etc. 
 
500.3 File Types 
 
Human Resources shall be the central repository for all personnel files and records as the City 
Administrator deems necessary or appropriate and as required by law. 
 
The City shall maintain the following personnel files and other restricted files regarding all City 
employees: 
 

A. Personnel File: The personnel file shall be maintained in Human Resources and is considered 
the employer’s official record of employment with the City.  The personnel file contains 
documents relevant to the individual’s employment with the City, such as application 
information, salary and payroll information, performance evaluations, certificates of City-
provided training, documentation of disciplinary action, memos of commendation and other 
personnel information.  
 

B. Restricted Files:  Human Resources will maintain other restricted files for each employee.  
Human Resources will grant access to these files only to individuals with an official need to 
know.  These separate files will contain:  
 

• Results of background investigations 
• Benefits information and medical records, including documentation of the employee’s 

pre-employment physical and drug screen results.  Certificates from health care 
providers related to absences from work and any other medical information maintained 
by the City (i.e. family and medical leave) 

• Information related to worker’s compensation 
 

C. I-9 File: INS Form I-9 information on all employees will be retained in a single, separate folder 
containing all I-9 forms, consistent with the filing requirements outlined by the INS and the 
Department of Labor. 
 

D. Training Folder: The Public Safety Department will maintain all records pertaining to Public 
Safety employees training and certifications. 
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The following information will not be kept in an employee’s personnel file: 
• Pre-employment interview forms, employment checklists, and test scores 
• General attendance records (unless accompanied by a communication record) 
• Duplicate records 
• Any performance-related document of which an employee has not received a copy 

 
500.4 Access to Records 
 
The City’s personnel file regarding an employee and the information therein shall be accessible only to 
the employee while employed by the City (or a person designated in a duly executed release), the 
employee’s supervisor(s) or members of their immediate chain of command, and Human Resources 
staff.  In appropriate circumstances, the City Attorney and/or City Administrator, and/or their designee 
may also be authorized to review a personnel file regarding an employee. 
 
The City’s restricted files regarding an employee and the information contained therein shall only be 
accessible through authorization by Human Resources.  
 
Files must be reviewed in the area they are maintained unless prior approval is obtained from Human 
Resources.  Employee personnel files may not be removed from City of Riverside offices except when 
legally required. 
 
All City personnel files referenced in this section are sole property of the City.  The employee, upon 
separation from employment, shall not be granted access to the files or be allowed to obtain copies of 
the files unless approved by Human Resources.   
 
500.5 Supervisor Working Files 
 
Supervisors may establish and maintain a working file for their employee(s).  The supervisor’s employee 
working file shall include only information directly related to an employee’s performance on the job.  
Working files must be kept in a secure location (e.g. a locked drawer in supervisor’s desk).   
 
Items that may be kept in a working file include:  

• Observations about the employee’s job performance 
• Examples of the employee’s job performance and documents establishing the employee’s goals 
• Copies of performance assessments and other performance-related documents (originals must 

be sent to Human Resources) 
• Attendance records and time-off requests    

 
In general, the following items should not be kept in a supervisor’s desk file: 

• Doctor’s notes or any medical certification 
• Workers compensation claims, reports, or other related information 
• Any formal or informal legal claim by or about the employee 
• Any workplace investigation materials regarding the employee 
• Any documents related to disciplinary action 
• Personal information about the employee 

 
Upon an employee’s separation, the employee’s supervisor shall send all documents in the working file 
to Human Resources. 
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500.6 Employment References/Verification 
 
Employment references confirming only employment dates, position title, and final salary may be given 
by supervisors over the phone to a prospective employer, or those calls may be referred to Human 
Resources.  Prospective employers may receive additional information and/or view the employee’s file 
with a notarized release from the employee.  Human Resources will coordinate all employment 
references requesting more detailed information.   
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600 Compensation 
 
600.1 Compensation Philosophy 
 
The development of an organization’s compensation model or system is best designed around an 
established philosophy on where and how the organization chooses to invest its resources related to 
people.  This philosophy will then drive the basis for salary comparison studies, investments in different 
types of compensation plans, including incentives and benefits, and other forms of analysis and 
comparisons. 
 
The City of Riverside compensation philosophy is as follows:     
 

• Target total compensation rates at the market average for comparable greater Kansas City 
Northland municipalities. 

o Primary compensation data source is the MARC Salary and Benefits Survey comparable 
positions and  supplemented by other sources of regional and local compensation data 
as necessary for positions more common to the overall labor market. 

o Target greater Kansas City Northland municipalities include Liberty, North Kansas City, 
and Gladstone. 

• Develop a salary model which recognizes parity in skill level and job accountabilities across all 
job titles, not within job titles or classifications. 

• Maintain a compensation system that rewards individual and organization results versus 
programmatic salary increases over time. 

o Pay at target market rate for requisite knowledge, skills, experience, and demonstrated 
performance. 

o Pay beyond target market rate for sustained performance beyond expectations. 

o Pay adjustments linked to performance rating, where high-performers are eligible for 
more aggressive pay adjustments to get them to market rate and beyond as appropriate. 

• Maintain a compensation structure that aligns the investment in employee compensation with 
the organizations’s annual operating budget. 

• Employee benefits are provided to ensure the welfare and well being of all employees, both in 
the short and long term and are an important part of the total compensation package. 

600.2 Compensation Administration 
 

A. Job Descriptions 
 

A job description shall be created for each position within the City.  It forms the foundation for 
classification of the position, for recruiting efforts, performance expectations, and training needs.  
All employees will receive a copy of their job description upon hire, promotion or transfer, and 
at any point where changes in the essential functions or requirements to the job are made.  
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Human Resources will be responsible for maintaining the official copy of a job description for all 
positions and reviewing the content of the job description no less than every two (2) years.  
Only the City Administrator has the authority to approve job descriptions and associated job 
titles.   

 
B. Pay Ranges 

 
All positions within the City will be properly analyzed, evaluated and classified into 
corresponding pay range classifications.  It is the policy of the City of Riverside to establish 
compensation guidelines which incorporate midpoint pay for all pay ranges at or above the local 
and regional market median for comparable or benchmarked positions.  Starting pay will 
generally be at or below midpoint level.  No employees will be paid below or above the bounds 
of their current pay range without Board of Aldermen approval.  

 
It is also the policy of the City to evaluate all pay ranges and compensation guidelines in the 
context of like positions in the regional marketplace to ensure competitiveness for hiring and 
attracting talent.  All pay ranges and compensation guidelines will be evaluated no less than 
every two (2) years to ensure all positions are classified properly and competitively.   
 

C. Red Circled Rates 
 
Pay rates of individual employees who have exceeded the pay range maximum will be “red 
circled” until such time as adjustments to the pay ranges are made so that the employee’s pay 
falls within the pay range.  To be “red circled’ means the employee is “grandfathered” until the 
employee leaves the position (i.e. the pay plan does not require the “red circled” employee’s 
pay to be reduced to fit the maximum normally allowed for the range).  When an employee is 
“red circled,” their base pay rate is frozen, but annual merit increases, if given, will be provided 
as supplemental pay and distributed quarterly. 
 

D. Performance Assessments 
 
The performance assessment program works with the pay plan as part of the City’s total 
compensation program.  It is designed to maintain an equitable performance assessment process 
for employees and ensure that this assessment is communicated to each employee on a regular 
and timely basis.  The use of performance assessments by the City does not alter the at-will 
employment status of any employee and an employee may be terminated at any time with or 
without cause or notice. 
 
Annual performance assessments for all employees will be conducted at the same time each 
year, generally scheduled as part of the annual budget process.  The performance assessment 
program applies to all city employees except those classified as temporary or seasonal.  
Employees who are participating in a standard department training program at the time of the 
performance assessments will not be evaluated and will not receive a performance or market 
increase.   Supervisors are responsible for ensuring employees understand their essential roles, 
accountabilities, goals and tasks, and that all employees receive timely performance assessments 
documenting work performance. 
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E. Pay Increases 
 
Pay increases are generally based on merit and/or promotion.  Pay increases are not guaranteed 
or implied.  All increases will be based upon the employee’s overall job performance, plus 
current standing within the designated job pay range.  No department is allowed to implement 
any form of pay incentive plan or program without express approval from the Board of 
Aldermen.   

 
600.3 Classification of Employment 
 
For the purposes of salary administration, eligibility of overtime payments, and employee benefits, the 
City classifies its employees as follows: 
 

A. Full-Time:  A position regularly scheduled for year-round employment that includes forty (40) 
hours in a standard period of seven (7) days for general city employees; 80 hours in a standard 
period of fourteen (14) days for sworn police officers; and 216 hours in a standard 28 day 
period for firefighter shift positions. 
 

B. Part-Time: A position scheduled to work less than 1,500 hours in a calendar year.  Employees 
holding part-time positions are required to maintain a minimum schedule to remain active 
employees.  All part-time employees must work on average 12 hours in a one month period in 
addition to all mandatory training to be considered an active employee.  Employees who do not 
maintain an active status may be considered to have resigned from their position. 
 

C. Temporary or Seasonal: A position scheduled to fill job requirements which occur 
intermittently for a program or project, or during certain times of the year.  The anticipated 
date of separation is known prior to commencement of employment.  During the period of 
employment, hours of work may vary according to job requirements but generally are based on 
a forty (40) hour work week not to exceed six months. 
 

Due to federal and state laws and the City’s needs, different policies and procedures exist for each type 
of position.  Throughout this document, policies and procedures for each position type will be clarified.  
Where not specifically stated, these policies and procedures apply to all types of positions. 
 
600.4 FLSA Status 
 
All job positions will be assigned a Fair Labor Standards Act (FLSA) status, which identifies the position’s 
classification.  Employees are responsible for being aware of their FLSA status, and for submission of 
proper documentation relating to time worked.  All job positions will be assigned into the following 
classifications: 
 

A. Exempt: Job positions which are “exempt” from federal and/or state wage and hour laws 
regarding the payment of overtime wages.  Employees who hold “exempt” positions are typically 
paid a weekly salary amount regardless of hours worked. 
 

B. Non-Exempt: Job positions which are subject to federal and/or state wage and hour laws, 
including payment for overtime.  Employees who hold “non-exempt” positions are paid an 
hourly rate for all hours worked. 
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600.5 Employee Pay Plan 
 
The employee pay plan is part of the City compensation program.  It works in conjunction with the 
performance assessment policy and other City personnel procedures, and establishes a framework for 
pay increases depending on job performance, market conditions, organizational needs, and available 
budget.  The pay plan applies to all full-time positions with the City.  
 
600.6 Pay Day 
 
All City of Riverside employees are paid on a bi-weekly basis, on a predetermined schedule established 
each year.  The City does not offer any pay advances or paychecks issued prior to the scheduled payroll 
cycle, unless required under law or statute.   
 
600.7 Direct Deposit 
 
Direct Deposit electronically transfers net earnings and expense reimbursements into an employee’s 
checking or savings account at the financial institution designated by the employee. Direct deposit is an 
employee benefit for use on a continuous basis. A paycard option is available for those who do not have 
a banking account.  
 

A. All City of Riverside employees, regardless of status, shall use direct deposit for payroll. 

B. An employee must complete a Payroll Direct Deposit Form to enroll.  If the employee does not 
have a bank account available for direct deposit of payroll, then a paycard will be issued to the 
employee.  

C. Direct Deposit continues indefinitely for employees once enrolled. However, for unusual 
circumstances only, the City of Riverside reserves the right to cancel direct deposit for an 
employee at any time. 

D. If an employee needs to temporarily stop direct deposit (e.g., change of financial institutions, 
etc.) the employee shall take all reasonable steps to re-establish direct deposit within two pay 
cycles.  

600.8 Payment of Correct Wages 
 

A. The City will comply with all local, state, and Federal laws associated with the timely and 
accurate payment of wages.   

 
B. Employees should notify their supervisor in the event their pay is incorrect.  Documentation will 

be required to substantiate any pay differences.  Once discrepancies have been verified, 
arrangements will be made to remedy the situation as quickly as possible. 

 
600.9 Standard Work Week and Normal Work Schedule 
 

A. The City’s standard work week begins at 12:00 a.m. on Wednesday and concludes at 11:59 p.m. 
on Tuesday.  The work week for firefighter shift positions begins at 7:00 a.m. Wednesday and 
concludes at 6:59 a.m. the following Wednesday.   
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B. General employees have a work period of 40 hours in a standard period of 7 days; sworn police 
officers have a work period of 80 hours in a standard period 14 days; and firefighter shift 
positions have a work period of 216 hours in a standard period of 28 days. 

 
C. Supervisors and/or Department Heads are responsible for establishing a normal work schedule 

(time and duration for scheduled work) for all positions and for designating the work period for 
each position within the standard work week established by the City and in compliance with 
FLSA regulations. 

 
D. Employee attendance at lectures, meetings, and training programs during their designated work 

period will generally be considered hours worked and therefore compensated time.  In the 
event such activities require overnight travel, see the City travel policy (Section 1200.1) for 
clarification for paid work time.  Other meetings or city social gatherings at which the 
employee’s attendance is optional and which are held during non-work time are not 
compensated time. 

 
E. Schedules for the upcoming work week should be communicated and confirmed with employees 

no later than 48 hours in advance of the start of the work week.  
 

F. Firefighter shift employees will receive Kelly Days.  Kelly Days are defined as a scheduled 24-
hour shift off-duty every third 28-day work period to offset the additional hours worked over 
the 216 hours allowed by FLSA.  Each firefighter shift employee on a 24-hour shift schedule will 
be entitled to Kelly Days.  Kelly Days will be assigned through Fire Department procedures to 
facilitate operations.  

 
600.10 Non-Exempt Time Records 
 
All non-exempt employees are required to track their time worked in quarter hour increments on an 
individual timesheet showing daily hours worked.  The following points should be considered when filling 
out non-exempt timesheets: 
 

A. Employees are responsible for accurately documenting time worked on timesheets.  All hours 
worked should be recorded on the day they were worked. 
 

B. Without specific authorization from a supervisor and/or Department Head, off duty employees 
may not remain on the premises for more than thirty (30) minutes after finishing their scheduled 
shift and may not arrive at the premises prior to thirty (30) minutes before scheduled starting 
time.  Any time worked before or after the shift must be properly reported. 
 

C. Employee timesheets should be checked and approved by the appropriate supervisor prior to 
submitting to Finance.  
 

D. Overtime and compensatory time must be pre-approved by the supervisor, although the City is 
required to provide compensation (or compensatory time) for all hours worked, regardless of 
whether or not the time was authorized in advance. 
 

E. Filling out another employee’s timesheet or falsifying any time record is prohibited and may be 
grounds for disciplinary action, up to and including termination. 
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F. Employees should take scheduled meal breaks.  Employees can take a 15 minute paid break for 
every four (4) hours worked during each work day.  Breaks of any type cannot be exchanged for 
a late arrival or early departure from the work day. 
 

600.11 Exempt Time Records 
 

In accordance with the Fair Labor Standards Act regulations, exempt employees who are paid on a 
salary basis may not have their pay reduced for variations in the quantity or quality of work performed.  
Exempt employees only need to use leave time (sick, vacation, or holiday) for days in which no work is 
performed.  Exempt employees do not need to turn in time records unless to report a full-day absence 
and the subsequent use of leave time. 

 
600.12 Overtime Pay  
 
Certain positions are classified as non-exempt positions and are subject to overtime provisions of FLSA.  
The purpose of this policy is to comply with federal and state overtime provisions and to control labor 
costs by managing the expense of overtime pay to non-exempt employees.  Exempt employees are not 
eligible for overtime pay or the accrual of compensatory time.   
 

A. General Provisions 
 
1. Overtime pay is one and one half times a non-exempt employee’s regular hourly rate of pay 

for actual hours worked beyond those in a work period.  General employees have a work 
period of 40 hours in a standard period of 7 days; sworn police officers have a work period 
of 80 hours in a standard period 14 days; and firefighter shift positions have a work period 
of 216 hours in a standard period of 28 days. 

 
2. Before overtime is worked, it must be approved by the employee’s supervisor and/or 

Department Head.  No employee shall be permitted to work in excess of their normal 
work schedule except when an emergency exists or overtime work is necessary to carry 
out normal and essential services of the City and is assigned by their supervisor.  In such 
cases, overtime is considered a condition of employment and refusal to accept it when 
reasonable notice has been given may be cause for discipline. 

 
3. If the need arises to change an established work schedule, an employee may request or the 

supervisor may initiate the use of a “flex schedule” if all scheduled work occurs within the 
same work period.   

 
4. Paid time off benefits will be included in the calculation of hours subject to overtime pay.   

 
B. Compensatory Leave in Lieu of Overtime 

 
1. If a supervisor and non-exempt employee agree in advance of the performance of work, the 

supervisor may compensate a non-exempt employee with compensatory leave time instead 
of overtime pay. 
 

2. The City is not required to make compensatory leave time available to all employees.  
Likewise, when the City makes compensatory time off arrangements with individual 
employees, the agreements need not be the same for all employees. 
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3. Compensatory leave time is credited at one and half times the actual time worked.  A 
maximum of one hundred and twenty (120) hours of compensatory time may be 
accumulated by any non-exempt employee.   
 

4. Compensatory time may be used for the same reasons as vacation leave.  It must be pre-
approved before taken.  
 

5. Unused compensatory leave time may be carried over into the next calendar year. 
 

6. Any unused compensatory time will be paid out upon separation from employment or at 
the time a non-exempt employee transfers into an exempt position. 

 
C. Snow Removal Duty 

 
1. Non-exempt employees who are called back to work for snow removal operations are 

entitled to the call back pay as provided in 600.12(D)(1).  
 

2. Non-exempt employees who are designated to perform snow removal, when sent home 
prior to the conclusion of the regular work shift, or who are delayed in their regular start 
time, will be compensated for the regular time lost.  

 
3. Non-exempt employees who are performing snow removal will be eligible for overtime 

compensation for any hours worked in excess of eight (8) hours per day Monday through 
Friday.  Snow removal hours performed on the weekends will be compensated at the 
employee’s overtime rate.  

 
4. Non-exempt employees required to work snow removal on a holiday will receive eight (8) 

hours of holiday time plus their overtime rate for the actual hours worked on the holiday.  
 

D. Exceptions 
 

1. Call Back Pay: All non-exempt employees who are called back to work after more than one 
(1) hour has passed since their work day ended or called in to work for a non-scheduled 
time will be paid a minimum of two (2) hours of overtime pay or the actual overtime 
worked, whichever is greater.  Non-exempt employees who are called back to duty less 
than one (1) hour after their work day has ended will receive overtime computed from the 
time the regular work day ended until the overtime assignment ends.  Pay for call backs 
begins at the time the employee arrives at the work site. 
 

2. Working in other departments: Employees may be compensated different pay rates for work 
done in different positions.  For employees who work in multiple positions, the overtime 
rate will be based on the regular rate of pay that applies to the type of work performed 
during the hours in excess of a standard work period.     

 
600.13 Temporary Assignments 
 
The Board of Aldermen may authorize a temporary increase in pay for an employee when: 
 

A. An employee temporarily assumes full or partial duties of another position, or is assigned new 
duties for a temporary period of time; 
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B. The duration of the assignment is no less than two weeks and not more than one year; and 

 
C. The duties represent a significant change in scope of responsibility or require different job 

competencies. 
 
Temporary pay may be appropriate even if the employee retains significant portions of their duties while 
performing the temporary duties.  When an employee is no longer performing the additional or new 
duties, the employee’s pay rate returns to the former base salary, plus any annual salary increases that 
may have occurred in accordance with City policy. 
 
600.14 Working Out of Class 
 
The Police and Fire Departments may maintain separate policies for working out of class.  Please refer 
to those department-specific policies for information on what constitutes working out of class and on 
associated pay differentials. 
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700  Time Off Benefits 
 
700.1 General Leave Provisions 
 

A. All leave time must be used and recorded by each department and forwarded to Finance with 
bi-weekly payrolls.  Finance will maintain records for the period of time prescribed by law.  All 
leave time for non-exempt employees shall be recorded to the nearest quarter hour. 
 

B. Employees may be recalled from holiday or vacation leave or may have their scheduled vacation 
leave postponed in the event the City Administrator or Department Head declares that an 
emergency situation exists or if the work load necessitates the employee’s presence.  When an 
employee is recalled from vacation leave, the employee’s vacation will be rescheduled at the 
earliest convenient time. 
 

C. Benefit continuation varies depending on the type of leave. 
 

D. Exempt employees will record the appropriate type of paid time off if out of the office for more 
than one full work day. 
 

E. At no time shall any employee in an exempt position be docked pay in violation of Fair Labor 
Standards Act regulations. 
 

F. Time off benefits are only available to full-time employees, not including temporary or seasonal. 
 

700.2 Attendance 
 
Employees are expected to be in their assigned workplaces at their scheduled time and in the proper 
mental and physical condition to perform their jobs.  Regular attendance and punctuality is expected 
from all employees.  Arriving late, departing early and frequent absences are disrespectful of others who 
have to cover for absences.  Absences or tardiness that directly, negatively affects productivity of the 
department or others in the department will be managed as a business problem, and resolved by the 
management of the City accordingly.    
 

A. Notification: Employees are required to notify their supervisor via telephone as soon as 
practicable when they know they will be late or absent.  Individual departments may establish 
their own notification procedures.  Please follow department protocols where they exist.  Any 
employee who is absent for three or more consecutive shifts or two Fire Department shifts 
without authorization shall be deemed to have resigned.  Such absence may be excused by the 
appropriate Department Head with a subsequent grant of leave with or without pay where 
documented extenuating circumstances are found to have existed. 
 

B. Documentation: A physician’s note may be required after an absence due to illness or injury 
lasting more than five regularly scheduled work shifts for general employees or sworn police 
officers, or two tours for fire fighters.  Employees absent for serious injury, surgery, 
hospitalization, communicable or infectious disease, pregnancy complications, or illness lasting 
more than three calendar days should notify Human Resources to discuss leave of absence 
options such as FMLA.   
 

C. Attendance Records: Supervisors are responsible for maintaining attendance records for 
their employees.  Requests for leave and absence/tardy notifications shall be logged and include 
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a specific reason for the absence.  These records are not part of the employee’s official City 
personnel file but should be kept by the Supervisor and made available to Human Resources if 
requested.  

 
700.3 Bereavement Leave 
 

A. Regular, full-time employees are eligible for paid bereavement leave to attend the funeral of a 
spouse or significant other, child, parent, sibling, grandchild, grandparent or legal guardian or 
corresponding in-law or “step” relation.   

B. Bereavement Leave is up to 40 hours for employees working standard work shifts of 8 hours, 
and up to 48 hours for employees working standard work shifts of 12 hours or 24 hours. 

C. Bereavement Leave must be taken on consecutive work shifts.   

D. In situations where the absence is approved but requires more than the maximum leave 
allowed, the employee may use sick leave, vacation leave, compensatory time, or leave without 
pay. 

E. Employees may use vacation leave, compensatory time, or leave without pay (subject to the 
approvals required for the type of leave requested) to attend funerals that are not of immediate 
family members. 

700.4 Civil Leave 
 

A. Court Appearance: If a full-time employee is summoned to serve jury duty or subpoenaed to 
appear as a witness in a case where they are neither the plaintiff nor the defendant, they shall 
make arrangements with their supervisor to comply with the summons or subpoena.  The City 
of Riverside will provide full pay while on leave for these circumstances provided the employee 
presents proof of duty served.  Hours or schedules not in conflict with the required appearance 
will not be paid.   

 
B. Personal Civil or Criminal Trial: If an employee is personally involved in legal proceedings, 

either as a plaintiff or defendant, and not in their official capacity with the City, the employee 
may use compensatory time, vacation time, or leave without pay for time away from work.   

 
C. Voting: The City of Riverside will provide up to three (3) hours of paid leave between poll 

hours to vote if: 1) the employee makes the request for voting leave prior to Election Day; and 
2) the employee does not have three consecutive non-working hours on Election Day to vote. 

 
700.5 Donated Leave Policy 
 

A. Eligibility 
 
Regular, full-time employees are eligible to receive transfers of vacation, sick leave, and/or 
compensatory time from other City employees where absences from work are required due to 
an absence that meets FMLA guidelines.  Employees eligible for workers compensation are not 
eligible for donated leave. Eligibility for transfers will be effective only after the applicant has 
used all accrued and available leave.  Nothing in this policy will be construed to limit or extend 
the maximum allowable absence under FMLA. 
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B. Use of Donated Benefits 

 
1. Full-time employees are eligible for donations immediately upon hire for any event that 

would be covered by FMLA.   
 

2. To receive donated leave, the employee must submit their request in writing to Human 
Resources and complete any verification forms that would be required to qualify the 
absence for coverage under FMLA, even if FMLA is not available to the employee.   

 
3. Donations must be made in one (1) hour increments.  For every one (1) hour of sick, 

vacation, or compensatory time donated by the donor, the recipient will be credited 
with one (1) hour of sick leave.  The pay levels of the two employees shall not affect the 
transaction.  Any donated leave not used by the recipient will be given back to the 
donor in the same form it was donated. 

 
4. A maximum of 480 hours may be received by any eligible employee per calendar year.  

Any employee who returns to work either on “temporary light duty” or on a part-time 
basis may, with verification, continue to use donated time.  No additional donations will 
be allowed when the employee returns to full duty. 

 
700.6 Family and Medical Leave 
 

A. General Provisions 
 
Employees who have worked at least 1,250 hours during the twelve month period immediately 
preceding the commencement of the requested leave and who have been employed by the City 
for at least twelve months (the twelve months need not be consecutive months) and who meet 
the other requirements of the Family and Medical Leave Act (FMLA), may be eligible to take up 
to twelve (12) work weeks (usually 480 hours for a full time Employee) of unpaid FMLA leave 
during the calendar year for the following reasons: 

 
1. Birth and care of a newborn child of the employee, 

 
2. Placement of a child into the employee's family for adoption or by a foster care 

arrangement, 
 

3. Care of the employee's spouse, son or daughter or parent who has a serious health 
condition, 
 

4. Inability of the employee to perform the functions of the position due to a serious health 
condition. 
 

5. Because of any qualifying exigency (as defined by the Secretary of Labor's regulations) arising 
out of the fact that the spouse, or a son, daughter, or parent of the employee is on active 
duty (or has been notified of an impending call or order to active duty) as a member of the 
National Guard or military reserves in support of a contingency operation. Qualifying 
exigencies may include attending certain military events, arranging for alternative childcare, 
addressing certain financial and legal arrangements, attending certain counseling sessions, 
and attending post-deployment reintegration briefings. 
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6. To care for an injured or ill service member. This leave may extend to up to 26 weeks in a 

2-month period for an Employee who is the spouse, son, daughter, parent or next-of--kin of 
a current member of the armed forces (including the regular armed forces) who is injured 
or recovering from an injury suffered while on active military duty and who is unable to 
perform the duties of the service member's office, grade, rank or rating. An employee is also 
eligible for this type of leave when the service member is undergoing medical treatment, 
recuperation or therapy; or is in outpatient status; or is on the temporary disability retired 
list. This is the only type of FMLA leave that may extend an employee's leave entitlement 
beyond 12 weeks to 26 weeks. Other types of FMLA leave are included with this type of 
leave totaling the 26 weeks.  

 
B. Length of Leave 

 
1. An eligible Employee can take up to 12 weeks (or up to 26 weeks of leave to care for an 

injured or ill service member) under this policy during any calendar year.  
 

2. Eligible Employees requesting leave due to the birth of a child, placement of a child for 
adoption or foster care, or a serious health condition of the Employee, or the Employee's 
spouse, parent or child are entitled to up to twelve workweeks, or 480 hours, of family 
medical leave during the calendar year. An eligible part-time Employee is entitled to twelve 
work weeks of FMLA leave (e.g., if that person regularly worked four days per week, that 
person would be eligible for up to 48 workdays or 384 hours of FMLA leave).  

 
3. The right to FMLA leave for the birth and/or placement of a child into an Employee's family 

may only be taken within twelve months after the date of the birth or placement of the 
child.  

 
C. Married Couples Who Work for the City 

 
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 each take 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 service member, the husband and wife may each take 26 weeks of leave. 

 
D. Concurrent Leave 

 
Employees must use any accumulated sick leave, vacation time, or compensatory time to the 
extent available during FMLA leave unless such leave is covered under workers' compensation, 
in which case the Employee may use accumulated leave time only for the purpose of satisfying 
any waiting period. Absences in excess of these accumulated days will be treated as FMLA leave 
without pay. Leave taken pursuant to a disability leave plan and leave taken because of an injury 
or illness covered by workers compensation and sick leave (where the sick leave qualifies as 
FMLA leave) shall count toward FMLA leave time to the extent allowed by law. An Employee 
using any type of paid leave concurrently with FMLA leave must follow the same terms and 
conditions of the City’s policy that apply to other Employees for the use of such leave. The 
Employee is entitled to unpaid FMLA leave if he or she does not meet the City's conditions for 
taking paid leave, but the City may waive any procedural requirements for the taking of any type 
of paid leave.  
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E. Serious Health Condition 

 
For purposes of this policy and subject to legal requirements, a serious health condition means 
an illness, injury, impairment or physical or mental condition that involves either an overnight 
stay in a medical care facility, or continuing treatment by a health care provider for a condition 
that either prevents the Employee from performing the functions of the Employee's job, or 
prevents the qualified family member from participating in school or other daily activities. 
Subject to certain conditions, the continuing treatment requirement may be met by a period of 
incapacity of more than 5 consecutive calendar days combined with at least two timely visits to a 
health care provider or one timely visit and a regimen of continuing treatment, or incapacity due 
to pregnancy, or incapacity due to a chronic condition. Other conditions may meet the 
definition of continuing treatment. 

 
F. Intermittent Leave 

 
When medically necessary for a serious health condition, military caregiver leave or for a 
qualifying exigency, FMLA leave also is available on an intermittent or reduced schedule basis. 
When an Employee requests intermittent leave or leave on a reduced hours basis, the Employee 
must make a reasonable effort to schedule the treatment so as not to disrupt unduly the 
employer's operations. The City may, where consistent with legal requirements, require the 
Employee to transfer to a temporary alternative job for which the Employee is qualified and 
which better accommodates the intermittent leave or reduced hours leave. The temporary 
position will have the equivalent pay and benefits as the Employee's regular job.  

 
G. Notice of Leave 

 
When requesting leave, the Employee must:  

 
1. Supply sufficient information to Human Resources for the City to be aware that FMLA may 

apply to the leave request, as well as information regarding the anticipated timing and 
duration of the leave;  
 

2. Give Human Resources at least thirty (30) days’ notice, or give notice as soon as practical 
(generally the same or next business day) if leave starts in less than thirty (30) days or if the 
need for leave is not foreseeable and comply with the City's usual and customary notice and 
procedural requirements for requesting leave (if you are not able to notify Human 
Resources of the need for leave personally because of illness, you should ask someone else 
to call on your behalf, and unless impossible because of medical emergency, you should give 
at least a minimum of 30 minutes' notice before the start of your shift for unforeseeable 
leave if more advanced notice is not practical); 
 

3. Make a reasonable effort to schedule the treatment so as not to unduly disrupt the 
operation of the City, subject to the approval of the health care provider; and  
 

4. Cooperate with all requests for information regarding whether absences are FMI.A- 
qualifying.  

 
Failure to comply may result in leave being delayed or denied.  
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H. Medical and other Certifications 
 
1. Employees will be required to provide a medical certification if the leave request is: 1) for 

the Employee's own serious health condition, 2) to care for a family member's serious 
health condition, or 3) military caregiver leave. Failure to provide the requested certification 
in a timely manner may result in denial of the leave until it is provided. If an Employee 
refuses to provide a certification, his/her leave request may be denied and the Employee 
maybe disciplined.  

 
2. The City, at its expense, may require a medical examination by a health care provider of its 

own choosing if it has a reasonable question regarding the medical certification provided by 
the Employee. In lieu of a second opinion, the City may contact the health care provider 
directly to clarify or authenticate a medical certification, including certifications for military 
caregiver leave. Second opinions may not be required for military caregiver leave.  

 
3. Separate certification may also be required regarding the nature of the family member's 

military service and/or the existence of a qualifying exigency.  
 

4. The Employee must provide a copy of the appropriate certification to the City within fifteen 
days of receipt of the form from the City. The City may require subsequent recertification 
on a reasonable basis consistent with legal requirements. FMLA certification forms are 
available from Human Resources.  

 
I. Fitness for Duty Certifications 

 
Because the City wishes to ensure the well-being of all Employees, any Employee returning from 
FMLA leave for his/her own serious health condition will need to provide a Fitness for Duty 
(FFD) certification signed by his/her health care provider. An Employee who fails to provide an 
FFD certification will be prohibited from returning to work until it is provided. An Employee 
who fails to provide an FFD certification may be disciplined or terminated. FFD certifications 
maybe required when an Employee returns from intermittent FMLA leave if serious concerns 
exist regarding the Employee's ability to resume his/her duties safely.  All employees returning 
to work will also be subject to the Return to Work Policy (Section 1100.4).  

 
J. Maintenance of Benefits 

 
Employees are entitled to receive benefits under the same terms and conditions as when they 
were on the job. In order to continue receiving benefits, Employees on unpaid family and 
medical leave must continue making their own required contributions for such benefits. If the 
Employee elects not to return to work at the end of the leave period, the Employee will be 
required to reimburse the City for the cost of premiums paid for maintaining coverage during 
the leave period to the fullest extent allowed by law. Except for certain "Key Employees," upon 
return from FMLA leave, Employees will be restored to his or her original position or an 
equivalent position with equivalent pay, benefits and other employment terms. You will be 
notified if you are considered a "Key Employee." The City may require Employees to report 
periodically on their status, and the intention on the part of the Employee to return to work, 
and City may also require periodic recertification of the medical condition consistent with legal 
requirements.  
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K. Return from Leave 
 
Upon return from leave, the Employee will be restored to his/her original or an equivalent 
position. An Employee who fails to return at the end of FMLA leave will in most cases be 
considered to have voluntarily resigned his/her position with the City. Employees who do not 
return to work at the end of their leave will be terminated unless they are entitled to additional 
leave as a reasonable accommodation under the Americans with Disabilities Act.  

 
L. Interpretation of Policy and State and Local Laws 

 
This Policy shall be interpreted consistent with applicable law and regulations. The FMLA and 
the FMLA regulations issued by the U.S. Department of Labor contain many limitations and 
qualifications that are not stated in this policy. The City reserves the right to apply the terms of 
the FMLA and the FMLA regulations to any individual circumstances. When state and local laws 
offer more protection or benefits, the protection or benefits provided by those laws will apply.  

 
700.7 Holidays 
 

A. All full-time employees of the City shall be scheduled off or receive compensation for the 
following holidays: 

 
 New Year’s Day  First day of January 
 Martin Luther King Day  Third Monday in January 
 Presidents Day   Third Monday in February 
 Memorial Day   Last Monday in May 
 Independence Day  Fourth day in July 
 Labor Day   First Monday in September 
 Veteran’s Day   Eleventh day of November 
 Thanksgiving Day  Fourth Thursday in November 
 Christmas Day   Twenty-fifth day of December 
 

B. On the Friday after Thanksgiving and whenever Christmas or New Year’s Day falls on a 
Thursday, City offices will be closed to the public on the following Friday.  When this occurs, 
employees may elect to work on those Fridays.  It is the responsibility of the supervisor to 
accommodate an employee’s request to work.  If a day is taken off, it will be subtracted from 
the employee’s vacation or compensatory leave balance. 

 
C. Holidays that fall on a Saturday will be observed on the preceding Friday, and those which fall on 

a Sunday will be observed on the following Monday. 
 

D. If a holiday falls during a paid absence (such as pre-approved vacation or sick leave), holiday pay 
will be provided instead of the time off benefit that would have otherwise been applied.  
Holidays that fall during the period of an employee’s unpaid Leave of Absence will not be paid.   

 
E. All regular, full-time employees will receive eight (8) hours of leave for each holiday listed above.  

Holiday leave will be accrued as the holiday occurs.  Employees may carry over no more than 72 
hours of holiday leave.  The carry over date will be January 1.  At that time, any leave in excess 
of 72 hours will be lost and will have no monetary value.  Employees who leave the organization, 
regardless of reason, will be paid for their accrued, unused vacation after all city property has 
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been returned.  Individual departments may establish guidelines for scheduling use of holiday 
leave, including prior notification requirements.     
 

700.8 Leave of Absence 
 
The City of Riverside recognizes that employees occasionally need to take time off from work for 
important family, medical, and personal needs.  This policy is designed to meet the needs of those 
employees who are not covered by one of the other types of leaves outlined in this manual.   
 

A. A personal leave of absence may be approved for full-time employees who need to care for 
personal matters. A personal leave of absence may not exceed 60 calendar days.  Leaves of 
absences and duration of leave will only be approved if staffing permits.  An employee who does 
not return from a leave of absence on the date agreed upon will considered to have voluntarily 
resigned. 

 
B. Employee benefits are available to all employees while on personal leave of absence.  Employees 

must make suitable arrangements to pay their portion of the cost of such benefits while on 
leave.  No sick or vacation leave will accrue during a leave of absence that extends through one 
complete pay period.  Employees will not be paid for holidays which occur during a leave of 
absence.  An employee must exhaust all sick, vacation, and compensatory leave prior to going 
on unpaid leave.  

 
700.9 Military Leave 
 
It is the City’s policy to comply with the Uniformed Services Employment and Reemployment Rights Act 
of 1994, as amended, and/or applicable similar state law.  Employees who need military leave should 
contact Human Resources.    
 
700.10 Non-FMLA Maternity Leave 
 

A. A pregnant employee who is not qualified for FMLA leave may request a leave of absence for 
childbirth and/or recovery there from.  The City will provide a leave of absence for a reasonable 
period of time following childbirth.  Approval of a leave request under this policy, and the length 
of any such leave, is within the City’s sole discretion. 

 
B. Any employee who requests and is approved for a leave of absence under this policy may use 

any accrued and unused sick, vacation, and compensatory leave time to cover the leave; if such 
benefits are unavailable, the leave will be unpaid. 

 
C. Following childbirth and within a reasonable time approved for the leave of absence, and upon 

providing the City with reasonable notice of the employee’s intent to return to work, the City 
will reinstate the employee to her original job or to a position of similar pay and status without 
loss of seniority or other benefits.  Employees who cannot, or do not, return to work following 
the reasonable leave of absence allowed by the City are subject to termination of employment. 

 
700.11 Sick Leave 
 

A. The City offers full-time regular employees sick leave.  Sick leave will be used for the following 
purposes: personal illness or injury, or illness or injury of a member of the employee’s 
immediate family; or any leave provided for by the Family Medical Leave Act. 
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B. The accrual of sick leave is as follows: 

 
Regular Full-Time Employees 

Accrual Factor Annual Equivalent Maximum Accrual 
Rollover/Cap 

0.0461 hours x hours paid 96 hours per year 720 hours 
 

Regular Full-Time Shift Fire Department Employees 
Accrual Factor Annual Equivalent Maximum Accrual 

Rollover/Cap 
11 hours per month 132 hours per year 1008 hours 

 
C. To be eligible for sick leave, an employee shall notify their immediate supervisor of the reason 

for their absence and of the time needed as far in advance as possible.  Absent extraordinary 
circumstances, employees must notify their supervisor at least 30 minutes before their 
scheduled shift starts.  Employees who do not notify their supervisor of sick leave within one 
hour after their scheduled shift starts may be considered absent without leave.  An employee is 
required to keep their supervisor informed of their condition each day of their absence, or at 
any longer interval approved by the supervisor. 

 
D. Sick time begins to accrue upon hire.  There is no waiting period to use accrued sick time.  An 

employee may use accrued vacation time or compensatory leave time when sick leave has been 
exhausted or may take leave without pay pursuant to this policy.  Employees are not permitted 
to borrow against sick time that has not yet accrued.   

 
E. Sick leave balances carry over from year to year, not to exceed the maximum accrual cap stated 

above.  Once the accrual cap is reached, accrual will stop until days are used and the leave 
balance falls below the cap. 

 
F. Employees retiring to a City-sponsored pension plan will be compensated for 50% of their 

accrued sick leave.  Employees who leave the organization for any other reason (voluntary or 
involuntary termination) will not be paid for their accrued, unused sick time. 

 
700.12 Vacation Leave 
 

A. Regular, full-time employees are eligible for vacation leave.  The accrual for vacation leave will 
begin immediately upon employment and may be used as accrued.   

B. Planned time off for vacation leave or personal use should be scheduled in advance with and 
approved by the supervisor, consistent with the needs of the department and the City. 

C. Employees may be recalled from vacation leave or may have a scheduled vacation leave 
postponed in the event the Department Head or City Administrator declares that an emergency 
situation exists or if work load necessitates the employee’s presence.  When an employee is 
recalled from vacation leave, it will be rescheduled at the earliest convenient time.   

D. Vacation pay will be at the base rate not including overtime.  Vacation benefits are based on the 
actual accrual rates show below.  The maximum accrual amount that may be carried over is 
defined on the chart below. 
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Regular Full-Time Employees 
Years of 
Eligible 
Service 

Accrual 
Factor 

Annual 
Equivalent* 

Maximum 
Accrual/Rollover 

Cap 
1 – 4 0.0385 hrs x hrs paid 80 hours 120 hours 
5 – 9 0.0577 hrs x hrs paid 120 hours 180 hours 

10 – 14 0.0692 hrs x hrs paid 144 hours 216 hours 
15 – 19 0.0769 hrs x hrs paid 160 hours 240 hours 
20 – 24 0.0884 hrs x hrs paid 184 hours 276 hours 

25 + 0.0961 hrs x hrs paid 200 hours 300 hours 
* Annual Equivalent calculations are based on regular, full-time employee accrual. 

 
Regular Full-Time Shift Fire Department Employees 

Years of 
Eligible 
Service 

Annual 
Equivalent* 

Maximum 
Accrual/Rollover 

Cap 
1 – 4 96 hours 144 hours 
5 – 9 144 hours 216 hours 

10 – 14 192 hours 288 hours 
15 – 19 216 hours 324 hours 
20 – 24 241 hours 361.5 hours 

25 + 258 hours 387 hours 
 

E. Changes in vacation accrual will be effective the first pay period following the individual’s 
employment anniversary date. 

 
F. Employees will be able to carry over a total of one and one half times (1.5) their annual accrual.  

The “carry over” date will be January 1.  At that time, any vacation time in excess of the 
maximum accrual/rollover cap will be lost and will have no monetary value.  Exceptions to this 
rule may be made when the employee’s scheduled vacation becomes incompatible with the 
needs of the City.  The City Administrator may grant an additional ninety (90) days to the 
employee to take vacation prior to losing the amount earned over the accrual limit.  It is the 
employee’s responsibility to monitor their vacation bank and the corresponding accrual limit.  
At the end of the extension period, any accrued vacation leave that is greater than the 
maximum limit will be forfeited. 

 
G. Selling and/or cashing out of vacation is not allowed.  Employees who leave the organization, 

regardless of reason, will be paid for their accrued, unused vacation balance.  Vacation leave will 
not be paid out until all city property is returned. 

 
H. Individual departments may establish guidelines for scheduling vacations, including prior 

notification requirements.   
 

I. Any holiday recognized by the City that occurs during an Employee’s scheduled vacation will not 
be counted as vacation time.  Sick leave may be substituted for scheduled vacation leave if the 
employee is unexpectedly faced with a situation that qualifies for sick leave.  A written 
substantiation of the situation may be required upon the employee’s return to work.    
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800 Employee Benefits 
 
800.1 Privacy of Employee Private Health Information 
 

A. All employee health records and related employment documentation are the property of the 
City.  The City of Riverside is responsible for the security, maintenance and retention of all 
private health information (PHI) collected or received, directly or indirectly, consistent will all 
applicable state and federal laws and regulations.  As the party responsible for this information, 
the City also assumes the liability for safeguarding employees’ privacy rights with this 
information, and ensuring such information is maintained in a secure and confidential manner.   

 
B. The availability of PHI is limited to those with a business need-to-know, including the employee, 

the covered entity (group health plan), Human Resources staff, representatives of the City’s 
legal advisors, and select vendors, consultants and brokers.  All PHI information is to be filed 
and maintained separately from all other personnel files.  Any employee can review their PHI 
records, with reasonable notice given to Human Resources, at any time.  The City is responsible 
for ensuring that a Business Services Agreement exists with all vendors, contractors, consultants 
and brokers who have access to PHI.   

 
800.2 Eligibility for Employee Benefits 
 

A. Regular full-time employees become eligible for benefits the first of the month after their date of 
hire.  Employees who begin with part-time or temporary/seasonal status and then become a 
regular, full-time employee will become eligible for benefits the first of the month after their 
status change. 

 
B. Employees can make changes to their employer-sponsored medical, dental and vision carriers 

and/or add eligible dependents during the annual open enrollment period.  If an employee fails to 
make changes within this time period, the next opportunity to do so will be during the next 
open enrollment period the following year.     

 
800.3 Benefits Upon Resignation/Termination 
 
The effective date of termination for benefits will be the employee’s last working day.  The employee 
will receive benefit continuation information in accordance with COBRA guidelines.  This information 
will be mailed to the employee’s home address.   
 
800.4 College Incentive and Tuition Reimbursement Program 
 
In recognition of the value a college education provides to an individual, the organization, and the 
community, the City of Riverside provides tuition reimbursement and an incentive for completed 
degrees.  All full-time employees are eligible to participate in this program.  These programs apply only 
to credit hours or degrees earned at an accredited college or university.  Participation in either program 
is based on the availability of funds, as determined by the Board of Aldermen for each budget year. 
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A. College Incentive Program 
 
1. The College Incentive Program provides additional pay per month based on the following 

scale: 
• Associates Degree or 60 credit hours   $25 per month 
• Bachelor’s Degree     $50 per month 
• Master’s Degree or above    $ 75 per month 

 
2. To participate in the program, the employee will submit a certified copy of the transcript 

from an accredited college or university showing the hours or degree awarded to Human 
Resources. 
 

3. Human Resources will provide notification to the Finance Department of the appropriate 
incentive and file the original documentation in the employee’s Personnel file. 

 
B. Tuition Reimbursement Program 

 
1. The Tuition Reimbursement Program will reimburse up to 75% of the tuition cost and $200 

per calendar year for books for all credit hours where a grade of ‘C’ or above is earned. 
 

2. Employees who participate in this program shall agree to reimburse the City of Riverside if 
the employee separates from service, for any reason, within the below schedule: 
 
• Less than one year after reimbursement – 100% repayment 
• More than one year but less than two years after reimbursement – 75% repayment 
• More than two years but less than three years after reimbursement – 50% repayment 
 

3. Upon separation, any amount still owed to the City will be deduced from the employee’s 
final paycheck, except such deductions will not reduce the wage rate below the applicable 
federal minimum wage rate.  Any additional balance owed by the employee will be paid in six 
equal monthly payments commencing on the 15th month following the month in which the 
employee’s employment with the City terminates. 
 

4. Within 15 calendar days of the completion of the course, the employee will submit the 
Tuition Reimbursement Request Form to Human Resources with the following information 
attached: 

 
• Receipt and proof of payment in the employee’s name for textbooks 
• Receipt and proof of payment in the employee’s name for the total cost of tuition 
• A grade transcript in the employee’s name showing a grade of ‘C’ or better 
 

5. Human Resources will process the Tuition Reimbursement Request Form, provide it to the 
Finance Department to issue a reimbursement check, and file the original documentation in 
the employee’s Personnel file. 
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800.5 Healthy Employees Initiative  
 

A. All full-time employees are eligible to participate in the Healthy Employees Initiative Program, 
provided at no fee.  Part-time employees and spouses can join the program for a fee. 

 
B. Eligible employees can sign up to participate in the program during the annual enrollment period 

each summer.   
 

C. Eligible employees who elect to participate in the Healthy Employees Initiative will have the 
opportunity to earn prizes by completing health and wellness-related tasks and meeting health 
goals.  Prizes will be awarded at the end of the program year based on points total and other 
measures established during the enrollment period. 

 
D. Eligible employees who elect to participate in the Healthy Employees Initiative will also be 

eligible to receive a reimbursement for an individual or family membership at a fitness facility.  
The reimbursement will be 75% of the membership costs up to a maximum amount equivalent 
to the City’s portion of the YMCA membership fees for that year.  Reimbursements will be 
given for no more than one year of membership at a time. 

 
E. Full-time employees who are hired after the annual enrollment period will be eligible to receive 

the fitness facility reimbursement at the time of their employment.  To continue this benefit, the 
employee must enroll in the Healthy Employees Initiative during the next annual enrollment 
period.  

 
F. The Healthy Employees Initiative is based on the availability of funds, as determined by the 

Board of Aldermen for each budget year. 
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900 Personal Conduct 
 
900.1 Code of Ethics 
 

A. Conflict of Interest Relationship: An employee may be deemed to have an “interest” which 
prohibits them from handling, facilitating, or participating in a transaction if, for example, the 
employee is dealing with a relative or business with whom the employee has a current contract 
or with whom their spouse is employed. 
 

B. Interest in a Transaction: In addition to conflicts of interest which arise because of a certain 
relationship, an employee shall not handle, facilitate, or participate in a transaction with a person 
or business which has offered or promised the employee a job, gift, or business investment.  
Whenever a possible conflict of interest exists, the employee should refrain from dealing with 
the person, business, or issue and request that their supervisor designate another employee to 
handle the matter.  If an employee is uncertain whether a conflict exists, of if a reasonable 
person might believe a conflict exists, the employee should consult with their supervisor. 
 

C. Disclosure of Information: No City employee may disclose or reveal any information in 
violation of the provisions of the Missouri Open Meetings Act, the Missouri Open Records Act, 
or any policy or law in the City. 
 

D. Incompatible Service: No City employee may accept employment elsewhere when the 
employment interferes with the proper discharge of their official duties or interferes with 
independent judgment or the best interests of the City.  If outside employment adversely affects 
performance of the employee’s City job, Human Resources may require the employee take 
whatever action is deemed necessary to eliminate further interference.  See 400.2 Outside 
Employment Policy. 
 

E. Personal Appearances: No City employee may appear on behalf of any person, entity or 
business (except on behalf of their self, their spouse, or their minor child) on a personal matter 
before any City agency, board, commission, council, or Riverside Municipal Court. 
 

F. Public Property: Except as authorized by these Personnel Policies and Procedures, no City 
employee may use, request or allow unauthorized and/or personal use of City-owned vehicles, 
equipment, materials, or property for personal convenience or profit. 
 

G. Special Treatment: No City employee may grant any consideration, treatment, or advantage 
to any citizen beyond which is available to every other citizen. 
 

H. Appearance of Impropriety: Every City employee shall abstain from conduct or situation 
which creates even the appearance of impropriety. 
 

900.2 Political Activity 
 

A. City employees are encouraged to exercise their right to vote in all elections.  City employees 
are prohibited from running as a candidate for any elected or appointed City of Riverside 
position while an employee of the City of Riverside.  In addition, if an employee is elected to any 
other position, a conflict of interest could arise, which may necessitate the employee to end his 
employment with the City. 
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B. City employees are prohibited from soliciting, selling, or handling any political contributions, or 
from displaying political badges, buttons, or signs related to any political election or issue on 
their persons while on City business or property. 

 
900.3 Customer Service 
 
Employees should always make every customer contact (whether internal or external to the 
organization) as positive as it can be.  An employee shall make every effort to ensure that a customer 
obtains any information requested with a minimum of hassles, phone transfers, and delays.  An employee 
should follow up with a fellow employee or with the customer to ensure that the information requested 
was, in fact, received. 
 
900.4 Personal Appearance of Employees 
 
Employees of the City of Riverside are required to present a neat and professional appearance.  This 
applies, in general, not only to business activity, but also to contacts with others outside the workplace 
at other times in business contexts.  The City expects employees to have sufficient pride in their work 
and their association with the City to exercise mature discretion in appearance, dress, and demeanor.  
Appropriate attire depends on the nature of the individual’s job and job duties.  It is not possible to list 
every article of clothing that is either appropriate or inappropriate, but the following general appearance 
guidelines apply: 
 

• Other than pierced ears, jewelry worn in pierced body parts (e.g., tongue, nose, gauged ears, 
lips, eyebrows, etc.,) may not be visible or detectable. 

• Any visible tattoo/body markings that are deemed offensive, profane, unprofessional, 
inappropriate or objectionable must be covered while working. 

• Hair style and color must be consistent with professional business standards. 
• Scented products must be used conservatively, as not to offend others. 
• Body odor should be eliminated through proper hygiene. 
• Office personnel should be properly attired for the office environment.  Casual attire, such as 

shorts, is unacceptable and not permitted unless allowed specifically by the manager. 
• Employees receiving uniforms provided by the City are required to wear such uniforms and to 

report to work in a clean and neat condition.  Deviations on the wearing of the uniform must 
have supervisor approval. 

• Unless otherwise authorized, employees may not wear attire, including ball hats, with slogans, 
symbols, etc. that may (i) would demonstrate a City preference for a particular vendor or 
product, (ii) may be considered offensive to the public, or (iii) support a political candidate or 
philosophy.   

• All work attire should be in a neat and clean condition. 
 
Questions about the appropriateness of apparel or appearance should be directed to the employee’s 
supervisor and/or Department Head.  The City reserves the right to determine if an employee’s 
appearance is not in keeping with this policy, and if so, the employee may be asked to return home to 
change to proper attire.  For non-exempt employees, this time may be charged to vacation leave, or if 
the employee has none, leave without pay.  Departments may enact more restrictive personal 
appearance policies. 
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900.5 Use of City Equipment 
 
Employees are expected to use City equipment in a safe and responsible manner at all times.  If any 
employee intentionally or through gross negligence causes damage to City equipment, the employee will 
be required to reimburse the City for the cost of repairing or replacing the equipment.  In such instance, 
the employee may also be subject to disciplinary action.  Employees are expected to maintain their work 
areas and equipment in a neat and professional manner. 
 
900.6 Use of Computer Equipment and Software 

 
All hardware and software tools and technology used and available to all employees is for the express 
purpose and use of City business.  No employee has the right to remove any computer hardware or 
software belonging to the City.  All electronic and telephonic communication systems (including e-mail, 
voicemail, fax, etc.) and all communication and information transmitted by, received from, or stored in 
City systems are property of the City.  Although personal use of computers, fax, voicemail, cell phones, 
etc, is not absolutely prohibited, employees are to use good judgment in the personal use of such 
systems both as to access and time.  Any use, even if personal, that is inappropriate, unlawful, or 
offensive is prohibited. 
 
900.7 Use of the Internet and Email 
 

A. At all times when an employee is using the City’s Internet connection, they are representing the 
City of Riverside. City employees have the responsibility to use City resources for business 
purposes and in a professional, ethical, and lawful manner. City employees must exercise good 
judgment in all Internet transmissions.     

 
B. City employees have no expectation of privacy when using the City’s Internet connection for 

City email or access to the Internet.  Employees are hereby notified that City e-mail is never 
private, is subject to the Missouri Sunshine Law, and is subject to disclosure in litigation. It is also 
possible to recover “deleted” City email. City email and the Internet are the City’s property and 
the City reserves the right to monitor City email, Internet, and computer system without 
notice. The City specifically reserves the right, but not the duty, to access, examine, disclose and 
monitor all aspects of the City’s Internet communications system.   

 
C. Prohibited Activities Involving the City’s Internet Communications System 

 
1. The City prohibits the use or display of inappropriate language and inappropriate, offensive, 

or harassing material.  All City employees are specifically prohibited from sending or posting 
messages that may contain inappropriate language or may be considered inappropriate 
material, including, but not limited to, abusive or objectionable language or material, 
language or material that could defame or libel others, or language or material that could 
infringe the rights of others.  Further, when inappropriate, offensive, or harassing material is 
received from others inside the City or from outside the City, City employees receiving 
such material must take steps to delete the material and insure that the receipt of such 
inappropriate, offensive, or harassing material ceases.   
 

2. Restrictions against inappropriate language and inappropriate, offensive, or harassing 
material apply to all public messages, private messages, (whether sent or received), and 
material posted on Web pages. City employees must not use, view, download, copy, 
transmit, display, print, send, search for, post, access, or otherwise disseminate material that 
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is or could be considered obscene, profane, lewd, vulgar, fraudulent, harassing, 
embarrassing, sexually explicit, intimidating, defamatory, false, discriminatory, violent, 
pornographic, inflammatory, threatening, illegal, or disrespectful. City employees also will 
not engage in personal attacks, prejudicial or discriminatory attacks, or harassment of any 
other person by use of City systems. City systems may not be used for any illegal purpose 
or be used to intentionally spread computer viruses. 

 
D. Prohibited Interference with Work: As with personal telephone calls, employees must use good 

judgment when using the Internet and personal e-mail, so as to not interfere with their own 
performance of their job duties or other employee’s job duties.   This includes using good 
judgment both as to the content and amount of time used on City systems. 

 
E. Personal Use: Occasionally, City e-mail will be used for quasi-business announcements or 

personal messages.  Employees need to be aware that it is not a private messaging service.  City 
e-mail and internet messages and sites must be able to withstand public scrutiny without causing 
harm to or otherwise affecting negatively the City, its officials, its constituents, or its employees 
if messages are forwarded beyond the recipients. Minor and incidental personal use of these 
resources is permitted, but employees who use City e-mail or the Internet shall exercise good 
judgment both as to content and amount of time used on the systems.   

 
900.8 Use of Social Media 

The City of Riverside understands that social media can be a fun and rewarding way to share your life 
and opinions with family, friends and co-workers around the world. However, use of social media also 
presents certain risks and carries with it certain responsibilities. To assist the employee in making 
responsible decisions about their use of social media, the City of Riverside has established these 
guidelines for appropriate use of social media. 

A. “Social Media” refers to all means of communicating or posting information or content of any 
sort on the Internet, including to the employee’s own or someone else’s web log or blog, 
journal or diary, personal web site, social networking or affinity web site, web bulletin board or 
a chat room, whether or not associated or affiliated with the City of Riverside, as well as any 
other form of electronic communication.   

B. The employee is solely responsible for what they post online.  Any conduct that adversely 
affects the employee’s job performance, the performance of fellow employees, or otherwise 
adversely affects the City of Riverside’s  legitimate business interests or the legitimate business 
interests of those who work on behalf of the City of Riverside is not allowed. 

C. Employees should ensure that their postings are consistent with the City of Riverside’s policies 
on personal conduct, discrimination, and harassment.  Inappropriate postings that include 
discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful 
conduct will not be tolerated. 

D. Employees should not post confidential information. 

E. Employees should not represent themselves as a spokesperson for the City of Riverside.  If the 
employee does publish online content related to their work with the City of Riverside, the 
employee should make it clear that they are not speaking on behalf of the City of Riverside. 
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F. Employees should refrain from using social media while on work time or on equipment provided 
by the City, unless it is work-related as authorized by their supervisor.  Do not use City of 
Riverside email addresses to register on social networks, blogs, or other online tools utilized for 
personal use. 

 
900.9 Use of Electronic Communications Devices by Non-Exempt Employees 
 
Non-exempt employees may be asked to perform job duties using a variety of electronic 
communications depending upon the nature of the work and responsibilities involved. Some of the 
communication media may include cellular/mobile telephones, text messaging devices, computers, and 
handheld computers such as Personal Digital Assistants or Smart Phones such as iPhones, iPads or 
Blackberries.  It is the employee’s responsibility to track time worked utilizing electronic communication 
devices outside of normal working hours, and to report such time as time worked. Non-exempt 
employees should not utilize electronic communication devices outside of the normal work schedule 
without prior approval from their supervisor to do so. At no time should supervisors encourage, allow, 
or persuade employees to work “off the clock,” or should it be assumed that casual use of the devices 
noted above is an expectation of the supervisor.   
 
900.10 Use of Vehicles on City Business 
 
The following regulations must be followed by all employees who operate vehicles (personal or City) on 
City business: 
 

A. All employees who operate vehicles on City business must have a valid driver’s license that 
entitles them to drive the class of vehicle they are assigned to operate.  Employees are 
responsible for knowing and abiding by all state and local motor vehicle laws, including the latest 
amendments.  This including having a valid driver’s license in the employee’s possession and 
wearing a seat belt at all times. 
 

B. Employees are responsible for paying fines for traffic violations, whether such fines arise from 
the operation of a vehicle on City business or otherwise.  The City will not reimburse 
employees for such fines.  Employees are also responsible for any damage to their personal 
vehicle even if that damage occurs while operating the vehicle on City business. 
 

C. Employees who drive vehicles on City business must immediately report to their supervisor any 
on-duty motor vehicle accident or any on- or off-duty driving under the influence charge or 
driver’s license suspension by the next regular work day of when such charge, suspension, or 
violation occurred.  Employees who drive as an essential function of their position may be 
subject to discipline, up to an including termination if the occurrence of any driving event 
adversely affects the ability of the employee to perform the duties of their position. 

 
D. Random checks of Motor Vehicle records may be performed for all current employees who 

operate personal or City vehicles on City business.  Any violations that were not reported by 
the employee as required by this policy will be evaluated as it relates to the essential functions 
of the employee’s position and may result in discipline up to and including termination. 
 

E. Employees may be assigned a City vehicle with a “take home” status if their position is deemed 
by the Board of Aldermen to fall into one of the following categories: 
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1. Standby Responsibilities: A position is responsible for being on-call at all times to respond 
directly to the immediate area of an event or to a scene without delay.  Vehicles in this 
category may be used for both work-related and personal reasons to comply with being 
immediately available at all times.  Personal use is limited to within 50 miles of the City of 
Riverside.      
 

2. Call Back Responsibilities: An assignment/position subject to shared 24-hour on-call 
responsibility.  These positions are assigned take-home vehicles for the purpose of being 
capable of responding directly to the immediate area of an event or to a scene without 
delay.  Vehicles in this category may only be used for travel to and from work or in direct 
conjunction with a work-related assignment. The vehicle may only be used for personal 
reasons during the actual on-call status period.  Personal use is limited to within 50 miles of 
the City of Riverside.      
 

3. Specialty Vehicles: The position is assigned a marked vehicle which is generally not available 
for other assignments.  Specialty vehicles will be used only for travel to and from work or in 
direct conjunction with a work-related assignment.  Personal use is prohibited.  

 
F. No employee shall use a City-owned vehicle for personal use, except for those vehicles 

specifically authorized in 900.7(E). 
 

G. Employees shall wear seatbelts at all times when driving or riding in a City vehicle. 
 
900.11 Utilizing Cell Phones While Driving 
 
Safe driving is a priority of the City.  Any cellular phone use while driving City vehicles should be used to 
report an accident, car trouble, or if there is imminent Public Safety necessity.  If a cellular call is 
received while driving, 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 call.  If acceptance of a cellular call is 
unavoidable and pulling over is not a safe option: use the voice-activated or speed-dial features; keep the 
call short; and keep eyes and attention on the road.   
 
Employees should not use cellular devices to read or respond to email and/or text messages while 
driving City vehicles. 
 
Under no circumstances are employees allowed to place themselves or others at risk to fulfill business 
needs.  Employees who are charged with traffic violations resulting from the use of cellular devices while 
driving a City vehicle will be solely responsible for all liabilities that result from such actions.   
 
Nothing contained herein shall be a restriction or prohibition in any way upon the use of mobile data 
terminals (i.e. any portable computer located within a vehicle) by the Department of Public Safety. 
 
900.12 Drug and Alcohol Free Workplace 
 
The City of Riverside is seriously concerned about the adverse effects of alcohol and drug abuse on the 
health and safety of our employees and our community, and about maintaining standards of high 
performance in our City.  Dependence on alcohol and/or drugs can interfere with an employee’s health 
and job performance and may pose serious safety, health or security risks not only to the user but also 
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to those who work with the user.  The possession, use, sale, or presence of an illegal drug or alcohol in 
the work place poses unacceptable risks for safe, healthful and efficient operations. 
 
In order to maintain a safe work environment, it is the City’s policy that unlawful use, manufacture, 
distribution or possession of drugs or alcohol on the job is strictly prohibited.  Further, coming to work 
under the influence of drugs and alcohol is prohibited.  All employees and other persons covered by this 
policy must comply with this policy’s provisions. 
 

A. Definitions: 
 

1. Alcohol or alcoholic beverages mean any beverage that has an alcoholic content. 
 

2. Legal drugs means prescribed drugs and over-the-counter drugs that have been legally 
obtained and are being used for the purpose for which they were prescribed or 
manufactured and pursuant to and in accordance with a valid prescription or according 
to manufacturer’s instructions. 
 

3. Illegal drugs mean any drug that is (a) not legally obtainable, or (b) not legally obtained 
by the user or (c) an otherwise legal drug or other substance that is used 
inappropriately.  This term includes prescribed drugs not being used for prescribed 
purposes, or not being used as prescribed dosages, or not being used by the person to 
whom the drugs were prescribed.  It also includes, but is not limited to, controlled 
substances as defined below. 
 

4. Controlled substance as used in this policy means any narcotic drug, hallucinogenic 
drug, amphetamine, marijuana or any other controlled substance.  The term does not 
include the use of a controlled substance pursuant to a valid prescription or other use 
authorized by law. 
 

5. Prescription Drugs as used in this policy means controlled and non-controlled 
substances for which possession and use are legal when prescribed by licensed medical 
personnel. 
 

6. City property as used in this policy means all property owned or maintained by the 
City of Riverside including all facilities  in which city employees perform business on 
behalf of the City, and all vehicles or other motorized  equipment owned or maintained  
by the City of Riverside. 
 

7. Under the Influence as used in this policy is defined as observable behavior which 
indicates the employee is affected by a drug or alcohol or combination of a drug and 
alcohol and/or having a breath alcohol level or drugs in the body at any unsatisfactory 
test level as determined by the City of Riverside. Employees will be deemed to under 
the influence of alcohol where the alcohol level is at or above .02 percent.  
 

8. Reasonable suspicion as used in this policy is defined as an inference, based upon 
specific, contemporaneous, articulable observations that an employee’s physical or 
mental condition could be affected by alcohol or drug use. 
 

9. Safety-sensitive position means a position that, if an employee is impaired, poses an 
immediate safety threat to the public or other employees, such that the employee, or 
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another employee, will be unable to intervene and/or rectify the threat or mistake 
resulting from impairment. Employees in the following job positions are hereby 
determined to be in safety sensitive positions: police officers (of any rank); public works 
maintenance workers; Public Works Director and Assistant Director; fire fighters of any 
rank; and dispatchers. 
 

10. Positive drug test means that a confirmation drug test shows positive evidence of the 
presence of a drug tested for under this policy. For alcohol, a positive drug test is a 
breathalyzer or blood analysis which shows a blood alcohol content of .02 percent or 
greater. 

 
B. Prescription Drugs 

 
1. Use of prescription or legally obtained drugs, including over-the-counter drugs, by an 

employee while performing City of Riverside business or while in a City facility is 
permitted when used in accordance with directions or prescription and when it does 
not pose a safety threat to the employee or others. Employees who must use a 
prescription drug that causes adverse side effects, such as drowsiness or impaired 
motor skills, must inform their supervisor that they are taking such medication on the 
advice of a physician. The supervisor may place the employee on sick leave or 
temporarily assign the worker to different duties, as the best interest of the service may 
dictate. 

 
2. No prescription drugs may be brought onto City premises by any person other than the 

person for whom the drug has been prescribed by a licensed medical practitioner, and 
will be used only in the manner, combination and quantity prescribed. 

 
C. Illegal Drugs 

 
The use, possession, manufacture, distribution or sale of illegal drugs on City property or on 
City business, as well as the presence of an illegal drug in an employee in any detectable amount 
while on City premises or on City business is strictly prohibited.  An employee need not be 
affected by usage or “under the influence” of an illegal drug to be subject to discipline under this 
policy.  

 
D. Alcoholic Beverages 

 
1. No alcoholic beverages may be brought on to or consumed on City premises or 

adjacent parking areas except for special functions as approved by the Board of 
Aldermen. 
 

2. Being “under the influence” of alcohol while on duty is prohibited.   
 

E. Disciplinary Action 
 

Violation of any portion of this policy can result in disciplinary action, up to and including 
termination, even for the first offense.  An employee’s consent to submit to drug and/or alcohol 
tests as described below is required as a condition of employment or continued employment, 
and an employee’s refusal to consent to such testing may result in disciplinary action up to and 
including termination for a first refusal or any subsequent refusal.  
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F. Drug and Alcohol Testing 
 

1. Pre-employment Testing: In order to ensure the safety of City of Riverside 
personnel, every new applicant for a position with the City will be required to submit to 
a drug test prior to employment with the City.  Applicants will be excluded from 
employment consideration if the applicant: (i) refuses to consent to such testing, (ii) 
refuses to permit the release of such test results to the City, or (iii) tests positive for 
the presence of drugs. 
 

2. Current Employee Testing: The City may require a current employee to undergo 
drug or alcohol testing if there is “reasonable suspicion” that the employee is under the 
influence of drugs or alcohol while on City property, while performing City business or 
during working hours.  Circumstances which constitute a basis for determining 
“reasonable suspicion” may include, but are not limited to the following: 
 

a. direct observation of drug or alcohol use; 

b. possession of drugs or drug paraphernalia 

c. presence of the physical symptoms of drug or alcohol use (e.g., glassy or 
bloodshot eyes, alcohol odor on breath, slurred speech, poor condition and/or 
reflexes, needle marks/scar tracks on arms or other visible parts of the body, 
onset of unusual perspiration or shakes, unusual drowsiness or sluggishness); 

d. exhibition of abnormal or erratic behavior or appearance; or, 

e. on-the-job accident or serious incident where the cause is unknown and the 
supervisor has reason to question the physical and emotional condition of the 
involved employee(s). 

3. Required Testing After an Accident: All City employees will be tested for the 
presence of drugs or alcohol as soon as possible and practicable following an accident 
that involves property damage or bodily injury. 
 

4. Unscheduled (Random) Testing: Employees in safety sensitive positions will be 
subject to unscheduled (random) testing which is unannounced and conducted with 
unpredictable frequency throughout the year using an established scientifically based 
selection method. An example of an acceptable scientifically based selection method is a 
computer-based random number generator that’s traceable to a specific employee. An 
example of unacceptable based selection method is selecting numbers from a hat. 

 
G. Confidentiality 

 
All information regarding the testing of applicants and employees shall be a closed record. 
Laboratory and test results shall not be placed in an employee's general personnel file, but shall 
be kept in separate folders that will be kept under lock and key. Test results will be released to 
the tested employee, upon the employee's request. Test results may be released to the 
following persons to the extent necessary for them to carry out their duties with the City: The 
employee's department director, City Administrator, Director of Administration, Mayor, City 
Attorney, and the Board of Aldermen. Disclosure without employee consent is also authorized 
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if: (a) Production of the information is compelled by law, or by judicial or administrative process; 
(b) the information has been placed at issue in a formal dispute between the City and the 
employee; (c) the information is to be used in administering an employee benefit plan; or (d) the 
information is needed by medical personnel for the diagnosis or treatment of the employee, and 
she or he is unable to authorize disclosure.  

 
H. Testing Procedure 

 
a. The Director of Administration shall be responsible for implementation and 

administration of this policy, and who shall serve as the Designated Employer 
Representative with testing company. The City shall contract with an appropriately 
certified testing/collection laboratory to conduct the controlled substance testing 
analysis and reporting required under this policy. The City may contract for the 
required alcohol testing or may perform the testing using qualified City personnel who 
utilize appropriate testing equipment. The City shall provide transportation for the 
employee to and from the testing site as it deems necessary. 

 
b. If the City determines that an employee shall be tested, the employee shall be informed 

of the reason for the test; that the submission to the test is a condition of continued 
employment; and that refusal to cooperate fully with the administration of the test will 
result termination of employment.   

 
c. When any employee or applicant is required to be tested under the provisions of this 

policy, the test may include screening for any one or more of the following drug groups: 
Alcohol; Amphetamines/Methamphetamines; Barbiturates; Cocaine; Opiates; 
Phencyclidine; and Cannabinoids.  

 
d. Alcohol testing may be conducted by a breath alcohol technician who is proficient in the 

operation of the operation of the breath testing device.  Law enforcement officers who 
have been certified by the State or the City to conduct breath alcohol testing are 
deemed qualified as breath alcohol technicians.   

 
e. Any applicant or employee who refuses to consent to a drug and/or alcohol test, when 

requested, will be denied or terminated from employment with the City.  Any refusal or 
failure to cooperate fully with the administration of a test, any behavior which makes 
testing more difficult, or prevents the administration or completion of the test, or in any 
manner alters or attempts to alter the test results (including adulteration or 
substitution), will be treated as a refusal to consent.    

 
f. Additionally, any employee who fails to immediately report to the testing site when 

directed by a supervisor will be considered to be in violation of this policy and the delay 
in reporting for testing will be treated as a failure to cooperate.   

 
g. An applicant whose drug screen yields a positive result will not be hired.  An employee 

whose drug or alcohol screen yields a positive result shall be suspended from 
employment pending a request for a second test, otherwise the employee may be 
terminated.  The employee or applicant may request a second drug test of the initial 
sample, at the employee or applicant’s expense, which shall be performed within 
twenty-four (24) hours.  If the second test results in a negative drug screen, the City will 
reimburse the employee or applicant for the expense of the second test.  If the second 
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test results in a positive drug screen, the employee will be terminated or the applicant 
will be excluded from further consideration as a City employee.  Additionally, the City 
of Riverside will not reimburse the employee or applicant for the expense of the second 
test.   
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1000 City Premises 
 
1000.1 Smoking and Tobacco Free Workplace 
 
Smoking and the use of all tobacco products is prohibited in all City buildings and facilities without 
exception, including garage-like structures, while in City vehicles or equipment, or while on duty in view 
of the public.  In addition, smoking is prohibited within 10 feet of any entrance to a City building or 
facility.    
 
This policy includes all use of tobacco products, including smokeless tobacco, pipes, cigars, and 
cigarettes.   
 
1000.2 Solicitation 
 
No employee may solicit for any purpose during working time.  Employees, exercising reasonable tact 
and discretion, may solicit during non-work time in non-work areas.  Working time does not including 
meal periods or break periods.  No employee may distribute literature during working time, or at any 
time in working areas.   
 
Activities sponsored by the City or conducted in connection with City business are not subject to this 
prohibition. Employees are prohibited from posting any materials on City property except those 
materials approved and dated in advance by a Department Head.  Generally, posting and notices should 
be City-related. 
 
1000.3 Workplace Searches 
 

A. To ensure the safety of City employees, safeguard the property of the City and its employees, 
and to help prevent illegal activity on City premises, the City reserves the right to inspect any 
packages, parcels, purses, handbags, briefcases, lunchboxes, or any other possessions or articles 
carried to and from City property at any time, for any reason, with or without cause, to the 
extent permitted by law. 
 

B. In addition, the City reserves the right to search any employee’s office, desk, computer, files, 
locker or any other area or property on City premises at any time, for any reason, with or 
without cause.  All offices, desks, files, lockers, equipment, and so forth, are the property of the 
City and are issued for the use of employees during and for their employment with the City.  
Inspections may be conducted at any time at the discretion of a Department Head.  Employees 
do not have an expectation of privacy in the possession or use of such property. 

 
1000.4 Children at Work 
 

A. Employees are welcome to bring their children to visit their worksite, provided that the visits 
are infrequent, brief and planned in a fashion that limits disruption to the workplace. While 
children are in the workplace, they must be directly supervised by the host/parent at all times.  If 
the frequency, length or nature of visits becomes problematic, the employee will be advised of 
the situation and will be expected to take corrective action. 
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B. Employees are not permitted to bring ill children to work.  This policy is not to be utilized as a 
backup childcare arrangement.  Employees are provided paid time off benefits which should be 
used for personal reasons or to care for an ill child.  Employees may consult the EAP to find an 
emergency care provider to care for sick children.  
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1100 Employee Health and Safety 
 
1100.1 Reporting On the Job Injury or Illness 
 
It is the responsibility of the employee to immediately report any on-the-job injury or illness to their 
supervisor.  State Workers’ Compensation statutes and regulations will be used as a basis for 
determining a work-related injury or illness. 
 
Employees and supervisors shall use the following procedures for reporting an on-the-job illness or 
injury: 
 

A. Emergency 
 
1. The employee or a supervisor or co-worker (if the employee is incapacitated) should call 9-

1-1 immediately. 
 
2. The supervisor will call “First Nurse” and report the employee’s on-the-job injury as soon 

as possible, but no later than the end of the shift or within 24 hours. 
 
3. After the employee is stabilized, the employee should call “First Nurse” to provide a 

statement of the incident. 
 

B. Non-Emergency 
 
1. For all non-emergency on-the-job injuries (regardless of how minor the injury), the 

employee shall call “First Nurse” and report the injury as soon as possible. 
 

2. “First Nurse” will determine the extent of the employee’s injury and if first aid or medical 
attention is required.  

 
a. First aid only – the nurse will instruct the employee on how to treat the injury and 

provide information on how to contact “First Nurse” if the injury worsens. 
 

b. Medical attention is required – the Employee will be referred to the nearest workers’ 
compensation facility.  The employee should evaluate their condition and ability to go to 
the medical facility without assistance and request assistance if necessary.  

 
1100.2 Workers’ Compensation Procedures 
 

A. Compensation: When a full-time employee must miss work due to an on-the-job injury or 
illness, they will receive one hundred percent (100%) of their salary until the employee is 
released to return to their regular job.  When a part-time employee or seasonal employee must 
miss work due to an on-the-job injury or illness, they will not receive any compensation in 
addition to Workers’ Compensation benefits.  All full-time employees must turn in any Workers 
Compensation benefit received to the City Finance office. 
 

B. Benefits: All benefits normally available to the employee will continue for as long as the 
employee is employed by the City. 
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C. Other Provisions: Employees must cooperate and comply with the health care providers and 
treatment plan, and must provide related documentation to Human Resources.  During the 
period of time that an employee is absent from work due to an on-the-job injury or illness, the 
employee shall contact their supervisor and Human Resources as agreed upon and always after 
each appointment with the treating health care provider to update the City on the status on 
their condition and the projected return to work date.   

 
1100.3 Temporary Light Duty Assignments 
 

A. Temporary light duty assignments, when available, are for City employees who, because of 
injury, illness or disability (whether work related or non-work related), are temporarily unable 
to perform their regular assignments but who are capable of performing alternative duty 
assignments.  Use of temporary light-duty can provide employees with an opportunity to remain 
productive while convalescing as well as provide a work option for employees who may 
otherwise risk their health and safety or the safety of others by remaining on duty when 
physically or mentally unfit for their regular assignment. Therefore, it is the City’s policy that 
employees be given a reasonable opportunity to work in temporary light duty assignments in 
accordance with this policy where such assignments are available.  
 

B. Temporary light duty assignments are limited in number and variety, and the availability of such 
assignments is not guaranteed. Assignments may be changed at any time, with input of the 
treating health-care provider. Employees who have a designated workers compensation injury 
or illness are required to accept a temporary light duty position if one is available.  If a 
temporary light duty assignment is available and the employee chooses to not return to work, 
they will not be eligible for any Workers’ Compensation Benefits. Employees who have an off-
duty illness or injury are not required to accept a temporary light duty assignment. 
  

C. Assignment to temporary light duty shall not affect an employee's pay classification, pay 
increases, promotions, retirement benefits or other employee benefits. No specific position shall 
be established for use as a temporary light duty assignment, nor shall any existing position be 
designated or utilized exclusively for personnel on temporary light duty. 
 

D. Light duty assignments are temporary and normally should not exceed six months in duration, 
notwithstanding pregnancy situations. After six months, personnel on temporary light duty who 
are not capable of returning to their original duty assignment may present a request for 
extension of temporary light duty, with supporting documentation, to Human Resources for a 
decision by the City Administrator; or pursue other options as provided by the City’s policies 
or applicable law.  
 

E. Employees on temporary light duty are prohibited from engaging in outside employment in 
which they may reasonably be expected to perform functions for which they have been 
determined physically or mentally unable to perform on behalf of the City and that form the 
basis for their temporary light duty assignment. 
 

F. Temporary light duty assignments may be drawn from a range of technical and administrative 
areas. Decisions on temporary light duty assignments shall be made based upon the availability of 
an appropriate assignment given the applicant's knowledge, skills and abilities; availability of light 
duty assignments; and the employee’s physical limitations. 
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G. Requests for temporary light duty assignments shall be submitted to Human Resources. 
Requests must be accompanied by a statement of medical certification to support a requested 
reassignment, which must be signed either by the treating physician or other licensed healthcare 
provider. The certificate must include an assessment of the nature and probable duration of the 
condition, prognosis for recovery, and the nature of work restrictions.  Once the request has 
been received, Human Resources will make a recommendation to the City Administrator, in 
coordination with the Department Head.  The City may require the employee to submit to an 
independent medical examination by a health provider of the City's choosing.   
 

H. If an employee becomes pregnant and is not able to perform the job duties associated with her 
position due to pregnancy-related medical restrictions, the employee may request a temporary 
light duty assignment.   Any such assignment will be made with input of the health care provider, 
Human Resources, and the Department Head.  The employee can remain in a light duty position 
until she is physically unable to perform their light duty assignment as certified by her physician. 
At that time, the employee may utilize any applicable leave.  

 
1100.4 Return to Work 

 
A. An employee can return to work at their regular position with no restrictions after the 

treating health care provider gives their written approval based on the employee’s job 
functions.  Employees who are out on a designated workers’ compensation illness or injury 
will not be eligible for any Workers’ Compensation benefits if they choose to not return to 
work at their regular position after receiving written approval. 
 

B. All employees who have been released to return to work with no restrictions after a 
muscular skeletal injury, whether it occurred on or off the job, will be required to undergo a 
physical examination by a doctor representing the City.  Employees who were not out for a 
muscular skeletal injury, but who have been absent for more than 60 days, may also be 
required to complete a physical examination before returning to work.  Approval to return to 
work is contingent upon, among other things, satisfactory completion of this physical 
examination. 

 
1100.5 Violence in the Workplace Prevention Policy 
 
The City of Riverside is committed to preventing workplace violence and to maintaining a safe work 
environment. The City has adopted the following guidelines to deal with intimidation, harassment or 
other threats of or actual violence that may occur on-site or off-site during work-related activities. 
All full-time and part-time, active employees are covered under this policy. 
 

A. All employees and members of the public should be treated with courtesy and respect at all 
times. Employees are expected to refrain from fighting, "horseplay" or other conduct that may 
be dangerous to others. 
 

B. Conduct that threatens, intimidates or coerces another employee or a member of the public 
will not be tolerated. City of Riverside resources may not be used to threaten, stalk or harass 
anyone at the workplace or outside of the workplace.  The City of Riverside treats threats 
coming from an abusive personal relationship as it does other forms of violence. 

 
C. Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or 

activities should be reported as soon as possible to a supervisor, Human Resources, or any 
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Department Head. 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. 

 
D. Employees should promptly inform Human Resources of any protective or restraining order 

that they have obtained that lists the workplace as a protected area. Employees are encouraged 
to report safety concerns with regard to intimate partner violence. The City of Riverside will 
not retaliate against employees making good-faith reports.  The City of Riverside is committed 
to supporting victims of intimate partner violence by providing referrals to the EAP and 
community resources and providing time off for reasons related to intimate partner violence. 

 
E. The City of Riverside 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 will not retaliate 
against employees making good-faith reports of violence, threats or suspicious individuals or 
activities. In order to maintain workplace safety and the integrity of its investigation, the City 
may suspend employees suspected of workplace violence or threats of violence, either with or 
without pay, pending investigation. 

 
F. 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. 

 
G. The City of Riverside encourages employees to bring their disputes to the attention of their 

supervisors or Human Resources before the situation escalates.  The City will not discipline 
employees for raising such concerns. 

 
1100.6 Safety in the Workplace 
 
The City of Riverside is committed to providing and maintaining a safe and secure work environment for 
all of its employees.  With this in mind, all employees are expected to comply with all safety rules and 
regulations in order to maintain a safe workplace. 
 
It is up to each employee to assist in maintaining a clean and safe workplace and to keep their work area 
neat and clean, as well as free from any safety hazards.  Any unsafe conditions should be reported to a 
supervisor or Human Resources.   
 
Detailed safety rules and regulations are available in the City of Riverside Safety Manual.  Employees shall 
comply with all policies and procedures detailed in the Safety Manual.   
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1200 Employee Expenses 
 
1200.1 Travel 
 
This policy and these procedures apply to all City Employees when travel on official business of the City 
requires an overnight stay of one or more days or travel outside of the Greater Kansas City 
Metropolitan Area. 
 

A. Definitions   
 
1. Conference Days: The day the conference begins and the day the conference ends. 

 
2. Greater Kansas City Metropolitan Area: The counties of Cass County, MO, Clay 

County, MO, Jackson County, MO, Johnson County, KS, Leavenworth County, KS, Platte 
County, MO, Ray County, MO, and Wyandotte County, KS. 

 
3. Travel Days: The day immediately prior to the conference or purpose of travel and the 

day immediately following.  For air travel and per diem calculation purposes, travel is defined 
as beginning three hours to departure.   

 
B. Prior Approval of Travel 

 
When any City employee is required to travel beyond the employee’s official work station in 
conducting City business, the employee shall be entitled to use a City purchasing card or receive 
reimbursement for travel expenses incurred.  Employees are expected to use sound judgment 
and have proper regard for economy when incurring travel-related expenses.  Reimbursable 
travel expenses that are expected to total in excess of $3,000 must also have prior written 
approval by the City Administrator. 

 
C. Transportation 

 
1. No specific mode of transportation is mandatory; however, employees are expected to use 

the most economical means available with reasonable consideration given to the time and 
distance involved.  Mileage reimbursements will never be given which exceed the round trip 
cost of coach air fare.  It is the department’s responsibility to obtain comparative pricing. 
 

2. Driving: Employees should take City vehicles whenever possible.  Advance City 
Administrator approval is required to take a personal vehicle.   

 
a. If an employee is given permission to drive a personal vehicle, no allowance above the 

prevailing IRS per mile rate shall be made for additional passengers, repairs, and vehicle 
maintenance.  The use of a City purchasing card for the purchase of gas for personal 
vehicles is prohibited.  The employee also accepts personal liability for any damage or 
injury which occurs while using a personal vehicle.   
 

b. If an employee chooses to take a personal vehicle when a City vehicle is available, the 
mileage rate will not be given and the employee will only be reimbursed for gasoline 
purchased for the trip.  The employee must submit gasoline payment receipts for 
reimbursement.  The use of a City purchasing card for the purchase of gas for personal 
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vehicles is prohibited.  The employee also accepts personal liability for any damage or 
injury which occurs while using a personal vehicle.   
 

c. When using a City vehicle, the mileage rate will not be given.  Employees will be 
reimbursed for gasoline purchased while using the City vehicle.  The employee must 
submit gasoline payment receipts for reimbursement.  Employees may also use their 
purchasing card to purchase gas for City vehicles.   

 
d. An employee is responsible for any tickets or citations issued to them whether in their 

personal vehicle or a City vehicle. 
 
3. Air Travel 

 
a. Authorization will only be given for coach travel. 

 
b. Authorization will only be given for the most cost effective, direct flight to and from the 

conference or travel location, using the travel days as described above.  If significant 
monetary savings (including airfare, lodging, etc.) can be realized by leaving a day before 
or after the standard travel days, employees may request to arrive earlier or depart 
later.  Documentation of such savings must be included with the request. 

 
4. Transportation to and from home and KCI: Reimbursement for transportation to and 

from the traveling employee’s home and KCI shall be one of the following as listed below.  
 

a. Mileage for two round trips from the traveling employee’s home to KCI 
 

b. Mileage for one round trip from the traveling employee’s home to KCI plus parking 
 

c. Two one-way taxicab, airport limousine or shuttle bus fares from the traveling 
employee’s home to KCI 

 
D. Registration   

 
1. Arrangements should be made far enough in advance so that payment of conference 

registrations can be made directly to the sponsoring organization through invoicing or by 
using a City purchasing card. 
 

2. Authorization will be given for payment of basic conference registration fees and for 
additional pre-sessions and post-sessions that are clearly a function of the conference and 
cannot be construed as entertainment.  Fees for any entertainment activities not related to 
the conduct of official City business are the responsibility of the employee. 

 
E. Lodging 

 
1. Authorization for lodging cost will be approved for standard rooms at the suggested 

conference hotel(s) unless extenuating circumstances prevent staying there. 
 

2. When traveling on official business not related to a conference, lodging choices should be 
based on economy, and reasonable accessibility to the location of the purpose of travel. 
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3. Whenever possible, advanced arrangements should be made whereby lodging costs can be 
paid by a City purchasing card or billed directly to the City. 

 
F. Meals 

 
1. Reimbursement for meals, including desserts and associated taxes and gratuities shall not 

exceed, for each day, the three-meal total of the upper bound of the range of costs for 
meals for the city visited found in the most recent version of the Federal Meal-Lodging Cost 
Index unless waived by the approving official. 
 

2. On travel days, travel beginning before 8 a.m. will include breakfast, lunch and dinner; travel 
beginning between 8 a.m. and noon will include lunch and dinner; travel beginning between 
noon and 4 p.m. will include dinner.  Travel ending before noon will include only breakfast; 
travel ending before 5 p.m. will including only breakfast and lunch; travel ending after 5 p.m. 
will include breakfast, lunch and dinner (all travel days will include per diem for “other 
necessary expenses”).  Reasonable exceptions to these guidelines may be approved by the 
Department Head. 

 
3. Gratuities shall not exceed 20% of the cost of the meal. 

 
G. Miscellaneous Costs 

 
1. Authorization will be given to reimburse employees for the actual cost of business related 

internet access while traveling on official business of the City. 
 

2. In cases where the traveler is charged for the first checked bag when flying, the City will 
reimburse this fee.  Baggage fees for additional items will not be automatically reimbursed 
unless a justification for a business need is provided. 
 

3. Other reasonable and necessary expenses incurred in relation to the conduct of City 
business will be reimbursed including, but not limited to: tolls, parking, taxi cab fares, 
limousine service, automobile rental, local ground transportation, and other non-travel 
expenses of other individuals having a direct impact on City business. 

 
H. Other Requirements 

 
1. If City employees travel early or stay later for personal reasons not related to City business, 

either prior to or after the approved travel, all lodging and excess travel costs shall be paid 
for by the employee.  No per diem rate shall be granted for days other than conference 
days, travel days, and days approved for conducting official City business. 
 

2. Employees who wish to personally pay for costs for items mentioned in this policy which 
are incurred as a result of overnight travel and be reimbursed after the travel has occurred 
may do so.  A certified expense statement form must be completed with proper 
documentation attached to receive reimbursement. 

 
3. Consideration must be given to the most economical location for conferences or seminars 

offered in multiple cities. 
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4. If travel time is extended due to unforeseen circumstances such as flight delays, the City will 
pay for any additional costs incurred.  The employee may also charge these additional costs 
to their City purchasing card as long as the costs are allowable costs per the City’s 
purchasing card rules.  The cost of alcoholic beverages cannot be charged to a City 
purchasing card and will not be reimbursed by the City. 

 
5. Receipts are necessary for all reimbursements and purchasing card purchases, except 

mileage. 
 
6. Employees will be compensated for all travel time even if it occurs on weekends and/or 

holidays, and/or outside of the bounds of the employee’s regular working hours. 
 

I. Cash Advances 
 

1. Cash advances covering certain anticipated, reimbursable expenses may be advanced.  Such 
advance allowances shall be made only for registration fees, transportation or mileage, meals 
and associated gratuities, and lodging and associated gratuities and shall be made upon the 
request of an employee, after travel has been approved by the appropriate Department 
Head.   
 

2. Requests for advances shall be made on a Travel Request/Check Request form, which is 
available from the Finance Department.  The form shall be completed, approved, and 
submitted to the Finance Officer at least two (2) working days prior to the need for the 
cash advance.   

 
3. Advances that exceed $1,000 must be approved by the City Administrator. 
 
4. No cash shall be advanced prior to three (3) working days before the date of departure. 

 
J. Certified Expenses Statement Form 

 
1. If a cash advance has not been received, the Certified Expenses Statement Form must be 

prepared by the traveling employee, approved by the appropriate supervisor, and received 
by the Finance Office within fourteen (14) calendar days following the completed City travel.   
 

2. If a cash advance has been received, the Certified Expenses Statement Form must be 
prepared by the traveling employee, approved by the appropriate supervisor, and received 
by the Finance Office within seven (7) calendar days following the completed City travel.  If 
the seventh (7th) day falls on a weekend or holiday, the form must be received prior to the 
weekend or holiday.  Cash allowances advanced pursuant to this policy shall be accounted 
for and, if applicable, repaid within seven (7) calendar days following the completion of City 
travel.  Vacation taken following completion of official travel shall not relieve the employee 
of these obligations.   

 
3. All travel and other expenses shall be reimbursed within three (3) working days after 

receipt of an approved Certified Expenses Statement Form.   
 
4. It shall be the responsibility of the approving supervisor or his or her designee to verify 

compliance with the policy prior to approval and before reimbursement is made to any 
individual. 
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5. Claims for reimbursement of expenses other than mileage and gratuities shall be 

accompanied by the original invoices and/or receipts showing payment of such claimed 
expenses; provided the cost of air travel, lodging, and registration fees may be billed directly 
to the City.  Upon written request and explanation stating sufficient reasons for failure to 
submit required original invoices and/or receipts, the approving supervisor may waive such 
requirement. 

 
6. No claim for reimbursement for expenses shall be paid unless approved by the appropriate 

supervisor.  Claims by Department Heads shall be approved by the City Administrator.  
Claims by other employees shall be approved by the employee’s supervisor and by the 
employee’s Department Head or designee. 

 
1200.2 Cellular Devices  
 

A. Cellular devices (including cell phone and tablets) are assigned to employees who are 
determined to require cellular devices based on demonstrated need and job function, as 
determined by the Department Head.    
 

B. Employees assigned a cellular device have the option of being assigned a city-issued device or of 
entering into a personal contract with a vendor of their choice and being reimbursed by the City 
on a monthly basis at an amount that is consistent with the amount the City would have 
otherwise paid to provide the cellular device to the employee.   
 

C. For employees with a personal device: 
 

1. If the City requires a device with features beyond what the employee currently owns, 
the employee will be reimbursed for the purchase of a new device.   
 

2. All replacements are the responsibility of the employee. 
 

D. Employees who have a city-issued device are responsible for: 
 

1. Monitoring usage to ensure monthly charges do not exceed plan coverage, and 
providing actual reimbursement for charges that exceed plan coverage. 

2. Ensuring the device is accounted for and that instances of damage or inoperability are 
reported to the appropriate supervisor. 

3. Not making calls to directory assistance except when exigent business-related 
circumstances dictate otherwise. 

4. Not using City-issued cellular devices in such ways relating to the employee’s private 
gain, profit, or personal business enterprise. 

5. Not using City-issued cellular devices in ways that could be considered as prank calls, 
obscene, threatening, demeaning, harassing, annoying, or otherwise offensive in nature.  

E. Supervisors are responsible for monitoring detailed monthly billing records of City-issued 
cellular devices determine if a particular cellular device reflects questionable charges and if the 
call/data plan is in need of adjustment. 
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F. The Director of Finance will be responsible for: 

 
1. Coordinating the City’s cellular device account with the selected vendor. 

2. Reviewing all monthly cellular device invoices, including detailed billing records, for 
accuracy and to ensure each cellular device is billed on the correct service plan. 

3. Determining whether a particular City-issued cellular device needs to be changed from 
one plan to another based upon review of detailed billing records. 

4. Notifying the appropriate Department Head of any changes to a service plan or of any 
billing irregularities. 

G. City departments or work groups may be issued a pool phone to utilize.  The use of a pool 
phone does not relieve the employee from following the City’s Cellular Device policy.  Pool 
phones should be used exclusively for City business.   
 

H. Individuals who are not eligible for City-purchased cellular phones or a monthly stipend are 
expected to use conventional telephones or other City-owned communication equipment.  
 

I. City-provided cellular device records are subject to public disclosure in accordance with the 
Missouri Sunshine Law. 
 

J. Non-exempt employees, who have been issued City cellular device or who have been approved 
for a cellular device stipend, are required to carry the phone while on duty.  However, any work 
performed by a non-exempt hourly employee needs to be approved by the employee’s 
supervisor in advance of work being performed.  For example, an employee using their cellular 
device with email capabilities shall not be sending, creating, or reading emails on non-work 
hours without prior authorization.   

 
1200.3 Purchasing Cards 
 
Purchasing Cards enable the City to streamline the purchasing/payment process for small purchases and 
realize cost savings in the reduction of invoices and checks. This cost-effective Purchasing Card program 
allows you, the Cardholders, to expedite small purchases and reduce administrative costs. 
 
A number of unique controls have been developed for the Purchasing Card Program that do not exist in 
a traditional credit card environment. These controls ensure that the card will be used for only official 
operational purchases and within specific dollar limits. In addition, documentation of all purchases is 
required by each Cardholder, with verification and approval performed by a department representative 
before payment is made. 
 

A. Requesting a Purchasing Card 
 
To request a card, discuss your situation with your supervisor.  Next, complete the VIS 
Cardholder Action Request form found in Appendix E.  For assistance in completing the form, 
contact either the Finance Director or the Accounting Assistant.  The form must be signed by 
your department director. 
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The Finance Director will review the form get a card issued.  You will be required to attend a 
training class on the use of the Purchasing Card and sign the Purchasing Card User Agreement 
(see Appendix D for a copy of this form) before the card will be given to you. 
 
If at any time your purchasing needs change, complete the VIS Action Request form indicating 
the changes you wish to make.  You must obtain your department director’s signature before 
submitting the form. 

 
B. Receiving Your Card 

 
The Finance Division will distribute Purchasing Cards. You are required to attend a short 
training session in order to receive your card.  

 
Purchasing Cards are issued in your name, but they are the property of the City. Although the 
Purchasing Card is issued in your name, its use does not affect your personal credit in any way.  
All cards must be turned in to your supervisor upon termination. 

 
C. Purchasing Card Restrictions 

 
Purchasing parameters are assigned to individual Cardholders based on the information 
provided on the VIS Cardholder Action Request Form (Appendix E) approved by your 
department director. These parameters can include: 
 
• Monthly dollar limit 
• Dollar limits per transaction 
• Dollar limits per day 
• Number of transactions per day 
• Merchant Category Code restrictions (inclusion/exclusion of merchant category types) 
 
Information on your specific limits was provided to you at the training class you attended when 
you first got your card.  For questions about your limits, please contact the Finance Director or 
the Accounting Assistant. 
 
This means that each cardholder, each department, or each division can have its own 
customized purchasing parameters. If a cardholder tries to make a purchase that violates any of 
the parameters, the purchase will automatically decline at the point of sale.  If you find in time 
that a limit is too low to accommodate your needs or that other parameters are too restrictive, 
please contact the Finance Director or the Accounting Assistant to re-evaluate your card 
parameters. 

 
D. Restricted Purchases on Your Purchasing Card 

 
Individual Purchasing Cards have been "blocked" against use with certain non business related 
establishments as well as other types of purchases based on job duties. This has been done by 
denying approval on certain Merchant Category Codes (MCCs). If you attempt to use your 
Purchasing Card for unauthorized purchases, the transaction will be declined at the point of sale. 
 
The following are examples of items that have been blocked on all purchasing cards or are 
NOT to be purchased with the Purchasing Card:  Personal Items, Cash Advances, Alcoholic 
Beverages 
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The blocking of MCCs based on job duties is done by setting up various authorization strategies.    
An authorization strategy is a group of MCCs that have been opened up for purchasing.  The 
authorization strategy assigned to your card is based on the types of purchases you make on a 
regular basis in the course of your job duties.  The authorization strategy assigned to your card 
was chosen by your supervisor or department director. 

 
E. Using Your Purchasing Card 

 
The Purchasing Card is a supplement to the City’s existing purchasing program. The use of the 
Purchasing Card does not relieve the Cardholder from complying with City ordinances, 
regulations, policies, and procedures. If you have any questions about procurement regulations, 
please contact the Finance Director. 

 
1. Purchases must be made in compliance with City policies and procedures. 

 
2. Each single purchase may be comprised of multiple items, but the total cannot exceed 

$3,000, at which point a purchase order is required.  
 

3. Purchases must not be split to circumvent the normal purchasing process. 
 

4. The card cannot be used to purchase items for which a purchase order exists. 
 

5. When purchases exceed the Purchasing Card limits, normal purchasing procedures should 
be followed. 

 
6. Cardholders should ensure that sufficient budget authority is available prior to making 

purchases.   
 

7. Cardholders must obtain an itemized receipt for every purchase. 
 

8. The purpose of the purchase must be written on the receipt. 
 

F. Sales Tax 
 

All purchases are sales tax exempt, so there should be no sales tax on purchases made with 
your Purchasing Card. Our sales tax exemption status appears on your card.  However, you will 
need to point this out to the sales person as they do not always look at the card.  Do not sign 
the receipt until you have verified sales tax has not been charged.  It is your responsibility to 
ensure sales tax is not charged on your purchase.   
 
Should a supplier request a copy of the City's Sales Tax Exemption Form, please direct them to 
the Finance Division. 

 
G. Misuse of the Purchasing Card 

 
If there are questions regarding a purchase made with your Purchasing Card, you must be able 
to explain the nature of the purchase. If you cannot substantiate that the purchase was 
necessary and for official use, the City will address this situation in accordance with City 
disciplinary policies. Resolution of situations involving improper use of the Purchasing Card and 
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resulting disciplinary action will be handled by your Department in conjunction with the Finance 
Division. 

 
H. Record Keeping 

 
It is mandatory that cardholders obtain itemized receipts for all purchases.  Use of the 
Purchasing Card to make the purchase, rather than the traditional method, does not alleviate 
your responsibility to document purchases made with City resources.  Be sure that you have 
the itemized sales receipt, not just the receipt you sign with the total on it.  
 
Record the purpose of each purchase on the itemized receipt.  The purpose should be a short 
phrase that describes the business purpose of the purchase. 

 
I. Reconciling Statements 

 
Each cardholder or their supervisor will receive their purchase card statement through the VIS 
system.  This statement details charges billed during the month. This statement contains the 
date, vendor name, and the amount charged.  (If you did not have any activity during the month, 
you will not receive a statement.) 

 
Steps for Reconciling Your Statement 

 
1. Review the Purchasing Card statement. Compare itemized receipts to the transactions listed 

on the statement. Follow up on any exceptions (see Errors & Disputes section). 
 

2. Any transactions occurring during the month, but not shown on the Visa Card statement, 
will be on the next month's statement.  Keep the itemized receipt until the next statement 
arrives. 

 
3. Attach all documentation to the Visa Card statement, sign and date the statement (full 

name, not initials) and present the entire package to your designated statement approver 
(noted on your User Agreement).  They will review your transactions for compliance with 
this handbook and the City’s purchasing policies.  Your statement approver will sign and 
date the statement to evidence his/her review and approval of your purchases. 
 

4. Turn the approved reconciliation into the Finance Division within 10 calendar days after 
the statement date.  It is your responsibility to see that the reconciliation is turned 
in on time.  Failure to turn your reconciliation in on time can result in revocation of 
purchasing card privileges. 

 
Finance is responsible for paying the bank. 

 
J. Errors and Disputes 

 
Occasionally, errors with merchandise delivery or billing arise.  Follow the steps outlined below 
to correct errors. When applicable, the Cardholder will receive credit applied to their 
Purchasing Card account. Credit will never be taken in cash. 

 
1. Making Returns 
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You should always check incoming material when received to ensure that the product 
matches what was ordered in quantity and quality. The following steps should be taken 
when returning merchandise purchased on your Purchasing Card: 

 
a. Contact the vendor to request an authorization for material to be returned and any 

vendor instructions required to issue credit on the Purchasing Card. 
b. Keep a copy of the receipt and make a notation of the return. 

 
c. Verify that credit is applied by the vendor on your monthly statement.  If the credit isn’t 

on the current statement, it will show up on next month’s statement. 
 

2. Lost or Misrouted Items 
 

If a sufficient amount of time has elapsed and the Cardholder has not received an item, the 
following steps should be taken: 

 
a. Contact the vendor and inquire when the item was delivered and to what location. 

 
b. If the vendor cannot supply this information or proof of delivery, the vendor should 

make arrangements to deliver the product or issue credit for the transaction. 
 

c. If a satisfactory resolution cannot be reached, complete a dispute form. 
 

3. Dispute Forms 
 

If discrepancies are noted on your monthly statement (for quantity, price, duplicate billing, 
no credits from prior transaction, billing for item not received, etc.), the following steps 
should be taken as soon as possible. 

 
a. Contact the vendor and try to reconcile the difference.  Keep a record of all of your 

telephone calls to the vendor.  
 

b. If working with the vendor is unsuccessful, complete the dispute form found in 
Appendix C (this form is available under the Finance tab in the Word templates).  Fax 
the form to UMB Bank Card Center at (816) 843-2485, Attention Commercial Card 
Services.  A temporary credit will be processed to your account within 24 hours of 
notification to the Card Center.  Disputed items remain credited until conclusion of the 
inquiry.  There will be no interest charged on items in dispute.  If the charge is found to 
be valid, you will be notified and the temporary credit will be reversed.  The charge will 
be re-billed to your account for payment.  If the charge is found invalid, the temporary 
credit will become a permanent credit. 

 
K. Card Security 

 
Because the Purchasing Card is issued in your name, you are responsible for the security of the 
card and any transactions made on the card. Below are some basic rules about using the 
Purchasing Card: 

 
1. The Purchasing Card is issued in your name and should only be used by the assigned 

cardholder to make purchases that are used for business expenditures only  
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2. Keep the card in a safe place and safeguard the card number as you would your own credit 

card number. 
 
3. Cardholders agree to surrender the Purchasing Card upon termination of employment or 

for any other reason deemed necessary. 
 

L. Lost or Stolen Purchasing Card 
 

In the event a Purchasing Card is lost or stolen, notify the Finance Department immediately.  If 
there are fraudulent charges on your account, you will need to complete the Cardholder 
Dispute form available from Finance.  The Finance Director or the Accounting Assistant will also 
work with the program administrator to ensure you receive a replacement card.  A replacement 
Purchasing Card generally takes seven to ten business days. 

 
M. Card Cancellation 

 
If you leave the employment of the City of Riverside, immediately notify and return your 
Purchasing Card to your supervisor. You and your supervisor are responsible for notifying the 
Finance Director or the Accounting Assistant to have the card canceled.    
 

N. Audit 
 

You are responsible for the transactions listed on your statement. The itemized receipts, 
packing slips, etc., will support that you are using the Purchasing Card responsibly and in 
accordance with the program guidelines contained in this handbook. 
 
All monthly statements and supporting receipts will be audited to ensure that Purchasing Card 
procedures are complied with.  Your use of the Purchasing Card is always subject to review by 
your supervisor or other designated department person, Finance Director, and the Accounting 
Assistant. Therefore, it is critical that you maintain good records. 
 
The primary purpose of an audit is to ensure the proper expenditure of funds under this 
program. A secondary purpose is to track data on how, where, and for what purpose the 
Purchasing Cards are used. As a result of an audit, the Purchasing Card program may be 
modified to assure that the program is most beneficial. 
 
Auditing may consist of the following: 
 

• Comparison of Cardholder-supplied information (receipts, etc.) to the monthly 
statement 

• Review of management reports supplied by UMB Bank 
• Interviewing the cardholder regarding purchases made 

 
 


