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City Council Meeting Guidelines Questions? Contact the

Policy No: 1.1.001 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 11/29/2013

Submitted By: Dana Hardie

The purpose of this policy is to establish a set of rules to govern the conduct of city council meetings. These “rules of
procedure” were adopted to provide for a systematic and consistent way to conduct business and provide for
participation of the City Council and residents.

The City Council welcomes the public to attend all council meetings. The City Council meets two times per month
(2nd and 4th Mondays unless otherwise noted) in the council chambers at City Hall, 1670 Stieger Lake Lane.
Meetings of the City Council are live-streamed and recorded and available for streaming on-demand online. Regular
meetings of the City Council start at 6:30 p.m. (unless otherwise noticed) and are open to the public. Council
workshops and special meetings are scheduled as needed and the starting time will be noticed. Workshops
generally are held immediately preceding a regular meeting of the City Council.

Council agendas are published before Council meetings on the City's website. Copies of the agenda are also
available at the entrance of the council chambers on the day of the meeting. Questions about the agenda or
requests to speak during Open Forum should be directed to the City Clerk.

Council receives background information related to the agenda prior to each meeting and have prepared
themselves for the decision-making process. In some cases, Council may have also discussed agenda items in-depth
at previous workshops. Background information Council receives includes but is not limited to: staff reports;
supplemental reports or documents; correspondence; submittals by petitioners and other interested parties and
related Council or Commission meeting reports; minutes or supporting materials.

The Mayor or in the Mayor's absence, the Mayor Pro Tem shall preside at all meetings of the Council and shall have
the power to preserve order and decorum at meetings and enforce the City Council meeting procedures.

Council Meetings have a mandatory adjournment of 11 p.m. A supermajority vote of the Council can supersede this
requirement.

In accordance with Minnesota Statutes 813D.05, the City Council may adjourn into CLOSED SESSION to discuss non-
public information, the city manager's performance review and/or attorney-client privileged information.

PROCEDURES

The following procedures are intended to implement the spirit of this policy and are not meant to be all inclusive:
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A. Order of Business.

To keep meetings moving smoothly, the council follows an “Order of Business.” The schedule for regular council
meetings is shown on the AGENDA. An agenda is a list of business items to be considered at a meeting. The Order
of Business for the City of Victoria follows:

1.

CALL TO ORDER/PLEDGE OF ALLEGIANCE
ANNOUNCEMENTS & PROCLAMATIONS
ADOPT THE FINAL AGENDA

OPEN FORUM. The City Council offers members of the public (including residents, governmental agencies
and representatives, non-profit organizations, and businesses) the opportunity to comment on items of
public interest. This portion of the agenda is reserved for issues that are not included on an agenda or are
not in the application process at City Hall. The Council sets aside 10 minutes for public comment at each
regular meeting of the City Council. No Council action should be expected during OPEN FORUM as the
Council needs to thoroughly study all proposals or requests not of a routine nature. Comments are to be
limited to no more than 5 minutes per individual. Anyone wishing to speak should contact the City Clerk at
952-443-4229 by Noon of the meeting date with your name, phone number, and subject matter. If time
permits, after scheduled speakers are finished, the Mayor will open the floor to unscheduled speakers. The
City Clerk will complete a “Request to Speak” form for scheduled speakers; all other members of the public
are asked to complete a “Request to Speak” form prior to the meeting and hand the form to the City
Manager or Mayor (Exhibit A of this policy)

CONSENT AGENDA. The City Council uses a CONSENT AGENDA procedure for routine, administrative, non-
controversial items needing little or no deliberation or “housekeeping” items required by law. Those items
are identified on the agenda and are approved as a block with one vote unless a council member, City staff,
or member of the public requests that an item be considered separately. As part of this policy, the Council
has adopted CONSENT AGENDA guidelines (Exhibit B of this policy).

REGULAR AGENDA. The REGULAR AGENDA consists of items requiring individual consideration by the
Council; for example, discussion of individual development issues that have a significant number of
community or neighborhood concerns.

The REGULAR AGENDA is also where the Council would hold any Public Hearings. If an item is on an agenda,
public comment on that item must take place during a Public Hearing, which can be held by the Council or a
City advisory commission and provides the opportunity for any resident to fully present his or her position
on an issue.

REPORTS/EMERGING ISSUES. This section is reserved for reports of the City Attorney, City Manager/staff,
the Mayor, and Council Members. This includes committee reports or updates. It is also an opportunity for
Council or staff to discuss an emerging issue no on the CONSENT or REGULAR AGENDA and not planned as
a future agenda item. Generally, discussion will focus on whether Council will direct staff to spend time
and/or resources on a particular item to bring back for future Council consideration. The City Manager, City
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Attorney or any member of the Council may bring forward an emerging item for inclusion on the Agenda;
however, staff will not spend time preparing a staff report or research. The individual requesting the
emerging item be discussed shall submit the item to the City Manager for inclusion on the Agenda no later
than Wednesday prior to the Monday meeting. The submission must include a brief description (prepared
by the individual making the request) of what Council is being asked to provide direction on.

8. ADJOURNMENT

B. City Council Workshops.

At times, Council may schedule a workshop which is generally held immediately preceding the Regular Council
Meeting. All members of the public are welcome to attend the workshops. Workshops provide an opportunity for
staff to present updates on City policies, plans for the future, and other presentations that keep Council informed of
the activities around the City. Workshops offer an informal setting for the exchange of ideas and discussion of
issues. It also is an opportunity for staff to obtain Council direction when needed.

C. Council Voting.

The City of Victoria is a Statutory Plan B city with a mayor and four (4) council members all with voting authority. At a
minimum, three (3) members of the Council must be present to constitute a quorum for official business to be
conducted. Ordinances, resolutions, and motions of the Council are adopted by a simple majority of the Council
Members present, unless a 4/5 vote of the entire Council is required by law. The most common items requiring a
4/5 vote are:

e Adoption or amendment of zoning ordinances that change existing zoning from residential to commercial
or industrial.

e Adoption or amendment of Comprehensive Plans.

e Street improvement projects that will be paid for with special assessments.

e Summary publications of ordinances.

D. Ordinances.

Before Council can consider a new or amended ordinance, state statutes require the City to publish the draft
ordinance on the City's website at least ten (10) days prior to the date Council will consider the ordinance.

After adoption, the publication of an ordinance, or summary of the ordinance, is required to be published in the
official newspaper (The Chanhassen Villager).

E. Public Comment.

The City Council will consider comments from residents, businesses, staff, committees, and commissions and the
interest of the general public before arriving at a decision. The public is asked to fill out a “Request to Speak” form
(Exhibit A of this policy). The final responsibility for making the decision rests with the City Council. The City Council
shall attempt to base its decisions on the premise of protecting the overall general health, welfare, and safety of the
public.

F. Addressing the City Council.
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The City Council welcomes resident participation and input. Individuals wishing to address the Council are asked to
fill out a “Request to Speak Form” (Exhibit A of this policy) and submit it to the Mayor or the City Manager prior to
the meeting. When the item is announced, the individual wishing to speak should go to the podium, wait to be
acknowledged by the Mayor and then state his/her name and address for the record.

¢ Individuals shall limit their comments to five minutes.

¢ Individuals should address only the subject item being discussed.

¢ Individuals may not allocate their speaking time to others.

e The mayor may limit the number of speakers addressing the same topic.

e The mayor may allow a speaker additional time to speak on complex issues.

Members of the audience at a City Council meeting shall not engage in disorderly or boisterous conduct including
the utterance of loud, threatening, or abusive language, whistling, stamping of feet applauding, or other acts which
disturb, disrupt, or otherwise impede the orderly conduct of any City Council meeting.

Additional opportunities for public participation at Council meetings follow:

OPEN FORUM. The City Council offers members of the public (including residents, governmental agencies
and representatives, non-profit organizations, and businesses) the opportunity to comment on items of
public interest. This portion of the agenda is reserved for issues that are not included on an agenda or are
not in the application process at City Hall. Anyone wanting to address the council in Open Forum are asked
to fill out the “Request to Speak” form (Exhibit A of this policy).

CONSENT AGENDA. All items listed under the CONSENT AGENDA are considered routine and non-
controversial by the Council and will be approved by one motion. There will be no separate discussion on
these items unless the Mayor, Council Member, staff or member of the public so requests, in which case,
the item will be removed from the CONSENT AGENDA for a separate discussion and vote. Any member of
the public wanting to pull an item from the CONSENT AGENDA for a separate discussion and vote are asked
to fill out a “Request to Speak” form (Exhibit A of this policy).

REGULAR AGENDA. Pursuant to law, certain items must be noticed and a public hearing held. Public input
will be taken once the Mayor opens the Public Hearing. For all other items on the REGULAR AGENDA, it is up
to the discretion of the Mayor or by majority vote of the City Council as to what, if any, public comment will
be heard on these items. Any member of the public wanting to be recognized by the Mayor and speak to an
item on the REGULAR AGENDA are asked to fill out a “Request to Speak” form (Exhibit A of this policy).

This policy applies to the City Council, staff, and anyone attending City Council meetings.

AUTHORITY

Administrative implementation after Council approval.
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City Council Leadership Questions? Contact the

Policy No: 1.1.002 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 11/20/2018

Submitted By: Dana Hardie

PURPOSE

Ethical leadership is vital to the functioning of the City and to maintain the public's trust and confidence in the City
and democratic process. For purposes of this policy, “Council Members” includes the Mayor.

POLICY

A. The City Council recognizes ethical questions may be complex. Ethical conflicts are inevitable and should be
health with forthrightly. As ethical leaders, Council Members will:
a. Seek and accept the advice of knowledgeable officials such as City Manager, City Attorney or City
staff.

B. Elected officials are human beings and citizens of their community. On occasion, it is expected that they will
have needs or roles in their private lives that conflict with public office obligations. Should this occur, as
ethical leaders, City Council Members will:

a. Be open about potential conflicts of interest, and they follow applicable rules for disclosing and
dealing with a conflict (such as refraining from voting on an issue) to avoid even the appearance of
impropriety.

C. The City Council recognizes that some City decisions may have both adverse and positive effects on its
residents. As ethical leaders, City Council Members will:
a. Strive to make the best decision as defined by its fairness to all concerned.
b. Make impartial decisions on the merits of the issues alone, while disregarding personal allegiances.
c. Make decisions in the best interest of the entire community, not just those who speak the loudest.

D. The City Council understands the important of conscientious and ethical government as a value. As ethical
leaders, City Council Members:
a. Do not use their office or authority for revenge, prestige or personal gain.

E. The City Council recognizes that government is a human institution. As ethical leaders, City Council
Members:

a. Care enough to make a positive difference and then act accordingly.

SCOPE

This policy applies to the City Council.

AUTHORITY

Administrative implementation after Council approval.
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Legal Powers and Responsibilities of the Mayor Questions? Contact the

Policy No: 1.1.003 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 11/20/2018

Submitted By: Dana Hardie

PURPOSE

The purpose of this policy is to define the legal powers and responsibilities of the Mayor as defined in Minn. Stat.
Chapter 412 and Minn. Stat. 12.29, subds. 1-3.

POLICY

The City of Victoria is a Statutory Plan B city, with a mayor and four council members all with voting authority. There
are, however, some powers and responsibilities assigned to the Mayor. The following are the major statutory
powers and responsibilities of the Mayor.

A. Presiding officer at Council Meetings. In most cities, the Mayor's greatest authority is that of presiding
officer at Council Meetings. Though not a legal requirement, the presiding officer clearly has a responsibility
to be impartial and objective in conducting the meeting.

B. Calling meetings. The Mayor, as well as two City Council Members, can call special meetings.

C. Executing official documents. The Mayor must sign ordinances, contracts authorized by the Council and
written orders for payment of claims that have been audited and allowed by the Council. These are
ministerial duties, and the Mayor may not refuse to sign if the purpose, approval and form are legally
correct and complete.

D. Declaring local emergencies. Only the Mayor can declare a local emergency. A local emergency cannot last
for more than three days, except with the consent of the City Council. A local emergency must receive
prompt and general publicity.

SCOPE

This policy applies to the Mayor and City Council Members.

AUTHORITY

Administrative implementation after Council approval.
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Use of Electronics During Council Meetings Questions? Contact the

Policy No: 1.1.004 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 5/29/2018

Submitted By: Dana Hardie

PURPOSE

The purpose of this policy is to define Council Members' use of electronic communication devices, such as cell
phones, during a City Council meeting. For purposes of this policy, “Council Member(s)” includes the Mayor.

Use of electronic communication devices may lead to the public's perception that a Council Member is not paying
attention or that a Council Member is receiving additional information that other Council Members and members of
the public are not receiving. This perception is inimical to good government and transparency.

POLICY

Council Members shall not use electronic communication devices, other than for the purpose of accessing agenda
materials that are on an electronic device. This policy does not prohibit use of an electronic communications device
in the event of an urgent family matter.

PROCEDURES

A. City Council Members who observe another City Council Member using an electronic device in violation of
this policy may ask the offending Council Member to cease doing so.

B. The request shall be made as discreetly as possible to avoid unduly interrupting the Council Meeting.

SCOPE

This policy applies to the City Council.

AUTHORITY

Administrative implementation after Council approval.
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City Council Anti-Bullying Questions? Contact the

Policy No: 1.1.005 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 5/29/2018

Submitted By: Dana Hardie

The City Council recognizes that bullying can have severe and negative impacts on the entire organization and can
lead to increased staff turnover, lost productivity, costs associated with investigations of ill treatment as well as
potential legal action, and loss of reputation. The City Council desires to conduct City business with a sense of
decorum, to ensure that all Council Members may freely engage in discussing City business to make the best
possible decisions on behalf of residents. For purposes of this policy, “Council Member(s)" includes the Mayor.

Council Members will:

A. Respect fellow Council Members, City staff, residents and others.
B. Treat fellow Council Members, City staff, residents and others fairly.
C. Conduct oneself in a manner that reflects the trust placed in Council Members by the voters.

D. Not engage in bullying behavior in the conduct of City business, either directly or indirectly or through
nonverbal actions whose intent is to intimidate, degrade or humiliate an individual or undermine that
person'’s ability to perform his/her job well.

a. Examples of bullying:
i. Slandering, ridiculing or maligning a person or his or her family
ii. Name calling that is hurtful, insulting or humiliating
iii. Abusive or offensive remarks
iv. Shouting angrily
v. Nonverbal threatening or obscene gestures or glances
vi. Ignoring or persistent interrupting or criticizing a person in work-related activities
vii. Spreading rumors and gossip regarding individuals

PROCEDURES

The following procedures are intended to implement the spirit of this policy and are not meant to be all inclusive:

A. City Council Members who observe bullying by another City Council Member, directed at either themselves
or any other person present, may call this to the attention of the City Council and ask for a remedy(ies).

B. Remedies may include any of the following measures or other actions the City Council determines in the
future:

a. Verbal apology to the subject(s) of the bullying and others who were present.
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b. Written apology to the subject(s) of the bullying and others who were present.

c. Call for action by the City Council to direct the offending Council Member to cease bullying activities.
d. Censure of the offending Council Member.

SCOPE
This policy applies to the City Council.

AUTHORITY

Administrative implementation after Council approval.
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City Manager Responsibilities Questions? Contact the

Policy No: 1.1.006 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 11/20/2018

Submitted By: Dana Hardie

The City of Victoria is organized as a Plan B form of government, also known as the Council-Manager Plan. It
consists of an elected Mayor, four elected Council Members, and an appointed City Manager. For purposes of this
policy, “Council Member(s)" includes the Mayor.

In Plan B cities, the Council retains legislative and policy-making authority, but most administrative responsibilities,
such as hiring and firing staff, are delegated to the City Manager. The Council's control over these matters is
indirect, essentially through its selection and retention of a manager. The purpose of this policy is to define the
responsibilities and role of the City Manager.

The following Minnesota Statutes define the role, responsibilities, and limitations of a city manager in the Council-
Manager Plan:

e Minn. Stat. 412.641
e Minn. Stat. 415.16
e Minn. Stat. 475.755
e Minn. Stat. 651

e Minn. Stat. 691

e Minn. Stats. 701-731
e Minn. Stat. 741

e Minn. Stat. 751

The duties of a city manager are clearly defined by state statute for Plan B cities.

A. The City Manager is the head of the administrative branch of government and is responsible to the Council
for the proper administration of all City affairs.

B. The City Manager appoints and removes City staff including the City Clerk, all department heads, and
subordinate officers and employees. Neither the Council nor any individual Council Member may dictate the
appointment of any person to office or employment by the Manager. Council Members may not interfere
with the Manager's judgment in appointing personnel.

C. The Council may not give orders or work direction to any subordinate of the City Manager.

D. The City Council as a whole may indirectly supervise staff through their ability to hire and fire the City
Manager and to set City policy.
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E. The City Council recognizes that the City Manager has defined, and expansive powers related to budgeting,
finances and enforcement of City ordinances.

PROCEDURES

A. Public confidence also depends on the interactions of its elected leaders with the City Manager and staff;
effective communications are essential to staff effectiveness.
a. Council Members should always go through the City Manager to direct staff to do research on items.
b. Answers to individual Council Member inquiries of common interest will be shared with the City
Council through the City Manager.
¢. Council Members should request information through the City Manager. If a department director is
contacted for information, Council Members should copy the City Manager as a courtesy.

d. Department directors are responsible for keeping the City Manager informed of any communication
with City Council Members.

B. If a Council Member has a concern about, or is unhappy with, a City employee, they shall discuss it directly
with the City Manager. Council Members shall not criticize staff in public.

C. The City Manager is responsible for informing the City Council whenever an unusual event occurs about
which the public would be concerned, such as a significant safety concern.

This policy applies to the City Council, City Manager and City staff.

AUTHORITY

Administrative implementation after Council approval.
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Appointed Commissions, Committees and Task Forces Questions? Contact the

Policy No: 1.1.007 Assistant City Manager

aswanson@ci.victoria.mn.us
Effective Date: 1/24/2022

Original Policy Date: 11/20/2018
Submitted By: Dana Hardie

PURPOSE

The City of Victoria utilizes commissions, committees, and task forces (collectively referred to as “committees”) to
provide input on issues facing the City. Committee members are appointed by the City Council and members serve
in an advisory capacity to the Council. Some committees are created by ordinance, policy or state statute.

POLICY

A. The City has three (3) standing committees:
a. Planning Commission Meetings - 1st and 3rd Tuesday of each month
b. Park and Recreation Committee Meetings - 3rd Monday of each month
c. Senior Committee - 1st Monday of each month

B. The City Council may create additional committees as needed to have public input as the City Council
deliberates on issues facing the City.

C. Appointment to a City committee should be made available to the widest, most diverse group of people
possible.

D. Some committees may require members to have specific skills based on the work of the committee.

PROCEDURES

A. Creation of Committees:
a. The City Council may create committees by regular vote.
b. The City Council operates three types of City committees:

i. Quasi-judicial. Standing body with some statutory decision-making authority. (Planning
Commission).

ii. Advisory. Standing body that provides input to City Council; work is advisory in nature
(Parks & Recreation, Senior Committee).

iii. Ad-hoc. Temporary committee formed to address a specific issue within a specific
timeframe (Task Force, Steering Committee, etc.).

¢. The City Manager assigns staff to committees. While staff may work closely with committees, staff
members remain responsible to their immediate supervisor and the City Manager.
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B. Obligations of Committees:
a. Committees will prepare and post meeting minutes for each meeting.
b. Committees will adopt an annual workplan that aligns with the Council's adopted strategic plan.
Annual workplans will be approved by City Council at the beginning of each year.
c. Committee will provide a mid-year and yearend progress update on the workplan to Council during
a Council meeting. Committees will make recommendations and/or provide input to the City Council
through the adopted Council agenda procedure.

C. Committee Member Appointments:
a. The City Clerk will advertise vacant committee positions, and appointment to committees is made by
a vote of the City Council from the pool of applicants.
b. Citizen advisory board members will be notified regarding the importance of attending meetings
and the attendance policy as part of the application process and training once appointed.
c. For an advisory board with alternates, the alternate may move into the full voting member position
if a mid-year vacancy occurs.

D. Committee Member Expectations:

a. Attend regularly scheduled meetings
Complete annual training on open meeting law and adhere to open meeting law requirements
Read agenda packets and related materials and come to meetings prepared to discuss/conduct
business

d. Notify the staff liaison as soon as an absence from a meeting is known so the alternate can be
notified and to ensure a quorum can be reached

e. Read agenda packets and related materials to stay abreast of business coming before the
committee, commission and/or task force even if the member is unable to attend the meeting

f. Contact staff liaison with questions or if need clarification on any item or topic of discussion.

E. Resignation/Removal from Committees:

a. A member who is absent from four or more regularly scheduled meetings in one calendar year may
be recommended by the staff liaison for removal from the citizen advisory board.

b. A member who is absent from three consecutive regularly scheduled meetings may be
recommended by the staff liaison for removal from the citizen advisory board. Alternatively, for an
advisory board with alternates, a full voting member may be recommended to move to an alternate
position.

F. Absences from Committee Meetings:

a. Members should contact the staff liaison as soon as possible before the meeting to notify them of
any absence. Upon advanced notice, absences shall be recognized for illness, family emergencies,
and business conflicts.

b. The staff liaison will inform any member approaching the absentee limit to give them an opportunity
to consider their future participation on and commitment to the citizen advisory board.

c. The City Council will review recommendations for removal and may remove members who do not
meet attendance requirements.
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d. The City Council may relax attendance requirements during emergency situations, including a
pandemic or other instance that makes in-person gathering difficult.

SCOPE |
This policy applies to all Council-appointed commissions, committees and task force members.

AUTHORITY

Administrative implementation of this policy after Council approval.
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Legislative Advocacy and Representation Questions? Contact the
Policy No: 1.1.009 Assistant City Manager

aswanson@ci.victoria.mn.us
Effective Date: 2/24/2020

Original Policy Date: 11/20/2018
Submitted By: Dana Hardie

The City of Victoria belongs to organizations that serve various governments, such as the Minnesota League of Cities
(LMC) and The Association of Metropolitan Municipalities (Metro Cities). By working cooperatively with other
governments, the City has a voice in issues affecting its residents. The purpose of this policy is to guide City officials
and staff in considering legislative or regulatory proposals from other governmental bodies and to allow for a timely

response to legislative or policy issues important to the City. For purposes of this policy, “Council Member(s)”
includes Mayor.

A. The City Council may choose to adopt and communicate official City positions on legislation, regulations,
and other actions by other governmental bodies that affect the City.

B. The City Council recognizes the need to protect Victoria's interests and local legislative authority and to
identify various avenues to implement its strategic goals.

C. Absent adopted legislation positions, the following criteria will be used to determine the City's official
position:
a. Preserve local control
b. Promote fiscal stability
¢. Supporting funding opportunities

D. Council Members and staff participating in policy discussions with intergovernmental meetings (e.g. LMC,
Metro Cities), shall represent the official City positions as adopted by the City Council. Where there is no
official City position, Council Member and staff shall provide input based on community knowledge and/or
technical expertise without committing the City to a specific policy direction.

PROCEDURES

A. The City Council shall annually designate official representatives to intergovernmental organizations or
delegates this authority to the City Manager by regular vote.

B. Where applicable, the City Council appoints an alternate representative to such organizations if the main
representative is unavailable.

C. At no time shall a Council Member or City staff communicate a position which is contrary to an official
position of the City.

City of Victoria ¢ City Council 2/24/2020

Legislative Advocacy and Representation Page 1



SCOPE |
This policy applies to City Council and City staff.

AUTHORITY

Administrative implementation of this policy after Council approval.
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Proclamations and Recognition Questions? Contact the

Policy No: 1.1.010 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 11/20/2018

Submitted By: Dana Hardie

PURPOSE

The City of Victoria respects a wide variety of economic, social, political, and cultural beliefs. The City Council also
respects federal and state holidays. As such, the City Council may congratulate, honor, or recognize a City of
Victoria residents, business, or organization that positively contributes to the City’'s economic, social, or cultural
community. The purpose of this policy is to define criteria and the procedure used for such recognition. For
purposes of this policy, “Council Member(s)” includes Mayor.

POLICY

The City Council may present a ceremonial document such as a proclamation, letter, or certificate that
congratulates, honors, or recognizes a resident of, or business or organization in the City of Victoria. Proclamations
and other forms of official City recognition may be issued per the following guidelines:

e Recipientis a Victoria resident, provides volunteer service within the city, operates a business within the city
limits or is an organization that operates in Victoria; and

e Has positively contributed to Victoria’s economic, social, or cultural community.

This policy applies only to acts of official recognition by the City. City Council Members may personally congratulate
or thank any community member or organization publicly for their contribution(s) to the Victoria community during
the REPORTS/EMERGING ISSUES section of a City Council meeting.

PROCEDURES

A. The City Manager or a Council Member may request a proclamation, letter, certificate, or other official
recognition from the City for an individual or organization meeting the above criteria. The City Manager shall
seek consensus from Council before adding any new proclamations to future Council Meetings. If
proclamations have been issued by Council in the past, the City Manager may simply add the proclamation
to an upcoming agenda.

B. The City Manager will discuss new proclamation requests during individual meetings with the Council. If
there is no consensus for the recognition, the requesting Council Member or staff may add the item to
REPORTS/EMERGING ISSUES to seek direction. A vote approving or denying the requested recognition
follows the same procedure as any regular matting coming to a vote before City Council.

C. Recognition at City Council Meetings will occur during the ANNOUNCEMENTS & PROCLAMATIONS section of
the meeting.
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SCOPE |
This policy applies to City Council and City staff.

AUTHORITY

Administrative implementation of this policy after Council approval.

City of Victoria ¢ City Council

1/24/2022
Proclamations and Recognition

Page 2



City of Victoria « City Council Page 1 of 3

City Council Computer Policy Questions? Contact the

Policy No: 1.1.011 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 6/11/2012

Submitted By: Alyssa Swanson

The City Council acknowledges and agrees that the provision of a laptop to members of the City Council will assist
them in the efficient performance of their duties. This policy is adopted by the City Council and constitutes its
mutual statement of what are, and are not, appropriate uses for these important technology tools. The explicit
privileges and restrictions set forth in this policy do not attempt to cover every situation that may arise in
connection with the use of such computers, and City Council Members shall also comply with all other relevant City
policies.

A. Receipt of Computer by Council Members. The City will issue each Council Member a laptop, a charging
cable/adapter, and a protective laptop carrying case (collectively, “City computer”), which shall at all times
remain City property. The City computer will serve as each Council Member’s sole source of meeting
packets. Before being authorized to access and utilize the City computer for internet and e-mail
communication, a Council Member shall sign this policy.

Any computer accessories desired by a Council Member in addition to those provided by the City shall be
purchased by the Council Member at his or her own expense and shall remain the property of such Council
Member.

B. Care of Computer. Each Council Member is responsible for the general care of their City computer.
Each Council Member shall take reasonable steps to prevent his or her City computer from being stolen.

City computers that malfunction or are damaged must be reported to the City Manager as soon as
reasonably possible. The City will be responsible for repairing City computers that malfunction. City
computers that have been damaged accidentally or lost will be repaired or replaced by the City once with
the cost borne by the City. Any cost associated with repairing additional accidental damage or replacement
shall be covered by the Council member to which the applicable City computer was issued. Likewise, repair
or replacement costs related to damage from misuse or neglect shall be paid by the responsible Council
Member. By signing this policy, a Council Member expressly agrees to be bound by the provisions of this
Section.

C. Software on Laptop. The software and applications installed by the City must remain on the City Laptop in
usable condition and be readily accessible at all times. From time to time, the City may add or upgrade
software applications for use by Council Members such that individuals under this policy may be required to
check in their City Laptop with the City Manager for a periodic update and synching. Any software, email
messages or files downloaded via the internet into the City systems, including City Laptops, become the
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property of the City and may only be used in ways that are consistent with applicable licenses, trademarks
or copyrights. Files from sources that a Council Member may have any reason to believe may be
untrustworthy shall not be downloaded, nor shall files attached to e-mail transmissions be opened and read
unless the Council Member has knowledge that they originate from a trustworthy source. Downloaded files
and attachments may contain viruses or hostile applications that could damage the City's information
systems. If technical difficulties occur or illegal software is discovered, the City Laptop will be restored by the
City and certain information on the device may be lost. The City shall not be responsible for the loss of any
software or documents deleted due to a re-format and re-image.

A Council Member shall not do anything to gain root access to the Laptop operating system because this
can make the device less secure. Further, the illegal installation of copyrighted materials on a City Laptop is
strictly forbidden, as is the illegal transmission of copyrighted materials.

D. Acceptable Use. The City Laptop, internet and e-mail access provided by the City are tools for conducting
City business. Thus, Council Members shall use such tools primarily for City business-related purposes. All
of the City's computer systems, including the City Laptop, are public property. All documents, files and e-
mail messages created, received, stored in, or sent from any City Laptop are governed by the Minnesota
Data Practices Act and other relevant City policies regarding data storage and electronic communications.
Each City Laptop will be issued a passcode which will be provided to each Council Member.

Council Members should not use e-mail or other messaging software/applications during the course of any
public meeting.

Under no circumstance shall any City computer be used for political campaign purposes.

Council Members using the City's electronic communication systems are acting as representatives of the City
and inappropriate communications can give rise to claims of discrimination, harassment, defamation and
copyright infringement. As such, Council Members must act in such a way not to damage the reputation of
the City by creating, reviewing, storing, transmitting, or intentionally receiving communications, files, or
documents that are or could be interpreted as being intimidating, harassing, unlawful, or containing hostile,
degrading, sexually explicit, pornographic, discriminatory, or otherwise offensive references. Any
communication that violates applicable laws and regulations is not allowed.

Council Members shall have no expectation of privacy in connection with electronic communications
occurring on a City computer and shall use the devices accordingly. Users expressly waive any right of
privacy in anything they create, store, send, or receive using the City computer, City computer equipment,
City computer accessories, e-mail system, or internet access. The contents of electronic communications
sent by, between and/or to individuals using City computer may be disclosed within or outside the City
without the permission of the individual at any time deemed necessary by the City and for any purpose not
specifically prohibited by law. The City reserves the right to randomly monitor all electronic communication
occurring on City computers.
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Incidental and occasional personal use of the City's electronic communication systems via the City computer is
acceptable, provided such use does not:

¢ Interfere with the business of the City.

e Violate open meeting law.

e Resultin an expense for the City.

e Include abusive, profane or offensive language.

¢ Involve criminal activities.

¢ Involve online gambling websites.

¢ Involve the viewing or distributing of pornographic or sexually related material.

e Involve viewing or distributing material related to the intolerance of a gender, race, ethnicity or religion.

¢ Involve sending or viewing inappropriate material, as outlined in this policy, through the use of
technology (e-mail, text, internet, etc.).

e Relate to political campaigns.

e Get used by the Council Member's family member or third party.

E. Return of the City Computer
A Council Member shall return their City computer to the City Manager in good condition (reasonable wear
and tear exempted) when their term of service ends on the City Council. At such time, the City will delete all
information on each returned City computer; including restoring the device’s original settings.

CITY COMPUTER AGREEMENT

FOR CITY COUNCIL MEMBERS

[, the undersigned Council Member of the City of Victoria, have been provided a copy of the City of Victoria
Computer Use Policy and understand its contents fully. | accept and understand the terms of the policy and agree to
abide by all terms contained in it.

FOR INTERNAL PURPOSES

Recipient Name

Hardware Assigned

Recipient Signature

Serial Number Identification

Date
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Elected Official Out of State Travel Questions? Contact the

Policy No: 1.2.004 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 11/10/2005

Original Policy Date: 11/10/2005

Submitted By: Dana Hardie

The City of Victoria recognizes that its elected officials may at times receive value from traveling out of the state for
workshops, conferences, events, and other assignments. This policy sets forth the conditions under which out-of-
state travel will be reimbursed by the City. For purposes of this policy, “Council Member(s)” includes the Mayor.

A. The vent, workshop, conference or assignment must be approved in advance by City Council at an open
meeting and must include an estimate of the cost of travel. In evaluating the out-of-state travel request, the
Council will consider the following:

a. Whether the elected official will be receiving training on issues relevant to the City or his/her role.

b. Whether the elected official will be meeting and networking with other elected officials from around
the country to exchange ideas on topics of relevance to the City or on the official roles of local
elected officials.

c. Whether the elected official will be viewing a City facility or function that is similar in nature to one
that is currently operating at, or under consideration by the City where the purpose for the trip is to
study the facility or function to bring back ideas for consideration of the full Council.

d. Whether the elected official has been specifically assigned by the Council to visit another City for the
purpose of establishing a goodwill relationship such as a “sister city” relationship.

e. Whether the elected official has been specifically assigned by the Council to testify on behalf of the
City at the US Congress or to otherwise meet with federal officials on behalf of the City.

f.  Whether the City has sufficient funding available in the budget to pay the cost of the trip.

B. No reimbursements will be made for attendance at events sponsored by or affiliated with political parties.

C. The City may make payments in advance for airfare, lodging and registration if approved by the Council,
otherwise all payments will be made as reimbursements to the elected official.

D. Airfare will be reimbursed at the coach rate.
E. Mileage will be reimbursed at the IRS rate. If two or more Council Members travel together by car, only the
driver will receive the reimbursement. The City will reimburse for the cost of renting a vehicle if necessary,

to conduct City business.

F. Lodging and meal costs are limited to those that are reasonable and necessary.
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G. Receipts are required for lodging, airfare and meals and should include an itemized list of the expenses. It is

not necessary to have receipts for cabs and tips in a reasonable amount. The expense report form shall be
submitted to the finance department for payment.

H. The City will not reimburse for alcoholic beverages, personal phone calls, costs associated with the

attendance of a family member, rental of luxury vehicles, meal expenses included in the cost of registration
or recreation expenses.

This policy applies to all elected officials for the City of Victoria.

AUTHORITY

Administrative implementation of this policy after Council approval.
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Park & Facility Naming Policy Questions? Contact the

Policy No: 2.1.001 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 7/26/2021

Original Policy Date: 6/15/2009

Submitted By: Alyssa Swanson

To establish uniform procedures and criteria for the naming of City-owned parks, facilities and sub-facilities located
in the City of Victoria.

DEFINITION |

Park: City-owned parks, recreation and open space areas, and trails.

Major Facility: City-owned buildings, structures, and major parks facilities (i.e. shelters, athletic fields) built for
permanent use.

Sub-Facility: Minor City-owned structures within a Park or Major Facility, including but not limited to benches, trees,
pavilions, tennis courts, picnic tables, plazas, or meeting rooms.

Commemorative Naming: The naming or renaming of a park, major facility or sub-facility after a person, persons,
or family.

POLICY

The City Council has the final authority to name City-owned parks, major facilities and sub-facilities according to the
procedures and criteria established below.

General Naming Criteria and Guidelines.

To be considered a qualifying name, the proposed name for a park, major facility or sub-facility must satisfy at least
one of the following criteria:

A. Environmental Criteria:
A Park, Major Facility or Sub-Facility may be named for a predominant plant material, wildlife, stream, or
waterway adjacent to or in close proximity to the location.

B. Geographic Location Criteria:
A Park, Major Facility or Sub-Facility may be named for the school on which it is located, the street it is
adjacent to, or the development which it is located in. Naming may also be based on a specific place,
neighborhood, regional area or the City itself if the Park, Major Facility or Sub-Facility is deemed to serve the
entire community or the surrounding area.

C. Historical/Symbolic Criteria:
A Park, Major Facility or Sub-Facility may be named for a historical place, event or other instance of cultural
significance. Parks, Major Facilities or Sub-Facilities may also qualify for Commemorative Naming based on
local, State and/or National historical individual, families, organization or entities who, for historical or
symbolic reasons, have contributed to the community. To qualify for Commemorative Naming under the
historical/symbolic criteria, naming shall be limited to those deceased for a minimum of one year. When
considering individuals or families under this category, criteria will include their character, service to the
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community, leadership and inspiration to others. Commemorative Naming within this category may be
subject to the procedures of “Procedures for Commemorative Naming” located later in this policy or may fall
under the City's Community Builder Program policy (Policy No. 2.1.002).

D. Civic Contributions Criteria:
Individuals may qualify for Commemorative Naming, and can either be living or deceased, based on
multiple years of service to the community and in consideration of their positive impact on the development
and well-being of the entire community. These decisions should be made objectively, without consideration
to illness, misfortune or incidents creating emotional responses. Organizations should be selected according
to the same criteria. Commemorative Naming within this category will be subject to the procedures of
“Procedures for Commemorative Naming” located later in this policy or may fall under the City's Community
Builder Program policy (Policy No. 2.1.002).

E. Major Donations and Sponsorships
From time to time, a significant donation may be made to the City that will add considerable value to the
City's parks and recreation system. On such occasions, recognition of this donation by Commemorative
Naming of a Park, Major Facility or Sub-Facility in honor of or at the request of the donor. Qualification will
be considered subject to the criteria and procedures in this Policy. Commemorative Naming within this
category may be subject to the procedures of “Procedures for Commemorative Naming” located later in this

policy.

Restrictions on the Naming of Parks, Major Facilities and Sub-Facilities.
A. Names that duplicate or that are very similar to existing Parks, Major Facilities or Sub-Facilities in the City
system should not be considered in order to avoid confusion.

B. Names that might be considered discriminatory or derogatory will not be considered.

C. Names shall not advocate for or promote a current political figure, political affiliation, ideology or religion.

Satisfying one or more of the eligibility criteria listed above does not assure approval from the City Council. The City
understands there are other categories for naming, and would not exclude them from consideration.

PROCEDURES |

The following procedures are intended to implement the spirit of this policy and are not meant to be all-inclusive:

A. Procedures for Parks and Major Facilities

a. All requests for naming for all or a portion of Parks and/or Major Facilities are to be submitted in
writing with supporting documentation.

b. The Park and Recreation Committee will receive and consider suggestions from the community and
City staff.

¢. Should the committee recommend the City Council consider a name for all or a portion of a Park or
Major Facility, the City Manager will schedule a discussion at a workshop and/or City Council
meeting for direction/approval.

d. The City Council has the final authority for approving the naming of all or portion of a Park or Major
Facility.

i. As aresult of approved naming, signs, plaques and markers that are requested must be in
accordance with Victoria Zoning Code. The level of acknowledgement, and its location, size,
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writing, materials, etc. requires approval by the designated City Staff and should be designed
to blend with/complement the existing Park or Major Facility.

B. Procedures for Sub-Facilities
a. Allrequests for naming a Sub-Facility are to be submitted in writing with supporting documentation.
b. Minor recognitions, such as acknowledging donations or small memorials (benches, trees,
equipment, etc.) will require acknowledgement by the Parks and Recreation Committee and
approval by the City Council as part of their Consent Agenda.
c. Small plagues acknowledging a donation or a memorial may be affixed to the donated item,
proportionate to the physical size of the donated item or fiscal amount of the contribution.

i. As aresult of approved naming, signs, plaques and markers that are requested must be in
accordance with Victoria Zoning Code. The level of acknowledgement, and its location, size,
writing, materials, etc. requires approval by the designated City staff and should be designed
to blend with/complement the existing Sub-Facility.

C. Procedures for Non-Park Facilities

a. Allrequests for naming for all or a portion of Major Facilities or Sub-Facilities that are not park-
related are to be submitted in writing with supporting documentation.

b. The City Manager shall convene an internal review committee to review the request and determine
whether the supporting documentation meets eligibility criteria. The internal review committee may
include some or all members of a City advisory board or Commission.

c. Should the committee recommend the City Council consider a name for all or a portion of a Major
Facility or Sub-Facility, the City Manager will schedule a discussion at a workshop and/or City
Council meeting for direction/approval.

d. The City Council has the final authority for approving the naming of all or portion of a non-park
related Major Facility or Sub-Facility.

i. As aresult of approved naming, signs, plaques and markers that are requested must be in
accordance with Victoria Zoning Code. The level of acknowledgement, and its location, size,
writing, materials, etc. requires approval by the designated City staff and should be designed
to blend with/complement the existing facility.

D. Procedures for Commemorative Naming
a. The City may consider naming or renaming a Park, Major Facility or Sub-Facility after a person,
persons, or family. The following guidelines are to ensure that there is a clear, and efficient process
using criteria to determine the validity of a commemorative name and community participation in
the process.
b. All requests for Commemorative Naming for all or a portion of Parks, Major Facilities or Sub-
Facilities are to be submitted in writing with supporting documentation.
¢. The City Manager shall convene an internal review committee to review the request, determine
whether the supporting documentation meets eligibility criteria, conduct reference checks (as
applicable), discuss/follow up with the nominator/nominee and City departments (as applicable),
and begin a public input process.
i. In cases where there is no public opposition, the committee may recommend the
Commemorative Naming application to City Council for consideration.
ii. Where public opposition exists, the committee shall reconvene and consider the public input
before determining whether to bring a nominee forward for Council consideration.
Opposition is defined as a clear expression that the nominee does not meet the criteria for
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commemoration as outlined in this policy. Opposition does not include general comments in
opposition to the principles of the policy.

d. Should the committee recommend for Council consideration Commemorative Naming for all or a
portion of a City Park or Facility, the City Manager will schedule a discussion at a workshop and/or
City Council meeting for direction/approval.

e. The City Council has the final authority for approving the Commemorative Naming of all or portion
of a City Park or Facility.

f.  Upon Council approval, the City Manager will begin implementation of the approved
commemorative name. This involves final notification to the nominator and nominee and an official
unveiling ceremony for the nominee with the presentation of a plaque or other designation to be
erected at the site, indicating the name as well as its significance for commemoration.

i. As aresult of approved naming, plaques and markers that are requested must be in
accordance with Victoria Zoning Code. The location, size, writing, materials, etc. requires
approval by the designated City staff and should be designed to blend with/complement the
existing Park or Facility.

E. Procedure for Donations and Sponsorships
a. Acceptability of Donations and Sponsorships for Naming and Renaming
Acceptance of any donation or sponsorship will follow Policy # 2.2.005 Comprehensive Purchasing
Policy Guidelines.

b. Naming Opportunities for Donations and Sponsorships
Parks, Major Facilities and Sub-Facilities may be named in honor of an individual, group,
organization, association, company, or business that has been instrumental in acquiring sites either
by donation of land or money (enough to purchase the entire site) or who has donated the amount
of land or money needed to complete development of a site.

Donations of materials, equipment, or funds having a value of less than $20,000 that are not for a
City Park or Major Facility, the City Manager may accept the donation and request in accordance
with the processes set forth in this Policy and will follow the City’s donation policy to accept the
donation. The offer and acceptance of a donation does not necessarily ensure or confer upon such
donor a naming opportunity.

Proposed donations of $20,000 or greater or that are for a City Park or Major Facility will be
forwarded to the City Council for consideration and acceptance. Donations of land to be used for the
development of parks or recreation facilities will be forwarded to the Parks and Recreation
Committee for consideration. If recommended by the Parks and Recreation Committee, donations
of land will be referred to the City Council for consideration and acceptance.

The City will assume ownership, control, and maintenance of any donated property or item unless
the conditions of acceptance, as determined by the City, provides otherwise. The City is not
obligated to repair or replace any donated property or item that is damaged or destroyed for any
reason, such as by vandalism or theft or, in the case of live plants, if they die.
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Further, unless the conditions of acceptance, as determined by the City, provide otherwise, the City
will decide when changes shall be made to any City facility, with no assurance that a donated item
will be retained.

The City reserves the right to remove and/or relocate any donated item at any time. However, if a
donated item(s) needs to be removed, the City will make every reasonable attempt to relocate the
item(s), if a need for such item(s) exists at another City facility. The City will attempt to notify the
donor of any changes as they occur.

F. Multiple Names
In instances where multiple names have been submitted for a single street, park or facility, the review
committee may select one or more proposal(s) to move forward for public input and/or Council's
consideration.

G. Procedures for Renaming
a. The renaming process for a City Park, Major Facility or Sub-Facility shall be identical to the naming
process as described in Section A, Section B, Section C, and Section D of this policy.
b. City Council has the final authority for approving the commemorative renaming of a City Park, Major
Facility or Sub-Facility.
¢. The renaming of an existing commemoration shall be subject to a 60-day public consultation period.

H. Exceptions
Outside of this policy, the City Council may assign a commemorative name by resolution.

This policy applies to all staff and elected officials.

AUTHORITY

Administrative implementation after Council approval.
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Community Builder Program Policy Questions? Contact the

Policy No: 2.1.002 Communications & Public Engagement Manager
kgrahl@ci.victoria.mn.us

Effective Date: 7/26/2021

Original Policy Date: 7/26/2021

Submitted By: Kendra Grahl

The City of Victoria desires to recognize an individual, group, business or organization that has, through their
outstanding volunteerism or exemplary action, demonstrated an extraordinary commitment to making Victoria a
better place today and for the future. This may include life-long service, outstanding acts of kindness, inspiring
charitable work, community building or any other exemplary achievements.

The purpose of this policy is to ensure there is a clear, and efficient process using criteria to determine to nominate,
select and recognize community builders in Victoria.

Any youth, adult, senior or group, business, or organization - who (in the past or presently) live, operate a business,
or volunteer in Victoria and meet one or more of the following criteria are eligible for nomination:

e have volunteered time and efforts to benefit others in our community

e have demonstrated excellence, courage or exceptional service to the citizens of Victoria

e have worked to foster sense of community making and meaningful difference to Victoria

e whose contribution(s) have significantly impacted Victoria

e who represent historical significance to the community, the City of Victoria, the State of Minnesota or the
United States

Members of City Council, City staff or members of the public may nominate individuals, groups, businesses, or
organizations.

The City of Victoria will accept nominations for the Community Builder Program throughout the year but the Council
will select and name only one recipient annually. Nominations for consideration must be received by March 31 for
consideration in June of the same year. Nominations received after March 31 will be considered for the following
year.

Employees of the City of Victoria and individuals serving (or who have served) on the City's committees, boards, task
forces, and commissions are eligible for the Community Builder Program provided their nomination is not an
extension of their role as an employee, or committee, board, task force, or commission representative.

An individual, group, organization or business may be nominated more than once for the same or different service,
activity or achievement, etc. However, an individual, group organization or business may not be recognized as a
Community Builder more than once for the same service, activity, or achievement, etc. Victoria City Council reserves
the right to terminate the Community Builder Award before its closed date without any obligation to indemnify
applicants. Further, City Council has the right to decide not to award the Community Builders Award if no
applications are received, if no applications meet the eligibility criteria or if no applications are recommended by
internal committees.
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PROCEDURES

The following procedures are intended to implement the spirit of this policy and are not meant to be all-inclusive:

A. Nominations may be completed online and will be accepted throughout the year.
B. Nominations are valid for up to one year after submission, during which time the nominee may be selected
to be recognized.
C. The City Manager shall convene an internal review committee to review the nominations, determine
whether the supporting documentation meets the criteria for consideration and conduct reference checks.
a. The City Manager shall bring forth nominations that meet eligibility criteria to a City Council Meeting
for nominations for the Community Builder Program.
b. The City Council has the final authority for awarding recipients in the Community Builders Program.
c. A nominator and nominee will be informed that the internal review committee is recommending the
nominee for Council consideration and will provide the nominator and nominee with the date, time,
and location of when the nominations will be discussed and considered by Council.

Award recipients will be recognized through City of Victoria’s media channels and conduct an official unveiling
ceremony for the recipient - scheduled for June. City staff will follow up with the recipient and nominator with event
details.

This policy applies to all staff and elected officials.

AUTHORITY

Administrative implementation after Council approval.
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Data Practices Questions? Contact the

Policy No: 2.1.003 city clerk
cettesvold@ci.victoria.mn.us

Effective Date: 1/10/2022

Original Policy Date: 1/10/2022

Submitted By: Claudia Ettesvold

PURPOSE

Minnesota Statutes, Chapter 13, known as Minnesota Government Data Practices Act (Data Practices Act), govern all
data and similar information collected, created, received, maintained, or disseminated by the City of Victoria (City).
Generally, the Data Practices Act presumes that all Government Data are public unless a State or Federal law
provides for a different classification. It also requires the City to prepare a written data access policy and update it
at least annually, if needed.

The Data Practices Act provides that the City must maintain all Government Data in a manner that makes it easy for
public inspection and access. The Data Practices Act regulates what information may be collected, who has access
to that information, the duties of government personnel in administering its provisions, procedures for access to
and classifying data, civil penalties for violations and the fees associated with fulfilling any request for Government
Data. This Data Practices Policy (Policy) addresses both public and non-public data procedures as required by the
Data Practices Act and Advisory Opinions offered by the Minnesota Department of Administration and other State
agencies, as applicable.

POLICY

Responsible Authority and Data Practices Compliance Official. The Data Practices Compliance Official is the
designated employee of the government entity to whom persons may direct questions or concerns regarding
problems in obtaining access to data or other data practices problems. The City Council has by separate resolution
appointed the City's Responsible Authority and the Compliance Official for the Act. By written order, the
Responsible Authority may designate any City employee as their designee to be in charge of individual files or
systems containing government data and to receive and comply with requests for government data.

All questions regarding this policy should be directed to the City’'s Responsible Authority/Data Practices Designee.

Claudia Ettesvold Compliance Official: =~ Dana Hardie

City Clerk City Manager

1670 Stieger Lake Lane 1670 Stieger Lake Lane
Victoria, MN 55386 Victoria, MN 55386
952-443-4216 (office) 952-443-4211
cettesvold@ci.victoria.mn.us dhardie@ci.victoria.mn.us

DATA PRACTICE FOR PUBLIC

How to Request Public Data

Anyone may make an appointment to look at (inspect) data at City Hall (1670 Stieger Lake Lane) or request copies of
public data that the City keeps. You may make your request by filling out an online form or one prescribed by the
City.
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You are not required to identify yourself or explain the reason for your data request. However, you may need to
provide some personal information for practical reasons (for example: if you want us to mail copies to you, you
need to provide us with an address or P.O. Box). If we do not understand your request and have no way to contact
you, we cannot respond to your request.

How We Will Respond to Your Data Request

Upon receiving your request, we will review it.

a) We may ask you to clarify what data you are requesting.

b) If we do not have the data, we will notify you as soon as possible.

c) If we have the data, but we prohibited by law to provide it to you, we will tell you as soon as reasonably
possible and identify the law that prevents us from providing the data.

d) If we have the data, and the data is public, we will respond to your request within a reasonable amount of
time by doing one of the following:

e) Arrange a date, time, and place for you to inspect the data at our offices; or

f)  Email you the requested information.

g) Ifthereis a cost associated with the request, we will contact you with an estimate that will need to be paid
prior to fulfilling the request.

h) You may choose to pick up your copies, or we will mail or email them to you. We will provide electronic
copies (such as email or CD-ROM) upon request, if we keep the data in that format and we can reasonably
make a copy.

i) Response time may be impacted by the size and/or complexity of your request, and also by the number of
requests made in a given period of time.

j)  Once the data has been sent to you, we consider the request fulfilled.

If you do not understand some of the data (technical terminology, abbreviations, or acronyms), please tell the
person who provided the data to you. We will give you an explanation if you ask.

The Data Practices Act does not require us to create or collect new data in response to a data request, or to provide
data in a specific form or arrangement if we do not keep the data in that form or arrangement. For example, if the
data you request is on paper only, we are not required to create electronic documents to respond to your request.
If we agree to create data in response to your request, we will work with you on the details of your request,
including cost and response time.

We are also not required to respond to questions that are not about your data requests, or requests for
government data.

Requests for Summary Data

Summary data are statistical records or reports created by removing identifying information about individuals from
entirely private or confidential data.

You may use the data request form to request summary data. We will respond to your request after payment has
been made and staff has been able to obtain the data for this service.
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DATA REQUEST FOR DATA SUBJECTS ‘

What is a “Data Subject"?

When government has information recorded in any form (paper, hard drive, voicemail, video, email, etc.), that
information is called “government data” under the Government Data Practices Act (Minnesota Statutes, Chapter 13).
When we can identify you in government data, you are the “data subject” of that data. The Data Practices Act gives
you, as a data subject, certain rights. This policy explains your rights as a data subject, and tells you how to request
data about you, your minor child, or someone for whom you are the legal guardian.

Classification of Data About You

The Government Data Practices Act presumes that all government data are public unless a state or federal law says
that the data is not public. Government data about an individual have one of three “classifications.” These
classifications determine who is legally allowed to see the data. Data about you are classified by state law as public,
private, or confidential. Here are some examples:

A. Public Data. The Data Practices Act presumes that all government data are public unless a state or federal
law says that the data are not public. We must give public data to anyone who asks. It does not matter who
is asking for the data or why the person wants the data. For example, your name on an application for a
permit from the City is public data.

B. Private Data. We cannot give private data to the general public. We can share your private data with you,
with someone who has your permission, with our government entity staff whose job requires or permits
them to see the data, and with others as permitted by law or court order. For example, a City employee’s
Social Security Number is private data.

C. Confidential Data. Confidential data have the most protection. Neither the public nor you can access
confidential data even when the confidential data is about you. We can share confidential data about you
with our government entity staff who have a work assignment to see the data, and to others as permitted by
law or court order. For example, your identity as a mandated reporter of child abuse or neglect is
confidential data.

Your Rights Under the Government Data Practices Act

As a data subject, you have the following rights.

A. Access to Your Data. You have the right to look at (inspect), free of charge, public and private data that we
keep about you. You also have the right to get copies of public and private data about you. The Data
Practices Act allows us to charge for copies. You have the right to look at data, free of charge, before
deciding to request copies.

Also, if you ask, we will tell you whether we keep data about you and whether the data are public, private, or
confidential. As a parent, you have the right to look at and get copies of public and private data about your
minor children (under the age of 18). As a legally appointed guardian, you have the right to look at and get
copies of public and private data about an individual for whom you are appointed guardian. Minors have
the right to ask us not to give data about them to their parent or guardian. If you are a minor, we will tell you
that you have this right. We will ask you to put your request in writing and to include the reasons that we
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should deny your parents access to the data. We will make the final decision about your request based on
your best interests.

B. When We Collect Data from You. When we ask you to provide data about yourself that is not public, we
must give you a notice called a Tennessen warning. The notice controls what we do with the data that we
collect from you. Usually, we can use and release the data only in the ways described in the notice.

We will ask for your written permission if we need to use or release private data about you in a different
way, or if you ask us to release the data to another person. This permission is called informed consent.

If you want us to release data to another person, you must use the consent form we provide.

C. Protecting Your Data. The Data Practices Act requires us to protect your data. We have established
appropriate safeguards to ensure that your data is safe.

In the unfortunate event that we determine a security breach has occurred and an unauthorized person has
gained access to your data, we will notify you as required by law.

D. When Your Data is Inaccurate or Incomplete. You have the right to challenge the accuracy and/or
completeness of public and private data about you. You also have the right to appeal our decision. If you are
a minor, your parent or guardian has the right to challenge data about you.

How to Make a Request for Your Data

You can ask to look at (inspect) data at City Hall (1670 Stieger Lake Lane) or ask for copies of data that we have
about you, your minor child, or an individual for whom you have been appointed legal guardian.

You can ask to look at (inspect) data at City Hall (1670 Stieger Lake Lane) or ask for copies of public data that we
keep.

You may make your request by filling out an online form or one prescribed by the City. City staff may not be able to
accommodate walk-in requests so making an appointment in inspect data is strongly encouraged.

We require proof of your identity before we can respond to your request for data. If you are requesting data about
your minor child, you must show proof that you are the minor’s parent. If you are a legal guardian, you must show

legal documentation of your guardianship. Please see Appendix 1: Standards for Verifying Identity. If you do not
provide proof that you are the data subject, we cannot respond to your request.

How We Respond to a Data Request

Unless the data is private data about you, the City has reasonable time to respond to your request but will try to
complete your request as swiftly as we are able. Upon receiving your request, we will review it.

A. We may ask you to clarify what data you are requesting.
B. We will ask you to confirm your identity as the data subject.

C. If we do not have the data, we will notify you within 10 days by email.
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D. If we have the data, but the data are confidential or not public data about someone else, we will notify you
within 10 business days and identify the law that prevents us from providing the data.

E. If we have the data, and the data are public or private data about you, we will respond to your request
within 10 business days by doing one of the following:
a. Arrange a date, time, and place to inspect data in our offices, for free; or
b. Provide you with the data within 10 business days. You may choose to pick up your copies, or we will
mail them to you. We will provide electronic copies (such as email or CD-ROM) upon request if we
keep the data in electronic format.

F. We will provide notice to you about our requirement to prepay for copies.

G. Following our response, if you do not make arrangements within 15 business days to inspect the data or pay
for the copies, we will conclude that you no longer want the data and will consider your request closed.

H. After we have provided you with your requested data, we do not have to show you the same data again for
six months unless there is a dispute about the data or we collect or create new data about you.

If you do not understand some of the data (technical terminology, abbreviations, or acronyms), please tell the
person who provided the data to you. We will give you an explanation if you ask.

The Data Practices Act does not require us to create or collect new data in response to a data request, or to provide
data in a specific form or arrangement if we do not keep the data in that form or arrangement. For example, if the
data you request are on paper only, we are not required to create electronic documents to respond to your request.
If we agree to create data in response to your request, we will work with you on the details of your request,
including cost and response time.

In addition, we are not required to respond to questions that are not about your data requests, or that are not
requests for government data.

(SECURITYOFNOTPUBLICDATA

Legal Requirement

The adoption of this policy by the City of Victoria satisfies the requirement in Minnesota Statutes, section 13.05,
subd. 5, to establish procedures ensuring appropriate access to not public data. By incorporating employee access
to not public data in the City's Data Inventory (required by Minnesota Statutes, section 13.025, subd. 1), in the
individual employee’s position description, or both, the City's policy limits access to not public data to employees
whose work assignment reasonably requires access.

Procedures Implementing This Policy

Under the requirement in Minnesota Statutes, section 13.025, subd. 1, the City of Victoria has prepared a Data

Inventory which identifies and describes all not public data on individuals maintained by the City. See Appendix 2.
To comply with the requirement in section 13.05, subd. 5, the City has also modified its Data Inventory to represent
the employees who have access to not public data. In the event of a temporary duty as assigned by a supervisor, an
employee may access certain not public data, for as long as the work is assigned to the employee.
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Data Sharing with Authorized Entities or Individuals

State or federal law may authorize the sharing of not public data in specific circumstances. Not public data may be
shared with another entity if a federal or state law allows or mandates it. Individuals will have notice of any sharing
in applicable Tennessen warnings (see Minnesota Statutes, section 13.04) or the City will obtain the individual's
informed consent. Any sharing of not public data will be strictly limited to the data necessary or required to comply
with the applicable law.

Ensuring that Not Public Data is Not Accessed Without a Work Assignment

Within the City, divisions may assign tasks by employee or by job classification. If a division maintains not public
data that all employees within its division do not have a work assignment allowing access to the data, the division
will ensure that the not public data are secure. This policy also applies to divisions that share workspaces with other
divisions within the City where not public data are maintained.

Recommended actions for ensuring appropriate access include:

a) Assigning appropriate security roles, limiting access to appropriate shared network drives, and
implementing password protections for not public electronic data

b) Password protecting employee computers and locking computers before leaving workstations

c) Securing not public data within locked workspaces and in locked file cabinets

d) Shredding not public documents before disposing of them

Penalties for Unlawfully Accessing Not Public Data

The City will utilize the penalties for unlawful access to not public data as provided for in Minnesota Statutes,
section 13.09, if necessary. Penalties include suspension, dismissal, or referring the matter to the appropriate
prosecutorial authority who may pursue a criminal misdemeanor charge.

COPY COSTS AND PAYMENT ‘

The City of Victoria charges members of the public for copies of government data. These charges are authorized
under Minnesota Statutes, section 13.03, subdivision 3(c).

Pre-payment is mandatory for all requests for which fees are charged. Additionally, if a data request will result in
voluminous numbers of documents, the City will require a deposit prior to copying data. If the cost of providing the
copies is less than the deposit amount, you will receive a refund of the unused deposit amount. If the cost of
providing the copies exceeds the deposit amount, you are responsible for the remaining balance before the copies
will be provided to you. You must pay the deposit amount before the City will begin working on your request.

For 100 or Fewer Paper Copies - 25 Cents Per Page
100 or fewer pages of black and white, letter or legal size paper copies cost 25¢ for a one-sided copy, or 50¢
for a two-sided copy.

For 100 or More Paper Copies, or Most Other Types of Copies - Actual Cost

The charge for most other types of copies, when a charge is not set by statute or rule, is the actual cost of
searching for and retrieving the data, and making the copies, or electronically transmitting the data (e.g.
sending the data by email).
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In determining the actual cost of making copies/providing data, the City considers factors including but not limited
to:

A. Staff time to:
a. retrieve documents (except when the subject of the data is making the request);
b. make, certify and compile copies/data;
c. sortand label documents only if necessary to identify the data to be copied/sent;
d. remove staples or paper clips;

Please note: the cost of employee time to search for data, retrieve data, and make copies should generally not
exceed those of the lowest-paid employee who can complete the task performed. However, if, because of the
subject matter of your request, we find it necessary for a higher-paid employee to search for and retrieve the data,
we will calculate the search and retrieval portion of the copy charge at the higher salary/wage

B. Materials (paper, copier ink, staples, magnetic tapes, CD's or DVD's, thumb drives, etc.);

C. Special costs associated with making copies from computerized data, such as writing or modifying a
computer program to format data;

D. Mailing costs; and/or

E. Costs to pay an outside vendor (including transportation to and from the vendor if stored off-site) and if
your request is for copies of data that we cannot reproduce ourselves, such as photographs.

SCOPE

This policy applies to all requests made to the City of Victoria.

AUTHORITY

Administrative implementation of policy. Minnesota Government Data Practices Act.

APPENDIX 1: STANDARDS FOR VERIFYING IDENTITY

To be completed by staff member responding to data request:

A. The following constitute proof of identity:
a. An adultindividual must provide a valid photo ID, such as

i. adriver's license

ii. astate-issued ID

iii. atribal ID

iv. amilitary ID

V. apassport

vi. the foreign equivalent of any of the above

b. A minor individual must provide a valid photo ID, such as
i. adriver's license
ii. astate-issued ID (including a school/student ID)

City of Victoria * Administration 1/10/2022
Data Practices Page 7



iii. atribal ID

iv. amilitary ID

V. apassport

vi. the foreign equivalent of any of the above

C. The parent or guardian of a minor must provide a valid photo ID and either
i. a certified copy of the minor’s birth certificate or
ii. a certified copy of documents that establish the parent or guardian’s relationship to the
child, such as
iii. a court order relating to divorce, separation, custody, foster care
iv. a foster care contract
v. an affidavit of parentage

d. The legal guardian for an individual must provide a valid photo ID and a certified copy of
appropriate documentation of formal or informal appointment as guardian, such as:
i. courtorder(s)
ii. valid power of attorney

Note: Individuals who do not inspect data or pick up copies of data in person may be required to provide either notarized
or certified copies of the documents that are required or an affidavit of ID.
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APPENDIX 2: DATA INVENTORY

Name of Record, File, b _— e Sl ] Citation for S S,
escription ata Classification e mployee Work Access
Form or Data Type P Classification ploy

General

Audit Data Data relating to an audit, examination or investigation Protected Non-public/ = Minn. Stat. 8§ Certain employees on an as-
performed by the state auditor. Data provided for Confidential 6.715, subd. 5 needed as part of specific work
purpose of review and verification must be protected assignments.
from unlawful disclosure.

Business Data Data by a business requesting financial assistance or Private/Non-public Minn. Stat. 8 Certain employees on an as-
benefits financed by public funds. Data becomes public 13.591 needed as part of specific work
when public assistance is provided or the business assignments.
receives assistance from the City, except that business
plans, income and expense projections not related to
assistance, customer lists, tax returns and design,
market and feasibility studies not paid for with public
funds remain private or nonpublic.

City Attorney Records Use, collection, storage and dissemination of data by Confidential Minn. Stat. 8 City Manager, City Clerk,
the city attorney is governed by statutes, rules and 13.393 certain employees on an as-needed
professional standards concerning litigation, evidence as part of specific work
and professional responsibility. Attorney-client and assignments.
work product privilege documents are confidential.

Civil Investigative Data Data collected as part of an active investigation Confidential/Protected = Minn Stat. § 13.39  City Manager, City Clerk, certain
undertaken to commence or defend pending civil Non-public/Not Public/ employees on an as-needed as part
litigation, or which are retained in anticipation of Public of specific work assignments.
pending civil litigation.

Council Meetings with A part of a meeting must be closed is expressly Private/Public Minn Stat. § City Manager, City Clerk, Assistant

Data Classified as required by other law or if the certain types of data are 13D.05 to the City Manager, IT Manager,

Nonpublic discussed: alleged victims or reporters of criminal certain employees on an as-needed
sexual conduct, domestic abuse, maltreatment of as part of specific work
minors/vulnerable adults, active investigative data as assignments.
defined in Minn. Stat. 13.82, subd. 7, internal affairs
data relating to law enforcement misconduct,
educational, health, medical, welfare, or mental health
data not public under Minn. Stat. §8 13.32; 13.3805,
subd. 1; 13.384; or
13.46, subd. 2, 7.

Elected Officials Correspondence between individuals and elected Private/Public Minn Stat. § City Manager, City Clerk, Assistant

Correspondence officials is private data on individuals, but may be made 13.601, subd. 2 to the City Manager, IT Manager
public by either the sender or recipient.
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Financial Disclosure
Statements

Grants

Identity of Employees
Making Complaints

Internal Competitive
Response

Internal Auditing Data

Judicial Data

Personal Contact and
Online Account
Information

Pleadings

Statements of elected or appointed officials which, by
requirement by the City, are filed with the City are
public data on individuals.

Data created by state agency providing grants and
persons/agencies that apply for or receive grants.

The identity of an individual who reports to any
governmental body or law enforcement official a
violation or suspected violation by their employer of
any federal state law or rule.

Bid/proposal for goods/services prepared by staff of
government entity competing with those solicited by
the same entity from the private sector or different
entity from the private sector is private or nonpublic
until completion of the selection or evaluation process
at which time the data are public with trade secret
exception (Minn. Stat. § 13.37).

Data, notes, preliminary drafts or reports created,

collected and maintained by the internal audit offices of

the City of by person performing audits for the City
and relating to an audit or investigation; data on an
individual supplying information for an audit or
investigation, under certain circumstances.

Judicial branch data disseminated to the city has the
same classification in the hands of the city as it had in
the hands of judicial branch providing it.

Data on individual kept by City for notification purposes

or as part of subscription list for the City's electronic
periodic publications as requested by individual.
Includes phone numbers, email, internet usernames
and passwords, IP addresses, and other similar data
related to the individual's online account or access
procedures. Data may only be used for the specific

purpose for which person provided the data. Does not

include data submitted for purposes of making public
comment.
Pleadings in a lawsuit by or against the City
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Public

Non-public/Private

Private

Private/Non-public

Confidential/Private/
Protected Non-public/
Public

Confidential/Private/
Protected Non-public/
Public

Private

Public

Minn Stat. 8§
13.601, subd. 1

Minn. Stat. 8§
13.599

Minn. Stat. 88§
181.932, subd. 2;
13.7905, subd.
5(b)

Minn. Stat. 8§
13.591, subd. 5;
13.37

Minn. Stat. §
13.392

Minn. Stat. §
13.03, subd. 4(e)

Minn. Stat. 8§
13.356; 13.04,
subd., 2

Minn. Stat. §
13.03, subd. 12

City Manager, Finance/HR Director,
City Clerk, Assistant to the City
Manager, IT Manager

Certain employees on an as-
needed as part of specific work
assignments.

City Manager, Finance/HR Director,
HR Technician

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

certain employees on an as-needed
as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.
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Requests for Proposals

Sealed Bids

Security Information

Service Cooperative
Claims Data

Social Security Numbers

State Auditor Data

RFP's are not public data until the response are
opened. Once opened, the name of the responder is
public. All other data in the RFP are private/nonpublic
until completion of the evaluation process. After the
process is completed, all remaining data are public with
the exception of trade secret data. If all responses to
RFP are rejected before completing evaluation process,
all data, other than that made public at the opening,
remain private or nonpublic until a resolicitation for
RFP’s results in the completion of the evaluation
process, or purchase is abandoned. If resolicitation
does not occur within one year of the proposal opening
data, the remaining data become public.

Sealed bids, including the number of bids received,
prior to opening.

Data which if disclosed would be likely to substantially
jeopardize the security of information possessions,
individuals or property against theft, tampering,
improper use, physical injury, etc. Includes crime
prevention block maps and lists of volunteers in
community crime prevention programs and their home
addresses and numbers, but these may be
disseminated among other volunteers. If City denies a
data request based on security information, the City
must, upon request provide a short description
explaining the necessity for classification.

Claims experience and all related information received
from carriers and claims administrators participating in
a group health or dental plan, including long-term
disability plan offered through Minnesota service coops
and plan participant survey information. Exception
applies, see statute.

Social security numbers of individuals, whether in
whole or in part. City cannot mail or deliver an item
that displays a social security number on the outside of
or otherwise visible on the item.

Data relating to audit conducted by the State Auditor’s
office for purpose of review and verification of the data,
prior to publication of the final report of the audit.

Final report is public.
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Private/Non-public/
Not-public/Public

Private/Non-public

Private/Non-public

Non-public

Private

Confidential/Protected
Non-public

Minn. Stat. 88
13.591, subd. 3(b);
13.37

Minn. Stat. § 13.37

Minn. Stat. § 13.37

Minn. Stat. 8§
13.203

Minn. Stat. §
13.355

Minn. Stat. §
6.715, subd. 5

Certain employees on an as-
needed as part of specific work
assignments.

City Clerk

Certain employees on an as-
needed as part of specific work
assignments.

City Manager, Finance/HR Director,
HR Technician

City Manager, Finance/HR Director,
City Clerk, HR Technician, certain
employees on an as-needed as part
of specific work assignments.
certain employees on an as-needed
as part of specific work
assignments.
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Trade Secret Information

Administration
Absentee Ballots

Assessor’'s Data

Candidates for Election
to City Council

Computer Access Data

Deferred Assessment
Data

Federal Contracts Data
Municipal Bonds
Register Data

Parking Space Leasing
Data

Formula, pattern, compilation, program, device,
method or process 1) supplied by person or
organization; 2) that is the subject of efforts that are
reasonable to maintain its secrecy; and 3) derives
economic value from not being generally known to, or
readily ascertainable by proper means by other
persons who could obtain economic value from its
disclosure or use.

Sealed absentee ballots before opening by an election
judge.

Data on sales sheets from private multiple listing
services organizations, income information on persons
used to determine Minn. Stat. 8 273.126 class 4(d)
property classification; and specified data regarding
income properties.

Data about an individual candidate for election to the
City Council is public. Affidavit of candidacy must state
an address of residence and phone number. Candidate
may request that the address be private data by
certifying the police report has been submitted or an
order for protection has been issued regarding
candidate’s or family’s safety.

Data about a person’s access to the City's computer for
the purpose of: 1) gaining access to data or
information; 2) transferring data or information; or 3)
using government services.

Collected pursuant to Minn. Stat. 8 435.193, indicating
amount or location of cash or other valuables kept in
homes of applicants for deferred assessment.

All data collected and maintained by the City when
required to do so by a federal agency as part of its
contract with the City.

Data regarding ownership of municipal obligations.

Data on applicants for or lessee of a parking space is
private/nonpublic: address, home phone, work hours,
place of employment, work phone, location of parking
space.
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Private/Non-public

Private/Non-public

Private/Non-public

Public/Private

Private/Non-public

Private

Private/Non-public

Private/Non-public

Private/Non-public

Minn. Stat. § 13.37

Minn. Stat. § 13.37

Minn. Stat. § 13.51

Op. Atty. Gen. NO
852, Oct. 6, 2006;
Advis Opinion No.

05-036; Minn. Stat.

§13.607, sub 8, &
204B.06, sub. 1b

Minn. Stat. § 13.15

Minn. Stat. 88
13.4965, subd. 3;

2763124, subd. 13.

Minn. Stat. § 13.35

Minn. Stat. 8§
13.202, subd. 12;
475.55, subd. 6
Minn. Stat. § 13.37

Certain employees on an as-
needed as part of specific work
assignments.

City Clerk

certain employees on an as-needed
as part of specific work
assignments.

City Manager, City Clerk, Assistant
to the City Manager

City Manager , IT Manager,
Assistant to the City Manager

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.
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Registered Voter Lists

Security Service Data

Social Recreational Data

Solid Waste Customer
Lists

Transportation Service
Data

Information contained in the master list of registered
voters.

Data by collected, created or maintained by a security
service for purposes of providing security services to
the City.

Data on individuals enrolling in recreational or other
social programs: name, address, phone, any other
identifying data on individual, data describes the health
or medical condition of the individual, family
relationship, living arrangements, and opinions as to
emotional makeup or behavior of individual.
Customer lists provided to the City by solid waste
collectors.

Personal, medical, financial, familial, or locational
information, except the name, of applicants or users of
transportation service for the disabled or elderly.

Community and Real Property

Appraisal Data

Award Data

Benefit Data

Housing Agency Data

Appraisals made for the purpose of selling or acquiring
land through purchase or condemnation

Financial data on business entities submitted to the City
for the purpose of presenting awards to business
entities for achievements in business development or
performance.

Data on individuals, business entities, collected or
created when they seek information about becoming,
is, or was an applicant for or recipient of benefits or
services provided under any housing, home ownership,
rehabilitation and community action agency, Head
Start, or food assistance programs administered by the
City.

Correspondence between the agency and agency's
attorney containing data collected as part of an active
investigation for the purpose of commencing or
defending potential or actual litigation; income
information on persons collected and maintained to
determine property tax classification eligibility; data
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Confidential/Public

Non-public/Private/
Public

Private

Private/Non-public

Private

Confidential/Protected

Non-public/Public

Private/Non-public

Private/Public

Confidential/Private/

Protected Non-public/

Non-public/Public

Minn. Stat. 8§
13.607, subd. 6;
201.091

Minn. Stat. 88
13.861; 13.37I; &
13.82,sub 2,3, &4
Minn. Stat. §
13.548

Minn. Stat. 88
13.7411, subd.
4(c); 115A.93,
subd. 5

Minn. Stat. §
13.72, subd. 10

Minn. Stat. §
13.44, subd. 3

Minn. Stat. § 13.48

Minn. Stat. §
13.462

Minn. Stat. 8§
13.585

City Clerk,

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

City Manager, City Clerk

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.
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Property Complaint Data

Planning Questionnaires

Redevelopment Data

Personnel
Applicant Information

Applicants to a Public
Body

pertaining to negotiations with property owners
regarding purchase of property.

Identifies individuals who register complaints
concerning violations of state laws or local ordinances
concerning the use of real property.

Names and addresses of individuals and business and
the legal description of property owned by them, when
collected in surveys of individuals conducted by the City
for the purposes of planning, development and
redevelopment.

Names and addresses of individuals and businesses
and the legal descriptions of property owned by
individuals and businesses, when collected in City
surveys for planning, development and redevelopment.

Generally, all data about people who are or were an
employee, an applicant for employment, a volunteer, or
an independent contractor is private. Exceptions:

* Veteran status

* Relevant test scores

* Rank on eligibility test

* Job history

* Education/training

* Work availability

* Name, after certified as eligible for appointment to a
vacancy or when a final for a position (selected for an
interview)

* Names of applications to and members of an advisory
board or commission.

Generally, all data about people who are or were an
applicant or an appointed member of a public body is
private. Exceptions:

* Name

* City of residence (unless residency requirement, then
address)

* Education and training

* Employment History

* Volunteer work

* Awards and honors

* Prior Government Service

City of Victoria « Administration

Data Practices

Confidential

Private/Non-public

Private/Non-public

Private/Public

Private/Public

Minn. Stat. 8§
13.44, subd. 1

Minn. Stat. § 13.59

Minn. Stat. § 13.59

Minn. Stat. § 13.43

Minn. Stat. §
13.601

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.
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Employee Drug and
Alcohol Tests

Employee Data

If actually appointed, add:

* Residential Address

* Email or telephone number where appointee can be
reached (City email or phone will suffice)

Results of employee drug and alcohol tests.

Generally all data about current and former employees,
volunteers, and independent contractors are private.
Exceptions:

* Name

* Actual gross salary

* Salary Range

* Contract fees

* Actual gross pension

* Value and nature of employer paid fringe benefits

* Basis for and the amount of added remuneration
(expense reimbursement and salary)

* Job title, description

* Education and training background, previous work
experience

* Date of first and last employment

* Existence and status of an complaints or charges
against employee, regardless of whether result was
disciplinary action

* Final disposition of any disciplinary action, with
specific reasons for the action and data documenting
the basis of the action, excluding data that would
identify confidential sources who are public employees
of body

* Terms of any agreement settling any dispute arising
from employment relationship, including buyout
agreement

* Work location and phone number

*Badge number

* Honors and awards received

* Payroll sheets or other comparable data that are only
used to account for employee’s work time for payroll
purposes, except that extent that timesheet data would

City of Victoria « Administration

Data Practices

Confidential/Private

Minn. Stat. §8
13.43, subd. 5(c);
181.954, subd. 2
and 3

City Manager, Fire Chief,
Finance/HR Director, HR
Technician, Public Works Director

Certain employees on an as-
needed as part of specific work
assignments.

1/10/2022
Page 15



Employment Training

Data

Examination Data

Harassment

Human Rights Data

Public Safety
Arson Investigation

Child Abuse Report
Records

Criminal History Data

reveal the employee’s reasons for use of sick or other
non-medical leave are nonpublic data.

Data on individuals collected, maintained, used or
disseminated because an individual applies for or
is/has been enrolled in employment and training
publicly-funded programs.

Complete versions of personnel and licensing exams.

Data identifying complainant or other witnesses not
accessible in harassment complaint if data would
threaten complainant/witness safety. Summary
information will be provided to employee against
complaints made to prepare them for disciplinary
proceeding that has been initiated.

Includes investigative data in an open case file,
name/address of charging party or respondent, factual
basis of allegations, and statute or ordinance on which
charge brought; investigative data in closed case file.

Information relating to a fire loss or potential fire loss.

Active/inactive investigative data of child abuse/neglect
victims/reporters under Minn. Stat. 8 626.556.

Data maintained by agencies, political subdivisions,
statewide systems are classified as private, except that
data kept by the BCA identifying an person convicted,
the offense, disposition, and other information outlined
by statute are public for 15 years after discharge of the
sentence. Data in integrated search service is private.
Person subject of the data may only have (1) list of
government entities that provided public or private
data about them; and (2) data describing what is
maintained about them at each entity.
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Data Practices

Private

Confidential/Private

Confidential/Private

Confidential/Private/
Protected Non-public/
Public

Confidential/Public

Confidential/Private

Private/Public

Minn. Stat. § 13.47

Minn. Stat. § 13.34

Minn. Stat. 8§
13.43, subd. 8

Minn. Stat. 88
13.552; 363A.7;
and 363A.35

Minn. Stat. 8§
13.6905, subd. 26;
299F.055; and
299F.06

Minn. Stat. 88
13.871, subd. 6(b);
13.82, subd. 8, 9;
and 626.556
Minn. Stat. § 13.87

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

City Manager, Finance/HR Director,
HR Technician

Certain employees on an as-
needed as part of specific work
assignments.

City Manager, Fire Chief, Assistant
Fire Chief

City Manager Finance/HR Director,
HR Technician

City Manager, City Clerk, Permit
Technician., Planner/Code
Enforcement Technician,
Finance/HR Director, HR Technician

1/10/2022
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Criminal History Data -
Discharge/Dismissal of
Crime

EMT or First Responder
Misconduct Data

Emergency Telephone
Service

Hazardous Substance

Emergency

Health Data

Safe at Home Data

Data in criminal discharge and dismissal records is
classified under Minn. Stat. 8 609.3751, subd. 5.

Such reports are confidential or protected nonpublic
during active investigation. Except for the EMS
Regulatory Board's final determination, all
communications or information received by/disclosed
to Board relating to discipline are confidential and
privileged.

Names, addresses and phone numbers provided to a
911 or other emergency system.

Information contained in hazardous materials
notification reports made under Minn. Stat. 8 299F.091
to 299F.099.

Data on individuals relating to the identification,
description, prevention and control of disease or as
part of an epidemiologic investigation designated by
the commissioner of health as necessary to analyze,
describe or protect public health.

Identity and location data of Safe at Home Program
participants not otherwise classified by law are private
data.

Data on participant who submits a notice that they are
certified part of address confidentiality program may
not be shared with any other government entity or
disseminated to any person unless 1) express consent
from participant; 2) court order; 3) data subject to
sharing pursuant to Minn. Stat. 5B.07, subd. 2.
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Data Practices

Not Public

Confidential/Protected
Non-public

Private

Non-public

Private

Private

Minn. Stat. § 13.87

Minn. Stat. 88
13.383, subd. 2;
144E.305, subd, 3

Minn. Stat. 8§
13.202, subd. 6;
403.07,subd. 3,4
Minn. Stat. 88
13.6905, subd. 27;
299F.095; and
299F.096, subd. 1
Minn. Stat. §
13.3805, subd. 1

Minn. Stat. 88
13.805; 5B.07,
subd. 1

City Manager, City Clerk, Permit
Technician., Planner/Code
Enforcement Technician,
Finance/HR Director, HR Technician
City Manager, Fire Chief, Assistant
Fire Chief, Finance/HR Director, HR
Technician

City Manager, Fire Chief, certain
employees on an as-needed as part
of specific work assignments.
Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.

Certain employees on an as-
needed as part of specific work
assignments.
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Social Media Policy Questions? Contact the

Policy No: 2.1.004 Communications & Public Engagement Manager
kgrahl@ci.victoria.mn.us

Effective Date: 10/11/2021

Original Policy Date: 10/11/2021

Submitted By: Kendra Grahl

PURPOSE

Social networking in government serves two primary functions: 1) to communicate and deliver messages directly to
citizens; and 2) to encourage civic involvement, interaction and feedback. To be effective, information that is
distributed via social networking must be accurate, consistent and timely and meet the information needs of the
City's intended audience. Social media is used for social networking, and this policy seeks to ensure proper
administration of the City of Victoria's social media sites by its representatives.

The City has limited control over the interface and useability of social media accounts hosted by third parties (i.e.,
Facebook, Twitter, Instagram, etc.). At the same time, there is a general expectation by the public that the City have
a social media presence to share information about current cCty projects and business.

The City's social media accounts will be used for incidental, non-vital communication and general information only.
It is not the purpose of the City's social media accounts to be a medium for transactions of City business. The one
exception is in the case of a natural or man-made disaster, if it is determined by the City that the best means of
communicating with the public is through the social media account(s).

The City of Victoria wishes to establish a positive and informative social media presence. City representatives have
the responsibility to use the City's social media resources in an efficient, effective, ethical and lawful manner
pursuant to all existing City policies.

The City of Victoria will determine, at its discretion, which social media platforms will be used, and how its web-
based social media resources will be designed, implemented and managed as part of its overall communication and
information sharing strategy.

City of Victoria social media accounts are considered a City asset. Administrator access to these accounts will be
securely administered in accordance with the City’s Computer Use Policy. The City reserves the right to discontinue
use of any of its social media sites or accounts for any reason without notice.

All social media sites created and utilized during the course and scope of an employee’s performance of their job
duties will be identified as belonging to the City of Victoria, and will include a link to the City's official website.

The City of Victoria does not create or maintain social media accounts for its elected officials.

PROCEDURES |

This policy applies to any existing or proposed social media websites sponsored, established, registered, or
authorized by the City of Victoria. The City's social media accounts are exclusively the following:

City of Victoria * Administration 10/11/2021
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o (City of Victoria Facebook account at https://www.facebook.com/VictoriaMNCity/

e C(ity of Victoria Instagram at https://www.instagram.com/victoriamncity/

o C(City of Victoria Twitter at https://twitter.com/VictoriaMNCity

e City of Victoria YouTube at https://www.youtube.com/channel/UCQL7Cu6x-aa5ebN89nQszDA
o City of Victoria NextDoor at https://nextdoor.com/pages/city-of-victoria

e (City of Victoria LinkedIn at https://www.linkedin.com/company/city-of-victoria-mn/

e Victoria Recreation Center at https://www.facebook.com/victoriarecreationcenter

The City does not create, collect, disseminate, or regulate use of any other social media accounts, including the
personal accounts of its elected officials and staff. Questions regarding the scope of this policy should be directed to
the Communications & Public Engagement Manager.

Definition
“Social media” are internet and mobile-based applications, websites and functions, other than email, for sharing and
discussing information. These sites allow users to post photos, video, comments and links to other information to

create content on any and all topics. This may be referred to as “user-generated content” or “consumer-generated
media.”

Social media includes, but is not limited to:

e Social networking sites and apps such as Facebook, LinkedIn, Twitter, and NextDoor

e Blogs

e Social news sites such as Reddit and Buzzfeed

e Video and photo sharing sites and apps such as YouTube, Instagram, SnapChat, and Flickr

e Wikis, or shared encyclopedias, such as Wikipedia

e An ever-emerging list of new web-based platforms generally regarded as social media or having many of the
same functions as those listed above

As used in this policy, “employees and agents” means all City representatives, including its employees and other
agents of the City, such as independent contractors or council members.

“Social media manager” means any City employee or agent with administrator access who, when posting or
responding to a post, appears to be the City social media account owner.

AUTHORITY |

Rules of Use

City social media managers are responsible for managing City social media accounts or websites.

A. Establishment of Social Media Sites: Facilities or departments wishing to have a new social media
presence must initially submit a request to the Communications & Public Engagement Manager to ensure
social media accounts are kept to a sustainable number and policies are followed. All approved sites will be
clearly marked as a City of Victoria site and will be linked with the official City website. No one may establish
social media accounts or websites on behalf of the City unless authorized in accordance with this policy.
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B. Public Notice: The City's social media pages must conspicuously display or link to a public notice that
informs the public of the purpose of the social media presence and the terms one agrees to in accessing,
using or posting to the City's social media page.

C. Administration: Administration of all City social media websites will comply with applicable laws,
regulations and policies as well as proper business etiquette.

D. Private Use and Information: City social media accounts covered by this policy will not be used for private
or personal purposes or for the purpose of expressing private or personal views on personal, political, or
policy issues or to express personal views or concerns pertaining to City employment relations matters.

No City social media account may be used by the City to disclose private or confidential information. No
social media website should be used to disclose sensitive information. If there is any question as to whether
information is private, confidential or sensitive, contact the City Manager.

E. Transactions of City Business: Outside of situations of disaster, no City social media account will be used
for transactions of City business. In the event a user initiates a request, application or question through
social media that affects City business or requires another City policy or process to be followed, the social
media manager will follow up with that user by phone, email or other channels. If comments are allowed, in
the event of a question of general interest, a response may be given in comments, the initial post may be
edited, or a subsequent post may be created to include the information.

F. Right to Modify: City of Victoria's social media managers reserve the right, at their sole discretion, to
change or modify any City posts, and add or delete City comments, posts, photos or video at any time. For
example, the City may delete or archive posts with community alerts or public safety messages that are no
longer timely or relevant.

City of Victoria's social media managers will not edit any posted comments by the public. However,
comments posted by members of the public may be removed if they fall into at least one of the following
categories:

e Obscene or pornographic content

e Direct threats to persons or property

e Material asserted to violate the intellectual property of another person

e Private, personal information about a person published without his/her consent

¢ Information that compromises a public safety security system

e Statutorily private, confidential, or nonpublic data

e Commercial promotions or spam

e Hyperlinks to material that falls into one of the foregoing categories

G. Right of Appeal: A member of the public whose comment is removed may appeal the removal of the
comment and seek reconsideration of its removal by contacting the City in writing and explaining how the
comment does not fall into one of the categories for removal. A written response should be provided as
soon as reasonably possible.
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A member of the public who disputes the legality of any portion of this policy may dispute the particular
portion in writing. The City should acknowledge the claim promptly and, upon consultation of the city
attorney, respond to the claim concerning legality of the policy portion as soon as reasonably possible
under the circumstances.

H. Hours of Monitoring: The City's social media accounts are typically monitored between 8 a.m. and 4:30
p.m. Monday-Friday. Questions warranting a response will be answered between those hours.

Data Ownership and Retention

All communications or messages within social media accounts covered by this policy composed, sent or received on
city or personal equipment are the property of the City and will be subject to the Minnesota Government Data
Practices Act. This law classifies certain information as available to the public upon request. As no transactions of
city business shall be conducted through social media accounts (outside of disasters), in accordance with the City's
records retention schedule, the City shall retain all social media messages only until read.

The City of Victoria has the right to reproduce any pictures or videos submitted/tagged to the City's via social media
or through contests in any of its publications or websites or any other media outlets.
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Use of Security Cameras Questions? Contact the

Policy No: 2.1.005 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 9/22/2022

Original Policy Date: 9/22/2022

Submitted By: Alyssa Swanson

PURPOSE

The City of Victoria strives to maintain a safe and secure environment for City employees and the public. Selected
areas of the City's premises are equipped with video security systems that record images up to 24 hours per day.
The City's security camera system is used for the protection and safety of the public, City employees, and property.

While security cameras are installed for safety and security reasons, the City's security camera system is designed to
minimize privacy intrusion. The system is not designed nor intended to protect individuals from being victims of
violent or property crimes, nor to detect other potentially illegal or undesirable activities which may occur; although,
any information obtained may be used as evidence in such cases.

The use of security cameras shall be conducted in a professional, ethical and legal manner.

POLICY

As an institution governed by the Minnesota Government Data Practices Act (MGDPA), Minn. Stat. 8 13, the City of
Victoria has obligations with respect to notice, access, use, disclosure, retention and disposal of records.

It is the policy of the City to utilize security cameras to protect City property and assets from theft and vandalism
through deterrence and video documentation and increase the likelihood that perpetrators of these acts will be
identified. Security cameras will also be utilized on a limited basis to assist in informing decisions on effectiveness of
current and future camera placement and system. This policy sets parameters regarding the use of security
cameras in public places and applies to systems that enable continuous or periodic routine video monitoring on a
sustained basis.

Personal information collected by video surveillance includes video images.

PROCEDURES

Security Camera System Locations

Selected areas of the City's premises (inside and outside of City facilities and properties) are equipped with video
security camera systems that record images up to twenty-four hours per day for the protection and safety of the
public, City employees, and property. Reasonable efforts will be made to safeguard the privacy of City employees
and the public. Security cameras will not be positioned in areas where there is a reasonable expectation of personal
privacy.

Security Camera Evaluation and Selection

A committee comprised of representatives of various departments will convene at least annually to review policy
and effectiveness of camera locations. The committee will also provide input when requests are made to add or
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remove cameras or to change locations of existing cameras. Committee members will be appointed by the City
Manager or their designee.

Placement, power, connectivity and available funding are key considerations when staff evaluates the need to
incorporate security cameras at City facilities. Determination of camera necessity and locations are based on the
following criteria:

e History of incidents of vandalism and other criminal activities or increased potential for incidents of the
same nature.

e Siteis either known or suspected as being at increased risk for property damage.

e Placement of cameras will enhance public safety.

e Placement may aid staff to efficiently respond to a call for service to a City facility or property (e.g.
emergency call; false alarm).

e Placement of camera produces consistent and quality feed to carry out the purpose of this policy.

e Availability of funding.

e Ease of access to structure to mount the camera (e.g. pole, building).

e Placement would allow staff to gather measurement data to make strategic and operational decisions (e.g.
determine the use of a public property such as how much outdoor ice rink used during winter skating
season).

e Temporary placement of cameras to ensure project site security.

e Placement of camera enables staff to efficiently and effectively monitor activity (e.g. contractor activity) to
restricted sites or unstaffed or limited staffed facilities (e.g. IT data center, water tower, lift stations).

Notice of Use of Security Camera Systems
In order to provide notice to individuals that video is in use:

e Alistidentifying the location of security cameras will be posted on the City's internal shared drive. The
Facility Maintenance Technician will keep the list up to date by adding and deleting cameras when
necessary.

e The City will post signs, visible to city staff and members of the public, at all entrances and/or prominently
displayed on the perimeter of the grounds under video monitoring (see Appendix A for example of
signage).

e Notice may also be provided via the City of Victoria website.

Access to Video

This policy recognizes that the security camera system may have the ability for continuous video monitoring, but it
is the practice of the City to not monitor the cameras continuously. City staff utilizing the security camera system for
monitoring purposes are subject to discipline in accordance with the City's personnel policy. Routine audits will be
conducted by the Facility Maintenance Technician to ensure improper use of security cameras is not taking place.

A. Live Video Feeds. Live Video Feeds may be monitored by authorized security camera system users during
the course and scope of their duties in order to manage activity in City's facilities or on the City's grounds.

B. Stored Video. It is the practice of the City to allow authorized City staff to utilize the security camera system
to review past activities for any management purpose including investigation of a possible violation of City
policy or illegal activity or for the protection and safety of the public, City employees and property. Past
activities will be reviewed only where a specific incident has been reported or observed. Requests to review
stored video surveillance must be made by submitting Attachment B: Security Camera Viewing Request
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Form. The Facility Maintenance Technician will review and approve or deny requests as determined.
Request appeals should be directed to the Assistant City Manager.

Information obtained through security camera recordings shall be used exclusively for administrative,
security and law enforcement purposes. Security camera recordings shall remain the property of the City.

Authorized Security Camera System Users
Security camera system access shall be the direct responsibility of Facilities personnel, with oversight by the
Assistant City Manager.

The Informational Technology Manager will also have access to all City's security cameras.

The Parks & Recreation Director, or their designees, will have access to City security cameras located at the Victoria
Recreation Center and parks/park shelters.

The Fire Chief will have access to City security cameras located on the exterior of the Victoria Fire Station in addition
to the interior of the east entrance of the Water Treatment Plant

The Public Works Director, or their designee will have access to City security cameras located on the exterior of the
Water Treatment Plant, and Public Works building and those used to capture images of the exterior of the Water
Treatment Plant and Public Works building as well as the City's water towers and parks/park shelters.

Security Camera System Storage and Security

Images from the City's security camera system are stored digitally in a secure manner with access controlled by the
IT Department through online security credentials. Video shall be maintained per City security video data retention
requirements, unless otherwise needed for an ongoing investigation or for a longer period of time as mandated by
State or federal law after which they will be disposed of in a secure manner.

Access logs indicating time of access and who accessed camera views and video storage will be maintained for 7
days after video retention periods have expired.

Classification and handling of archived video from security cameras shall be consistent with the Minnesota
Government Data Practices Act (MGDPA).

This policy covers all employees, including seasonal, temporary, volunteers, and interns, and visitors of City facilities
and properties.

AUTHORITY

This policy applies to all types of security camera systems, monitors and camera recording devices used for security
purposes at City owned and leased properties. This policy does not apply to reasons unrelated to security
monitoring activity or video conferencing nor to the videotaping, audiotaping and broadcast of Council or Citizen
Advisory Board/Committee/Commission Meetings.
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APPENDIX A: VIDEO SURVEILLANCE SIGNAGE EXAMPLE

{ ) |

VIDEO MONITORING

Please note that activity in
the area is monitored
by video camera.
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APPENDIX B: SECURITY CAMERA VIEWING REQUEST FORM

City of Victoria * Administrative Forms Page 5 of 5
Security Camera Viewing Request Questions?

Contact Assistant City Manager Alyssa Swanson
Submission Date: 952-443-4215 or aswanson@ci.victoria.mn.us

Requester Name:

Completion of this form is only an application for request and does not constitute approval to view recordings. You
will be notified in writing that your request has been either approved or denied.

REQUESTING INDIVIDUAL INFORMATION

Name of Individual Requesting:

Email Address:

Department:

RECORDING REQUEST INFORMATION

Recording Request Date:

Recording Request Timeframe:

Reason for Requesting Recording
[ Criminal Activity
] Missing Property
[ other

Brief description of reason recording is needed:

By signing this document, | certify that all information provided is true and accurate to the best of my knowledge.
Submission of false information could subject me to disciplinary action by City of Victoria.

Signature of requester Date

To be reviewed by the Facility Maintenance Technician:

1 Approved Name:
[ Denied Date:
City of Victoria * Administration 9/22/2022
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Parks & Recreation Inclement Weather Policy Questions? Contact the

Policy No: 2.1.006 Assistant City Manager
aswanson@ci.victoria.mn.us

Effective Date: 1/9/2023

Original Policy Date: 1/9/2023

Submitted By: Alyssa Swanson

The purpose of this policy is to provide guidance and procedures on weather-related cancelations for recreation
programs and facilities.

The Victoria Parks & Recreation Department, including the Victoria Recreation Center will use the following
guidelines and procedures for inclement weather to safeguard participants, spectators, and staff. The Victoria Parks
& Recreation Department and the Victoria Recreation Center retains the right to cancel or modify activities due to
weather or facility conditions. Information from the National Weather Service (NOAA) will be used to ensure
programs, activities, and facilities can be operated as safe as possible.

Severe Weather Warning: In case of severe weather sighting, the issuance of a severe weather warning, or a
weather siren sounded, all unsheltered, outdoor activities must be stopped. Participants at recreation programs,
and general park facility users are advised to seek shelter immediately.

Severe Thunderstorm Warning: Outside activities will cease or observe a delayed start. Recreation programs will
be suspended until the warning has ended.

Lightning: Upon the first sight of lightning, all outdoor activities must stop immediately. No activity can resume
outdoors until 30-minutes after the last sighting of lightning. Programs will be moved indoors, if possible.

Tornado: In the event of a tornado warning or sirens, seek the best possible shelter available immediately. Victoria
Recreation Center guests will seek shelter in the locker rooms.

Heat: If the heat index is 105°F or above, all outdoor Parks & Recreation activities will be canceled or moved
indoors, if possible.

Cold: Outdoor rinks and warming houses will close if the actual and/or will chill temperature falls below -15°.
Snow: Event closings will be determined on a case-by-case basis.

Air Quality Index: The Parks & Recreation Department will monitor the AQI using www.airnow.gov.

e When AQI is ORANGE (101-149) programs will be held, but participants with increased health risks should
consider reducing exposure by shortening time outside or choosing less strenuous outdoor activities.
e When AQI is RED (150 or higher), programs will be moved indoors (if possible), or canceled.
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PROCEDURES

Parks and Recreation staff will monitor weather and field conditions and based on information from the National
Weather Service, will implement the Inclement Weather Policy.

A. Weather Updates. Weather updates will be posted the following ways:
a. Weather Hotline: 952-443-4260

b. If applicable, emails will be sent to recreation program participants.

B. Athletic Field Closures.

By 4:00 p.m. the decision to close outdoor athletic fields will be made by the City of Victoria Parks and
Recreation staff and communicated to youth athletic association field coordinators and individual permit
holders through email and the weather hotline. When possible, the decision to close the fields will be made

on weekdays by 4:00 pm. Field schedulers will be responsible for communicating closures to coaches and
families.

After 4:00 p.m. - If inclement weather conditions develop after 4:00 pm it is up to the association or
umpire/referee to make the decision to cancel the game at the field. We ask that permit holders use their
best judgement when deciding to cancel or continue playing.

This policy applies to all program participants, staff members and facilities.

AUTHORITY

Administrative implementation after Council approval.

City of Victoria * Administration 1/9/2023

Parks & Recreation Inclement Weather Policy Page 2



City of Victoria « Administration Page 1 of 1
Parks & Recreation Photography Policy Questions? Contact the
Policy No: 2.1.007 Parks & Recreation Supervisor

hkaufhold@ci.victoria.mn.us
Effective Date: 1/8/2024

Original Policy Date: 1/8/2024
Submitted By: Holly Kaufhold

POLICY

The City of Victoria uses photography and video recordings to document and promote Parks and Recreation
activities. Participation in a recreation activity serves as your consent to use such photographs or recordings unless
you indicate otherwise to City staff.

SCOPE

This policy applies to all City events, programs and activities.

AUTHORITY

Administrative implementation after Council approval.
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Parks & Recreation Refund Policy Questions? Contact the

Policy No: 2.1.008 Parks & Recreation Supervisor
hkaufhold@ci.victoria.mn.us

Effective Date: 1/8/2024

Original Policy Date: 1/8/2024

Submitted By: Holly Kaufhold

POLICY

Programs/Activities: A full refund will be given if the activity is canceled by the Parks & Recreation Department. A $5
service fee will be charged for all cancelations before the registration deadline. No refunds will be given after the
registration deadline or start of the event/program.

Victoria Recreation Center (VRC) Memberships: Customers may not cancel their membership prior to the end of the
membership term. If an extenuating circumstance should arise you may submit a cancelation request to the Parks
& Recreation Director to consider based on circumstances. If a cancelation is approved a $5 service fee will be

charged for any cancelation prior to the completion of the membership term.

To communicate the desire to cancel VRC Membership, customers may provide written notice through the City's
online form located on the city website.

Change of Membership - Upgrades may occur at any time of the month. A $5.00 administrative fee and the
difference in pro-rated dues will apply and will be collected at the time of upgrade request.

Involuntary Suspension or Termination- The City may terminate my membership, with or without cause, at
any time by mailing written notice to member via US mail at the address on file. Termination is effective upon
mailing, or by personally delivering written notice to member. If the City terminates my membership, a
prorated refund may be issued for the period of time after the effective date of termination.

Facility Rentals: All facilities require a 7-day advance notice of cancelation, except for Lions Park Pavilion.

Lions Park Pavilion:

e Full refund - Up to 90 days prior to Rental
e 50% refund up to 60 days prior to Rental
e After 60 days the Rental is non-refundable

At any time prior to 30 days before the Event, the City shall have the right, upon notice to the Renter, to cancel the
event and terminate this Agreement. The City shall refund any security deposit and any fees paid under this
Agreement, and neither party shall have any further liability to one another.

This policy applies to all city facilities, events, programs, and activities.

AUTHORITY

Administrative implementation after Council approval.
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Business Subsidy Questions? Contact the

Policy No: 2.2.001 Communications & Public Engagement Director
jbrewington@ci.victoria.mn.us

Effective Date: 9/12/2022

Original Policy Date: 10/26/2006

Submitted By: Jenn Brewington

The purpose of this policy is to establish guidelines that the City of Victoria and its Economic Development Authority
(EDA), hereinafter referred to as "the City", regarding the use of municipal subsidies, such as tax increment
financing (TIF), tax abatement, and other non-JOBZ business subsidies for private development projects within the
City of Victoria.

It is the intent of the City to comply with Minnesota Statute 88 16).993- 16).99, as amended (the "act"). The City
hereby adopts the definitions contained in the act for application in the guidelines. In accordance with the act, the
City shall adopt this policy and these guidelines, after a public hearing.

These guidelines shall be used in processing and reviewing applications requesting municipal subsidy assistance.
The fundamental purpose of the municipal subsidies is to encourage desirable development or redevelopment that
would not otherwise occur "but for" the assistance provided through municipal subsidies.

It is the intent of the City to provide a minimum number of municipal subsidies, as well as other incentives that the
City may deem appropriate, at the shortest term required for the project to proceed. The City reserves the right to
approve or reject projects on a case-by-case basis, considering established policies, specific project criteria, and
demand on City services in relation to the potential benefits to be received from a proposed project. Meeting policy
guidelines or other criteria does not guarantee the award of municipal subsidies. Furthermore, the approval or
denial of one project is not intended to set precedent for approval or denial of another project.

Business subsidies must be consistent with the City's Comprehensive Plan and Strategic Plan, where applicable. Itis
the intent of the City to advance the following goals and objectives in granting business subsidies:

A. Every business subsidy recipient must meet a public purpose, which may include, but not be limited to
increasing the tax base.

B. The following criteria shall be utilized in evaluating a request for a business subsidy, although meeting these
criteria does not create a contractual right to a business subsidy, and the City may later modify these
criteria, as permitted by the act:

a. Increase in Tax Base. While the act provides that an increase in the tax base cannot be the sole
grounds for granting a subsidy, the City gives a strong preference to proposed subsidies that
increase the tax base.
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b. Jobs Goal. Unless the creation of jobs is removed from a particular project pursuant to the
requirements of the Act, the creation of jobs is a public purpose for granting a subsidy. For all
Business Subsidies, the Business Subsidy Recipient must create and retain at least: 1 FTE job.

c. Wage Goal. For all Business Subsidies, the Business Subsidy Recipient must create: 1 FTE job that
pays at least: 175 % of the federal minimum wage, which can be fulfilled as an hourly wage or some
combination of hourly wage and employer-paid health insurance benefits equal to 175% of federal
minimum wage.

d. Other Goals. If, after a public hearing, it is determined that creation or retention of jobs is not a
goal, the wages and jobs required may be set to zero. If creation of jobs is not a goal, the business
subsidy must achieve at least one of the following measurable, specific and tangible goals:

i. The proposed subsidy must accomplish removal, rehabilitation or redevelopment of
“blighted areas” as defined in Minnesota Statutes, Section 469.002, subd. 11, or must
constitute a cost of correcting conditions that allow designation of redevelopment districts
under Minnesota Statutes, Sections 469.174 to 469.1794 (the “TIF Act”); or

ii. The proposed subsidy must result in improvements to public infrastructure or public
facilities, including without limitation streets, sewers, storm sewers, streets, parks,
recreational facilities, and other City facilities; or

iii. The proposed subsidy must remove physical impediments to development of land, including
without limitation poor soils, bedrock conditions, steep slopes, or similar geotechnical
problems.

iv. To create opportunities for affordable and workforce housing and/or a diversification of
housing stock available within the City.

e. Economic Development or Redevelopment. Business subsidies should promote one or more of
the following goals within the city.

i. Create higher-paying jobs, jobs with better than prevalent benefits, or jobs with good
opportunities for career advancement and training.

ii. Provide significant economic impact by attracting other businesses, jobs, or investment.

iii. Encourage economic and commercial diversity, including the range of goods and services
available.

iv. Contribute to commercial development within a specific area.
v. Provide basic goods and services.
vi. Encourage fast-growing business.

vii. Promote redevelopment objectives and removal of blight.
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viii. Remediate pollution.

ix. Promote the retention or appropriate reuse of historically or architecturally significant
buildings.

X. Fully utilize existing or planned infrastructure improvements.

The City may deviate from these criteria in granting business subsidies if the reasons for the deviation are
documented in writing and reported to the Department of Employment and Economic Development (DEED)
pursuant to the act.

PROCEDURES |

A. Application Process.

The applicant will complete application forms provided by the City, along with the non-refundable
application fee to cover legal and consultant's costs based on the type of subsidy.

a. City staff shall review the application materials and make preliminary recommendations to the City
Council as to the compliance of the application and proposed project with the business subsidy
policy and the goals and criteria set forth herein.

b. Final evaluation of the application shall include, in addition to items subject to a preliminary review,
a review of applicable credit analysis, financial structuring and legal compliance. A formal
recommendation shall then be made to the City Council and EDA.

c. After review of the final evaluation and formal recommendation, the City Council shall hold the
public hearings, if they have not been held, and consider final approval of the granting of the
business subsidy. All business subsidy agreements entered into with the City are subject to
approval by the City Council in accordance with the Act.

d. Application and supporting materials shall become the property of the City of Victoria and are
subject to Minn. Stat. 8 13, and Minn. R. 1205, the Minnesota Government Data Practices.

B. Compliance and Reporting Requirements.

a. A public hearing is required for every business subsidy granted by the City that exceeds $100,000, or
for which a hearing is otherwise required by the Act or other laws. Every business subsidy must be
approved by the Victoria City Council.

b. Every recipient of a business subsidy must enter into a business subsidy agreement fulfilling the
requirements of the Act.

c. Both the business subsidy recipient and the City must comply with the reporting and monitoring
requirements of the Act.

d. Pursuantto Section 116).994, subd. 6 and subd. 7 of the Act, if a business subsidy recipient fails to
meet the goals set forth in the business subsidy agreement within two years, the business subsidy
assistance plus interest must be paid back to the City, provided that repayment may be prorated to
reflect partial fulfillment of the goals.
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i.  The City may, after a public hearing, extend the time for compliance with business subsidy
job and wage goals by up to one (1) year.

SCOPE |
This policy applies to City Council and City staff.

AUTHORITY

Administrative implementation of this policy after Council approval.
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Fair Housing Questions? Contact the

Policy No: 2.2.002 Communications & Public Engagement Director
jbrewington@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 7/26/2019

Submitted By: Jenn Brewington

PURPOSE

Title VIII of the Civil Rights Act establishes federal policy for providing fair housing throughout the United States.
The intent of Title VIIl is to assure equal housing opportunities for all citizens. Local governments that receive
federal community development funds under Title | of the Housing and Community Development Act of 1974 are
obligated to certify that they will affirmatively further fair housing, and the Metropolitan Council requires cities to
adopt a fair housing policy to qualify for livable communities funding.

To comply with these obligations or requirements, the City of Victoria has developed this Fair Housing Policy.

POLICY

It is the policy of the City of Victoria to ensure that fair and equal housing opportunities are available to all persons
in all housing opportunities and development activities funded by the city regardless of race, color, religion, gender,
sexual orientation, marital status, status with regard to public assistances, familial status, national origin, or
disability. This shall be done through strong external policies that provide meaningful access to all constituents and
fair housing informational and referral services; and internal practices and procedures that do not discriminate and
that affirmatively further fair housing.

PROCEDURES

Fair Housing Officer. The City of Victoria has designated the following person as the Fair Housing Officer for the
city:

Jenn Brewington

Community & Economic Development Director
1670 Stieger Lake Lane

Victoria, MN | 55386

952-443-4219 (office)
jbrewington@ci.victoria.mn.us

The Fair Housing Officer is responsible for providing public information regarding this policy and applicable federal
and state fair housing requirements and resources, and referral of all fair housing complaints. While not expected
to be an “expert” in fair housing laws or to conduct any investigation or bring any enforcement actions, the officer
will be familiar with state and federal fair housing laws and the state and federal agencies that handle complaints.

Meaningful Access to Online Information. The City of Victoria will have information about fair housing and its fair
housing officer displayed on its website. The website will also have links to various fair housing resources, including
the Department of Housing and Urban Development, Minnesota Department of Human Rights, Mid-Minnesota
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Legal Aid, Southern Minnesota Regional Legal Services, and others. The website will also link to state and federal
fair housing complaint forms and The State of Minnesota's Olmstead Plan.

In-Person Information. The City of Victoria will provide fair housing information to anyone requesting such
information at the city offices. Information provided will include:

e Alist of fair housing enforcement agencies
e Fair Housing Complaint Information

Languages. Material in other languages can be requested and handled on an individual basis.

PRACTICES

The City of Victoria commits to the following steps to promote awareness and sensitivity to fair housing issues in all
of its government functions.

A. Staff Training - the City will regularly train its staff and elected officials on fair housing considerations,
including working with people with disabilities and limited English proficiency constituents.

B. Housing Analysis - the City will review its housing inventory periodically to examine the affordability of both
rental and owner-occupied housing and whether all reasonable actions have been taken to remove barriers
to ensure adequate housing choice for all city residents.

C. Code Analysis - the City will periodically consider amendments to its municipal code which focus on zoning,
building, and occupancy standards, to identify any potential for disparate impact or disparate treatment.

D. Project Planning and Analysis - the City will make determinations in project planning with an eye to fair
housing issues, including whether potential projects may perpetuate segregation or lead to displacement of
protected classes.

E. Community Engagement - The City commits to ongoing community engagement. Specifically, the City
commits to robust conversations with community regarding potential housing projects, zoning changes, and
other land use planning decisions.

F. Impediments to Fair Housing - As a recipient of federal funds, the City agrees to participate in the

Regional Analysis of Impediments and will review the recommendations from the analysis for potential
integration in City planning documents.

The City of Victoria will review and revise, if necessary, this Fair Housing Policy.

This policy applies to all employees of the City of Victoria.

AUTHORITY

Administrative implementation of this policy after Council approval.
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Compensation Philosophy Questions? Contact the

Policy No: 2.2.003 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/24/2020

Submitted By: Trisha Pollock

PURPOSE

The City of Victoria's compensation philosophy is intended to provide a broad framework for the City Council, City
staff, and the residents and businesses in the community to understand and guide decisions that affect pay. Itis
designed to reflect the importance public employees play in the delivery of services and programs to the
community; that compensation is a clear measure of that importance; and that there is fair and equitable treatment
of all employees, regardless of race, gender, or disability, and in accordance with EEO/AA goals. In addition, the
City's compensation philosophy establishes the commitment and necessity to maintain comparability with
jurisdictions that are most likely to affect recruitment and retention of employees.

POLICY

As a matter of policy, the City of Victoria provides a total compensation package that places employees at the mid-
range of the City's identified market.

It is the intent of the City's compensation philosophy is to:
) Maintain a competitive compensation program to attract, retain and motivate qualified employees

o Parallel the growth and complexity of the City

To that end, the expectations and requirements of those the City serves require a thoughtfully organized, carefully
implemented, and continually well-managed city structure, staffed by competent, qualified, reliable, and motivated
employees who understand and are committed to meeting and even exceeding expectations and requirements of
our public.

PROCEDURES

A. Market/Peer Cities
The primary labor market is currently defined as the following comparator (“market”) organizations:

e Arden Hills e Lake Elmo e Savage
e Belle Plaine e Medina e Shakopee
e Carver e Minnetrista e Shorewood
e Carver County e Mound e Orono
e Chanhassen e Prior Lake e Waconia
e Chaska e Rogers
e Jordan e St. Francis
City of Victoria * Administration 2/24/2020
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From time-to-time, the City may recommend that other comparators be used where information from the
primary labor market is considered insufficient to attract and/or retain specific positions or job classifications.

B. Salary Adjustments for Employees
The City of Victoria provides regular, ongoing opportunities for employee growth and developmentin a
manner that helps each individual achieve and maintain service excellence and enhance the image of Victoria
as a well-managed, effective organization.

The City of Victoria balances compensation and benefits needs with available resources. Nothing in this
compensation philosophy policy statement should be construed as a required benefit if the City experiences a
decline in revenue or revenue growth lower than the projected increase in expenses. As with all budget
decisions, pay/market rate adjustments and funds for other employee benefits are subject to annual
appropriation.

Annually, the City Manager will recommend a budget for general salary adjustments based upon:
e Overall competitive posture of the organization
e Market rate adjustments
e Comparator organizations in the primary labor market
¢ Financial affordability

C. Pay Equity
The City of Victoria maintains the City's pay equity compliance as determined by the State of Minnesota. Further,
the City follows the principles of equal pay for equal work and comparable worth in establishing and
maintaining pay relationships among positions based on problem solving, know-how, responsibility and
working conditions.

This policy applies to all employees of the City of Victoria.

AUTHORITY

Administrative implementation of this policy after Council approval.
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City Investment Policy Questions? Contact the

Policy No: 2.2.005 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 8/24/2015

Submitted By: Trisha Pollock

The purpose of this policy is to provide objectives for the safety, liquidity, and yield of City investments.

The investment program for the City of Victoria shall be operated in conformance with federal, state, and other legal
requirements for public funds including Minnesota Statue Statute chapter 118A. All investments purchased by the
City are expected to be held until maturity. The City will invest in securities that match the City's operational, short-
term, and long-term core reserve needs.

The primary objective of the City's investment activities shall be safety, liquidity, and yield (return on investment):

Safety

Safety of principal is of critical importance to the investment program. Investments shall be undertaken in a manner
that seeks to ensure the preservation of principal in the overall portfolio. The objective will be to mitigate credit risk
and interest rate risk.

e Credit Risk. The risk of loss due to the failure of the security issuer or back will be minimized by:

o Limiting investments to the types of securities listed in the “Suitable and Authorized Investment”
section of this policy.

o Pre-qualifying and conducting ongoing due diligence of the financial institutions, broker/dealers.
Intermediaries, and advisers with which the City will do business in accordance with this policy.

o Diversifying the investment portfolio so that the impact of potential losses for any one type of
security of from any one individual issuer will be minimized. Insurance or collateral may be required
to ensure return of principal.

¢ Interest Rate Risk. The risk that the market value of securities in the portfolio will fall due to changes in
market interest rates will be minimized by:
o Structing the investment portfolio so that securities mature to meet cash requirements thereby
avoiding the need to sell securities in the open market prior to maturity.
o Investing operating funds primary in shorter-term securities, money market mutual funds, or similar
investments pools and limiting individual security maturity as well the average maturity of the
portfolio in accordance with this policy.

Liquidity
The City's investment portfolio shall remain sufficiently liquid to meet all operating and working cash flow

requirements as reasonably anticipated. The portfolio will be structured so that securities mature concurrent with
cash needs to meet anticipated demands (static liquidity). Furthermore, since all possible cash demands cannot be
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anticipated, the portfolio should consist largely of securities with active secondary or resale markets (dynamic
liquidity). Alternatively, a portion of the portfolio (minimum of $1,000,000) may be placed in money market mutual
funds or local government investment pools which offer same-day liquidity for short-term funds.

Yield

The City's investment portfolio shall be designed with the objective of attaining a market rate of return throughout
budgetary and economic cycles and considers the investment risk constraints and liquidity needs. Return on
investment is of secondary importance compared to the safety and liquidity objectives described above. The core of
investments is limited to relatively low risk securities in anticipation of earning a fair return relative to the risk being
assumed. Securities shall generally be held until maturity with the following exceptions:

e A security with declining credit may be sold early to minimize loss of principal.
e Liquidity needs of the portfolio require that the security be sold.
e A security swap would improve the quality, yield, or target duration in the portfolio.

The average return on three-month U.S. Treasury bills or the average rate on Fed funds indices are considered
benchmarks for lower risk investment transactions and therefore comprise a minimum standard for the portfolio's
rate of return. The investment program shall seek to augment returns above this threshold, consistent with risk
limitations identified herein and prudent investment principles.

PROCEDURES |

Standard of Care

Investments shall be made with judgment and care under circumstances existing at the time the investment is
made. The standard of prudence to be used by investment officials shall be the "prudent person" standard and
shall be applied in the context of managing an overall portfolio. The "prudent person" requires that a fiduciary
exercise discretion and average intelligence in making investments that would be generally acceptable as sound.
Investment officers acting in accordance with written procedures and this investment policy and exercising due
diligence shall be relieved of personal responsibility for an individual security's credit risk or market price changes,
provided deviations from expectations are reported in a timely fashion and appropriate action is taken to control
adverse situations.

Delegation of Authority

Authority to manage the City's investment program is derived from Minn. Stat. 118A, Deposit, and Investment of
Local Public Funds. Responsibility for the operation of the investment program is hereby delegated by the City
Manager to the Finance Director (hereby designated as the investment officer), who shall act in accordance with
established written procedures and internal controls for the operation of the investment program consistent with
this investment policy which include:

e Monitoring performance of the investment portfolio

e Ensuring funds are invested in accordance with this policy

e Analyzing, recommending, and implementing operational procedures that will enhance the City's
investment program

e Ensuring that proper internal controls and developed to safeguard investment assets
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No person may engage in an investment transaction except as provided under the terms of this policy and the
procedures established by the investment officer. The investment officer shall be responsible for all transactions
undertaken and shall establish a system of controls to regulate the activities of subordinate officials.

Ethics and Conflicts of Interest

The City Manager and the Finance Director and any other employees involved in the investment process shall
refrain from personal business activity that could conflict with the proper execution and management of the
investment program, or that could impair their ability to make impartial decisions. Investment staff shall disclose
any material interests in financial institutions with which they conduct business. They shall further disclose any
personal financial/investment positions that could be related to the performance of the investment portfolio.
Investment staff shall subordinate their personal investment transactions to those of the City, particularly with
regard to the time of purchases and sales and shall refrain from undertaking personal investment transactions with
the same individual with whom business is conducted on behalf of the City. The City Manager and Finance Director
shall sign a statement acknowledging to this effect.

Authorized Financial Institutions, Depositories, and Broker/Dealers

The Finance Director shall maintain a list of financial institutions and depositories authorized to provide investment
services. Public deposit shall be made in a qualified public depository as established by state laws. In addition, a list
will be maintained of approved security broker/dealers selected by creditworthiness and/or other factors.

All financial institutions and broker/dealers who desire to become qualified for investment transactions must
provide the senior finance officer with the following upon request:

e Audited financial statements demonstrating compliance with state and federal capital adequacy guidelines

e Proof of Financial Industry Regulatory Authority (FINRA) certification (not applicable to Certificate of Deposit
counterparties) and membership

e Certification of having read and understood and agreeing to comply with the city's investment policy
e Depository contracts
e Credit report
e Proof of state registration
e Evidence of adequate insurance coverage
An annual review of the financial condition and registration of all qualified financial institutions and broker/dealers

will be conducted by the investment officer.

Safekeeping and Custody

Securities shall be held by an independent third-party custodian approved by the city to provide safekeeping of the
city’'s securities in the City of Victoria’s name. The City's ownership of all securities in which the funds are invested
shall be shown be a written confirmation identifying the securities by name of issue, maturity date, interest rate,
and CUSIP number. The safekeeping institution shall annually provide a copy of their most recent report on internal
controls (Statement of Auditing Standards, No. 70, or SAS 70). Investments may be held in safekeeping by any of the
following:
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e Any Federal Reserve Bank

e Any bank authorized under the laws of the United States or any state to exercise corporate trust powers,
including but not limited to, the bank from which the investment is purchased

e Aprimary reporting dealer in U.S. Government securities to the Federal Reserve Bank of New York

e Asecurities broker-dealer having its principal executive office in Minnesota, licensed under Minnesota
Statute 8§ 80A, or an affiliate of it, and regulated by the Securities and Exchange Commission.

The investment officer shall establish a system of internal controls, which shall be documented in writing. The
internal controls shall be reviewed annually with the independent auditor. The controls shall be designed to
prevent the loss of public funds arising from fraud, employee error, mis-representation by third parties,
unanticipated changes in financial markets, or imprudent actions by employees and officers of the city.

Suitable and Authorized Investments

The investments permitted by this policy are those defined by Minnesota State Statute chapter 118A. Investment in
derivatives shall require authorization by City Council. The City will limit its investments to the following types of
securities:

e Money Market Funds - may be held with next day withdrawal capacity to provide for daily liquidity
requirements. These money markets must be AA. They may only invest in securities with a final maturity
no longer than 13 months and for which the Senior Finance Officer has obtained and reviewed the fund
prospectus.

e Savings/Demand Deposits - are financial institutions that are qualified as a “depository” of public funds of
government entities. The City may hold balances in qualified bank deposits. Funds may be held in savings
accounts at approved depository banks. If balances are greater than the FDIC limit, collateral of 110 percent
will be held for the excess balances. Non-interest bearing deposits will be held at a minimum. However, the
interest bearing demand deposit programs that banks provide for next day access to funds will be utilized.
The City will typically hold a compensating balance in its checking account to cover monthly banking fees.

e Time Deposits- are deposits in a bank account that cannot be withdrawn before a set date or for which
notice of withdrawal is required and are fully insured by the Federal Deposit Insurance Corporation or the
National Credit Union Administration.

e U.S. Treasury Obligations - including bonds, notes, Treasury bills, or other securities which are direct
obligations of the United States. Instruments sold and issued by the U.S. Government carry the full faith
guarantee of the U.S. Government. These instruments provide the highest quality available to purchase and
are highly liquid.

e U.S. Agency Securities (GSEs or Government Sponsored Enterprises) - are instrumentalities, or
organizations created by an act of Congress. GSE securities have the implied guarantee of the U.S.
Government and are privileged to certain access to capital and support of government programs. The
issues are generally considered to have the second highest credit quality in the fixed income markets and
provide higher yields than U.S. Treasury obligations. The ratings on all the agencies that the City can invest
are the highest available and include the following specific issuers:

o FHLB - The Federal Home Loan Bank system was created by Congress in 1932 and acts as a source
of funds for its nearly 8,000 member banks. FHLB does not purchase home mortgages to the same
extent as Freddie Mac and Fannie Mae, but primarily lends money to homeowners through its
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member financial institutions. FHLB system members include commercial banks, thrifts, cre

dit

unions, and insurance companies. Each member is a shareholder in one of the 12 regional Federal
Home Loan Banks; each regional bank is an individual corporate entity, which must meet strict

management and capitalization criteria befitting its GSE status. The FHLB system is regulate
Federal Housing Finance Board (FHFB) and the Office of Finance (OF).

d by the

o FHLMC - The Federal Home Loan Mortgage Corporation encompasses Freddie Magc; it is a housing
GSE created by Congress in 1970 to provide liquidity and stability in the home mortgage market,
thereby increasing the flow of funds available to mortgage borrowers. In order to accomplish this
goal, Freddie Mac does not make individual mortgage loans to consumers. Rather, Freddie Mac
purchases mortgages from lenders, thereby allowing them to lend the proceeds to more borrowers.
Freddie Mac is regulated by the Secretary of Housing and Urban Development (HUD) and by the

Office of Federal Housing Enterprise Oversight (OFHEO).

o FFCB - The Federal Farm Credit Bureau is an agency of the Federal government set up to supply
credit to various classes of institutions and individuals such as farmers and farm cooperatives.

o FNMA - Federal National Mortgage Association chartered under the Federal National Mortgage

Association Act in 1938. FNMA is a federal corporation working under the auspices of the
Department of HUD. It is the largest single provider of residential mortgage funds in the Un
States. Fannie Mae, as the corporation is called, is a private stockholder-owned corporation

ited

. The

corporation’s purchases include a variety of adjustable mortgages and second loans, in addition to
fixed-rate mortgages. FHMA's securities are also highly liquid and are widely accepted. FNMA

assumes and guarantees that all security holders will receive timely payment of principal.

Municipal Securities - are registered securities of state/county/local and other governmental agen

cies.

Bonds of the state/county/local and other government agencies which have at the time of investment one of
the three highest credit ratings of nationally recognized rating agency are allowable investments. They must
have a taxing power rating of A, AA, or AAA. Tax exempt or taxable bonds qualify as long as they meet the

rating standards.

The City may invest in U.S. Treasury obligations, U.S. Agency securities GSEs, and municipal securities that have
various structures such as non-callable, callable, and variable rate debt.

Non-Callable - A debt instrument issued for the purpose of raising capital by borrowing. They typically pay

semi-annual coupons and have a stated final maturity.

Callable - Debt in which the issuer has the right to redeem prior to its maturity date, under certain
conditions.

Variable - Debt in which the issuer has the right to reset the coupon rate based on specified market
conditions and terms.

Collateralizations

Collateralization will be required on the following types of investments:

Certificates of Deposit
Savings/Demand Deposits
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To anticipate market changes and provide a level of security for all funds, the collateralization level will be 110% of
par value of principal plus accrued interest. The underlying collateral securities will be subject to monthly market
valuations to ensure there is no market exposure. Repurchase agreements shall be consistent with GFOA
Recommended Practices on Repurchase Agreements

Collateral is limited to the following U.S. government securities:

o Treasury Issues
o Treasury Bills
o Treasury Notes
o Treasury Bonds

e Agency Notes and Bonds
o Federal National Mortgage Association
o Federal Home Loan Bank
o Federal Farm Credit Bank
o Federal Home Loan Mortgage Corporation

e Municipal Securities of state/county/local and other government agencies rated “A” or better by a national
bond rating service

For cash deposits on hand, clearly marked evidence of ownership (safekeeping receipt) must be supplied and
retained. Collateralization shall be in the form of specific securities with an active secondary market for the City and
held by an independent third party. The only exceptions are Federal Deposit Insurance Corporation (FDIC),
Securities Investor Protection Corporation (SIPC), National Credit Union Administration (NCUA), and preapproved
insurance coverage.

Diversification

The City will diversify its portfolio to substantially reduce the risk of loss resulting from over-concentration of assets
in a specific maturity, issuer, institution, or class of securities for all cash and cash equivalent assets in all City funds.
Diversification strategies shall be determined and revised periodically by the investment committee/investment
officer for all funds except for the employee retirement fund. In the event the City exceeds limits for maximum
maturities, concentration risk, or class risk the senior finance officer shall notify the City Council and recommend a
course of action.

In establishing specific diversification strategies, the following general policies and constraints apply:

e Portfolio maturities shall be staggered to avoid undue concentration of assets in a specific maturity sector.
e Maturities selected shall provide for stability of income and reasonable liquidity.

For cash management funds:

e Liquidity shall be assured through practices ensuring that the next disbursement date and payroll date are
covered through maturing investments or marketable U.S. Treasury bills.

e Positions in securities having potential default risk (e.g., commercial paper) shall be limited in size so that in
case of default, the portfolio’s annual investment income will exceed a loss on a single issuer’s securities.
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e Risks of market price volatility shall be controlled through maturity diversification and duration
management.

e The investment committee/investment officer shall establish strategies and guidelines for the percentage of
the total portfolio that may be invested in securities other than repurchase agreements, Treasury bills or
collateralized certificates of deposit. The committee shall conduct a quarterly review of these guidelines and
evaluate the probability of market and default risk in various investment sectors as part of its
considerations.

Diversification limitations shall be imposed as follows:

¢ Maximum Maturities - To the extent possible, the City shall attempt to match its investments with
anticipated cash flow requirements and consistent with the investment objectives. The investment portfolio
will be structured with the following:

Maturity Limitations
Percentage of Total Invested Principal

Maturity Minimum % Maximum %
Less Than 1 Year 25% 100%
1-3Years 0% 90%
Over 3 Years 0% 30%

e Issuer or Concentration of Credit Risk - No more than 8 percent (8%) of the overall portfolio, not
including cash or cash equivalents with fiscal agents, may be invested in the securities of a single issuer.

e Class Risk - Investments will be diversified to minimize the risk of loss resulting from over-concentration of
assets in a specified individual class of securities.

Investment Type Limitations
Percentage of Total Invested Principal
Security Class Minimum % | Maximum %
U.S. Treasury Obligations 0% 100%
GSE-Agency Securities 0% 50%
Certificates of Deposit 0% 100%
Municipal Securities 0% 20%

The investment officer shall obtain competitive bids from brokers or financial institutions on all purchase and sales
of investment instruments transacted on the secondary market.

Internal Control

The Finance Director is responsible for establishing and maintaining an internal control structure designed to
ensure that the assets of the City are protected from loss, theft, or misuse. The internal control structure shall be
designed to provide reasonable assurance that these objectives are met. The concept of reasonable assurance
recognizes that (1) the cost of a control should not exceed the benefits likely to be derived; and (2) the valuation of
costs and benefits requires estimates and judgements. The City will engage an external auditor for an annual
independent review to assure compliance with policies and procedures.
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Reporting
The Finance Director is charged with the responsibility of preparing a quarterly investment report to be included in
the City's quarterly financial reports. The report will include actual to budget comparisons.

The market value of the portfolio shall be calculated at least quarterly (or more often if a material change in
condition occurs) and report and market value of the portfolio shall be completed at least quarterly. This will ensure
that review of the investment portfolio in terms of value and price volatility has been performed consistent with
GFOA Recommended Best Practices. In defining market value, considerations should be given to the GASB
Statement 31 pronouncements.

Performance Standards

The investment portfolio will be designed to obtain a market average rate of return during budgetary and economic
cycles, taking into account the City's investment risk constraints and cash flow needs. The investment portfolio will
be structured to meet specific criteria addressing safety, liquidity, and yield. The City's reporting system will provide
information concerning cash position, investment performance, and percentage of the portfolio that is invested by
security issuers and maturity structure.

This policy applies to all financial assets of the City. Proceeds from certain bond issues are subject to restrictions as
outlined in the bond documents. Except for cash in certain restricted and special funds, the City will consolidate
cash and reserve balances from all funds to maximize investment earnings and to increase efficiencies regarding
investment pricing, safekeeping and administration. Investment income will be allocated to various funds based on
their respective participation and in accordance with generally accepted accounting principles.

AUTHORITY

This policy shall be reviewed annually. Implementation of this policy is by resolution of the City Council. Relevant
guidance provided by Minn. Stat. Chapter 118A, Government Finance Officers Association (GFOA) Best Practices,
Statement of Auditing Standards.
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City Investment Policy Acknowledgement Questions? Contact the
Policy No: 2.2.005.1 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 8/15/2015
Submitted By: Dana Hardie

INVESTMENT POLICY ETHICS AND CONFLICTS OF INTEREST ACKNOWLEDGMENT ‘

The Victoria City Council adopted a revised Investment Policy on February 24, 2020. The policy contains the
following section on ethics and conflicts of interest:

The City Manager and Finance Director and any other employees involved in the investment process shall refrain
from personal business activity that could conflict with the proper execution and management of the investment
program, or that could impair their ability to make impartial decisions. Investment staff shall disclose any material
interests in financial institutions with which they conduct business. They shall further disclose any personal
financial/investment positions that could be related to the performance of the investment portfolio. Investment
staff shall subordinate their personal investment transactions to those of the city, particularly with regard to the
time of purchases and sales and shall refrain from undertaking personal investment transactions with the same
individual with whom business is conducted on behalf of the City. The City Manager and Finance Director shall
sign a statement acknowledging to this effect.

By signing below, | acknowledge | have read the City's Investment Policy and agree to abide by the policy,
including the ethics and conflicts of interest section.

Signature Title Date

Printed Name
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Fund Balance Questions? Contact the

Policy No: 2.2.006 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 1/24/2022
Original Policy Date: 8/13/2018
Submitted By: Trisha Pollock

The purpose of this policy is to establish specific guidelines that the City of Victoria will use to:

e Maintain adequate levels of fund balance that provide for cash flow requirements and contingency needs
because major revenues, such as property taxes and other government aids, are received in the second half
of the City's fiscal year; and

e Classify fund balances into specific categories based on the extent to which the City is bound to honor
constraints on the use of the funds, consistent with the established contractual, legal, or regulatory
requirements.

In accordance with Generally Accepted Accounting Principles (GAAP), the City will classify fund balance in the
following five categories:

Non-spendable

This category includes fund balance that is not expected to be converted to cash, such as prepaid items and
inventory; and

Amounts that are to be maintained intact as contractually or legally required, such as endowments or permanent
funds.

Restricted

These are funds that have constraints that are externally imposed by creditors, grantors, contributors, or laws or
regulations of other governments, or imposed by law through constitutional provisions or enabling legislation.
Examples include bond or grant proceeds, tax increment, park dedication fees, and accumulated funds in debt
service funds.

Committed

These funds can only be used for specific purposes pursuant to constraints imposed by formal action of the City
Council. The committed amounts cannot be used for any other purpose unless the City Council removes or changes
the specified use by taking the same type of action it employed to commit those amounts.
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The City Council will annually, or as necessary, commit specific revenue sources for specified purposes by
resolution. This formal action must occur prior to the end of the reporting period; although the amount to be
subject to the constraint may be determined in the subsequent period.

Assigned

Assigned funds are constrained by the City's intent to use for specified purposes but are neither restricted nor
committed. Assigned fund balance in the general fund includes amounts that are intended to be used for specific
purposes. An example would be budget carry-overs for specific items.

The intended use of assigned fund balance shall be established by the Council. The City Council will annually assign
fund balance for specified purposes by resolution. The amount to be subject to the constraint may be determined
in the subsequent period.

Unassigned

Unassigned fund balance represents the residual classification for the general fund and includes amounts that have
not been assigned to other funds, and that have not been restricted, committed, or assigned to specific purposes
within the general fund. The general fund is the only fund that reports a positive unassigned fund balance amount.
Deficits in fund balances of other governmental funds are reported as unassigned.

The City shall maintain an unassigned fund balance in the general fund equal to 30 percent (30%) of the subsequent
year's general fund budgeted expenditures less transfers. This amount will assist in maintaining an adequate level
of fund balance to provide for cash flow requirements and contingency needs because major revenues, including
property taxes and other government aids, are received in the second half of the City's fiscal year.

Stabilization Arrangements

Stabilization arrangements are defined as formally setting aside amounts for use in emergency situations or when
revenue shortages or budgetary imbalances arise. The City has adopted a Revenue Stabilization Policy (Policy No.
2.2.006.1) for the accumulation and use of building permit revenue that exceed budget projections in any given
year.

The City will set aside amounts by resolution as deemed necessary that can only be expended when certain specific
circumstances exist. The resolution will identify and describe the specific circumstances under which a need for
stabilization arises. The need for stabilization will only be utilized for situations that are not expected to occur
routinely and are consistent with the use of funds as described in the stabilization policy.

PROCEDURES |

Monitoring and Reporting

The City Manager and Finance Director shall annually prepare the status of fund balances in relation to this policy
and present to the City Council in conjunction with the Comprehensive Annual Financial Report (ACFR).
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Order of Resource Use/Fund Balance Flow Assumption

Unrestricted fund balance is the amount of fund balance left after determining both non-spendable and restricted
net resources. The unrestricted fund balance is the amount of fund balance that the City, itself, has placed
constraints on its use (committed and assigned) and fund balance that does not have any specific purpose
identified for the use of those net resources (unassigned). When both restricted and unrestricted resources are
available for use, it is the City's policy to first use restricted resources, and then use unrestricted resources as
needed. When committed, assigned, or unassigned resources are available for use, it is the City's policy to use
resources in the following order: committed; assigned; and unassigned. A negative residual amount may not be
reported for restricted, committed, or assigned fund balances in the general fund.

This policy applies to all City fund balances.

AUTHORITY

Administrative implementation of this policy after Council approval.
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Revenue Stabilization Fund Questions? Contact the

Policy No: 2.2.006.1 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/26/2018

Original Policy Date: 2/26/2018

Submitted By: Dana Hardie

PURPOSE

Revenue Stabilization was established to commit funds from building permit revenues that exceed budgeted
projections for future revenue shortfalls or significant unexpected expenditures. The purpose of this Revenue
Stabilization Policy is to provide guidelines for the sources of funding, uses of funding, and establish a maximum
balance formula.

POLICY

Funding Sources

Sources of funding for Revenue Stabilization include:

e Building permit fees and plan check fees received in excess of budgeted projections
e Building inspection contract fees received in excess of budgeted projections

e Other sources as approved by the Council

At year-end, any of these fees exceeding budgeted amounts will be transferred from general fund unassigned fund
balance to revenue stabilization committed fund balance, provided the maximum balance has not been met. If
actual building department expenditures exceed budgeted expenditures in a given year the amount of the
expenditure variance may be subtracted from the proposed transfer.

Use of Funds

Use of funds from the revenue stabilization fund may include:

e Transfers to general fund unassigned fund balance for significant building permit revenue shortfalls

Maximum Fund Balance

The maximum revenue stabilization balance shall be equal to four years of budgeted building permit revenues.

PROCEDURES

The Council must review and approve all proposed transfers to revenue stabilization and uses of funds.

SCOPE

The Council must review and approve all proposed transfers to revenue stabilization and uses of funds.

AUTHORITY

Administrative implementation of this policy after Council approval.
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Debt Management Policy Questions? Contact the

Policy No: 2.2.007 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 7/10/2017

Submitted By: Dana Hardie

One of the keys to sound financial management is the development of a debt management policy. This need is
recognized by bond rating agencies and development of a debt policy is a recommended practice by the
Government Finance Officers Association (GFOA). This policy establishes the parameters for issuing debt and
managing the debt portfolio. It provides guidance to the administration regarding purposes for which debt may be
issued, types and amounts of permissible debt and method of sale that may be used. The intent of the policy is to
help ensure fiscal responsibility, promote financial sustainability, and demonstrate a commitment to long-term
financial planning. This policy will be used in conjunction with the City's Capital Improvement Plan (CIP). Adherence
to this policy will help assure maintenance of the City’s AAA credit rating.

The City of Victoria strives to achieve financial sustainability through:

A. Financial stability. The City will create financial stability to provide the community with consistent and
adequate level of public services. The City will develop a long-term approach to its finance by developing
and maintaining long-term plans, carefully weighting the cost and benefits of development opportunities
and adhering to sound debt, reserve and investment policies.

B. Quality of Life and Economic Vitality. The City will provide efficient and cost-effective services to ensure a
safe and healthy community for its residents, businesses and visitors while preserving and enhancing the
unique characteristics of the community.

C. Accountability and Financial Planning. The City is committed to sound financial planning that ensures
services are provided at the best value and are in alignment with the needs and wants of the community.

D. Economic sustainability. The City's financial strategy supports continued investment and maintenance of
physical infrastructure, facilities and in policies and programs that support the desired levels of service.

E. Transparency and engagement. The City will be accountable for producing value for the community
through reporting mechanisms that make it clear how the City intends to use resources to achieve the
community vision. The City is committed to engaging the public as a partner in formulating plans and
delivering services.

Guidelines for Debt Issuance

Debt financing can include general obligation bonds, revenue bonds, lease/purchase agreements, or other financing
instruments allowed under Minnesota State statutes.
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A. The City will prepare and update annually a five-year Capital Improvement Plan (CIP) to be approved by the
City Council. The CIP will be developed with an analysis of the City's infrastructure and other capital needs,
and the financial impact of the debt service required to meet the recommended financing plan.

B. The City will analyze each project (proposed for financing through debt issuance) to determine the tax
impact and future operating costs associated with the project and related debt issuance costs.

C. The City Council shall appropriate all proceeds from debt issuance.

D. The City will comply with all applicable U.S. Internal Revenue Service and U.S. Treasury arbitrage
requirements for bonded indebtedness to preserve the tax-exempt status of such bonds.

E. The City will maintain good communications with bond rating agencies regarding its financial condition. The
City will follow a policy of full disclosure in every financial report and bond prospectus.

F. The City will issue long-term debt to purchase or construct capital improvements or equipment with a
minimum expected life of five years. The City will not use long-term borrowing to finance annual operating
needs. The term of any bond issue will not exceed the useful life of the capital project/facility or equipment.

G. The City will plan bond issues to minimize the frequency of issuance to ensure the lowest possible costs of
issuance. When determining the size of a bond issue, the City will consider the need for construction, debt
service, and capitalized interest funds. The City will prepare construction fund draw schedules in
conjunction with planning of the city's CIP.

H. Bonds will be amortized on a level debt schedule basis to the extent practical considering forecasted debt
service and repayment sources.

I.  The City's preferred method of sale of bonds is via competitive sale to underwriters; however, the City may
sell bonds via a negotiated sale, private placement, or other method if deemed advantageous.

J.  Bonded debt should always be investment grade in order to minimize debt service costs.
Limitations on Level of Debt to be Issued and Outstanding

A. Statutory Limitations. Total net general obligation debt will not exceed the statutory limit as required by
Minnesota Statute § 475.53.

B. Self-Imposed Debt Limits.

a. Net tax-supported outstanding debt as a percentage of the total estimated market value in the City
will not exceed 1.5 percent (1.5%) in any given year.

b. The total debt levy will not exceed 30 percent (30%) of the total levy in any given year.

A four-fifths majority is required to override the self-imposed debt limits. The City could also find itself exceeding the
self-imposed limits if market value declines. If the self-imposed debt limits are exceeded, the City has three (3)
years to correct the imbalance. No new debt will be issued during this time.

Types of Debt Issuance
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A. The City may issue general obligation debt for capital or other properly approved projects.

B. Where possible, the City will use special assessment, revenue, or other self-supporting bonds instead of
general obligation bonds.

C. The City may issue revenue bonds to fund proprietary activities such as water, sewer, and storm water
utilities, or for other capital projects that generate adequate revenues from user fees to support operations
and debt service requirements. The bonds will include written legal covenants which require that revenue
sources are adequate to fund annual operating expenses and annual debt service requirements.

D. The City may issue tax increment bonds to fund public improvements or for economic development
(private). All Tax Increment Financing (TIF) proposals shall include a financial impact analysis addressing the
economic relationship of the proposed project to the City's estimated tax rates, service costs, and
employment opportunities. If TIF General Obligation Bonds are proposed, there shall be a review and
opinion by the City's fiscal agent regarding structuring the issue and the adequacy of the tax increments to
retire the debt.

E. Capital leases may be used to purchase buildings, equipment, furniture and fixtures. The term of any capital
lease shall not exceed the useful life of the leased asset.

F. Lease financing and master lease obligations, including lease revenue bonds, may be considered as
alternative financing sources.

Refunding of Debt

The City will refund debt when it is in the best financial interest of the City to do so.

A. Debt Service Savings. When a refunding or advance refunding is undertaken to generate interest rate cost
savings, the minimum aggregate present value savings will be three percent (3%) of the refunded bond
principal amount. The present value savings will be net of all costs related to the financings.

B. Term of Refunding Issues. The City will refund bonds within the term of the originally issued debt.
However, the City may consider maturity extension, when necessary to achieve a desired outcome, provided
that such extension is legally permissible. The City also may consider shortening the term of the originally
issued debt to realize greater savings. The remaining useful life of the financed project/facility should be
considered in this decision.

C. Arbitrage. The City shall take all necessary steps to optimize escrows and to avoid negative arbitrage in its
refunding. Any resulting positive arbitrage will be rebated as necessary according to federal guidelines.

Post-Issuance Compliance

It is critical that the City comply with the requirements of federal and state law that apply following the issuance of
debt by the City. Tax-exempt debt obligations (debt for which the interest paid to the debt holders is excludable
from their gross income for federal income taxes) result in lower interest costs to state and local governments. The
tax-exempt status remains throughout the life of the debt obligation provided all applicable state and federal tax
laws are satisfied at the time of issuance and throughout the term of the obligation. The Internal Revenue Service
(IRS) is responsible for enforcing compliance with the Internal Revenue Code and most other regulations governing
tax-exempt obligations. The IRS expects issuers and beneficiaries of tax-exempt debt to adopt and implement a
post-compliance debt policy and procedures to safeguard against post-issuance violations that may result in the
loss of the tax-exempt status of the debt.
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The City will monitor its tax-exempt debt obligations to ensure that all tax-exempt debt obligations remain in
compliance with the IRS Code and all other regulations governing tax-exempt obligations. This section applies to all
tax-exempt debt obligations including bonds, notes, loans, lease purchase contracts, and other forms of tax-exempt
debt. This section does not apply to conduit/private activity bonds.

The City's Finance Director is designated as the City's agent who is responsible for post-issuance compliance of all
tax-exempt debt obligations and is referred to in this section as the “compliance officer”.

The compliance officer will assemble all relevant documentation, records and activities required to ensure post-
issuance debt compliance and create procedures for each obligation. At a minimum, these procedures will include
the following:

e General post-issuance compliance

e Proper and timely use and accounting for bond proceeds
e Arbitrage yield restrictions and rebate

e Timely filings and other general requirements

e Private activity concerns

e Records retention

e Additional activities that support the point above

e Other requirements that become necessary in the future

The compliance officer will be assisted by other City staff and may assign responsibilities to professional
consultants, such as bond counsel, municipal advisors, paying agents, and rebate analysts, when appropriate.

The compliance officer will ensure that the procedures are updated on a regular and as-needed basis. The City will
provide continuing education opportunities relating to post-issuance compliance and the compliance officer will
update city staff on changes in post-issuance compliance.

Terms and Conditions for the Issuance of Conduit Debt

Not-for-profit agencies and other entities may request the City to issue pass-through, conduit debt. These issues
are not projects of the City, but of a separate corporation. To expedite assistance and avoid costs for the City, the
following is required:

A. The applicant must provide to the Finance Director documentation about the entity requesting the
assistance, the project, and the proposed financing method. The City also requires that the applicant
assume all of the costs incurred by the City in examining the legal and fiscal aspects of the project as well as
ongoing monitoring and reporting of outstanding bonds once issued. The applicant must make a deposit of
one fourth of one percent (1/4%) of the proposed issuance amount with a minimum deposit of $3,000 and a
maximum deposit of $25,000. These funds will be applied against the costs incurred by the City for staff
time, its consultants, and any other expenses caused by the proposal including costs associated with non-
bank qualified bonds. If the application is denied, the deposit amount in excess of these costs will be
refunded to the applicant. If the application is approved, the full deposit will be retained to cover additional
costs of issuance and future monitoring. If the city's actual costs exceed the deposit amount, the applicant
will be required to reimburse these additional amounts.

B. The applicant should be prepared to demonstrate how the proposed project would benefit the community.
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C. The City Manager and Finance Director will review the proposal and determine whether the request will be
presented to the City Council during a public hearing.

D. The debtinstrument must not place the City at risk in any way, financially or legally, in appearance or in fact.
The federal government has placed the burden of weighing the balance of “public purpose versus private
benefit” upon the City Council for conduit debt issues. The City Council will consider risk, the “public versus
private benefit” balance, and the recommendation of its staff. Because of the subjective nature of the issues
it must weigh, the council retains the right to refuse to authorize any issue at its sole discretion and without
need to give cause. The obligor must indemnify the City against all future costs including but not limited to
lawsuits, findings that the issue was not tax-exempt, or penalties of any kind. The documents must clearly
reflect the indemnification of the City.

E. If the City Council approves the conduit debt application, the bond attorney for the issue must:

a. Provide to the City Council a written statement indicating that the documents have been
appropriately prepared, all concerns of the City and points covered by this document have been
addressed, and it is acceptable for the council to adopt the needed resolutions. No documents will
be adopted by the Council or signed by Council Members or staff without the attorney’s statement.

b. Prepare a contract obligating the agency requesting the debt (obligor) to repay to the City any
interest margin for bank qualified bonds that the agency uses, and the City later needed on debt it
issues for its own purposes.

c. Assure that the Official Statement prominently displays in large, bold type that the City of Victoria
does not have any obligation to repay the debt and what the rating of the bond issue is.

d. When the issue is complete and closed, provide two copies of the transcript and amortization
schedules of the issue to the finance manager.

F. The City will not be responsible for any continuing disclosure or arbitrage calculations or rebate. The
documents must clearly reflect that the obligor is responsible for these matters.

G. The agency requesting the conduit debt and their advisors must arrange for the logistics of all document
movement, timing, signature, publication, etc.

H. The City Manager places items on the Council agenda and obtains signed documents from the Council. Itis
the responsibility of the requesting agency to:

a. Inquire as to when meetings are scheduled (and to check again as necessary because meeting dates
change without notice).

b. Inquire as to when documents must be delivered in order to be accepted for the agenda.

c. Arrange for copies, which need to be signed and to provide the necessary envelopes and postage or
other arrangements to move the documents when signed.

d. The documents are signed after the meeting at a time convenient to the mayor, typically within a
week after the meeting.

e. Arrange for notices requiring publication to the appropriate newspaper, pay for the publication, and
obtain any signed affidavits necessary.
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f. Attend all necessary council meetings to answer questions the council may have about the issue
while the documents are being considered.

g. Arrange to have any other necessary documents delivered for signature by other city officials such
as the city attorney and the finance manager and after signature have appropriate self-addressed
and stamped envelopes available for return. The officials should be notified in advance, that
documents are being sent for signature.

h. Arrange for all IRS and federal or state filings and or fees.

i. Arrange to have all necessary professional fees paid directly to the professionals who either did the
work out of bond proceeds or make other acceptable arrangement with the professionals doing the
work.

Glossary

Advance Refunding. A refinancing transaction in which new (refunding) bonds are issued to repay (refund)
outstanding bonds prior to the first call date. The proceeds of the refunding bonds are deposited in an escrow
account, invested in government securities, and used to pay debt service on the refunded bonds through the
applicable call date.

Arbitrage. The difference between the interest paid on the tax-exempt securities and the interest earned by
investing the security proceeds in higher-yielding taxable securities. IRS regulations govern arbitrage on the

proceeds from issuance of municipal securities.

Capitalized Interest. A portion of the proceeds of a bond issue which is set aside to pay interest on the same bond
issue for a specific period of time. Interest is commonly capitalized for the construction period of the project.

Capital Lease. A lease obligation that has met the criteria to be categorized as a capital lease as opposed to an
operating lease under generally accepted accounting principles.

Competitive Sale. A sale/auction of securities by an issuer in which underwriters or syndicates of underwriters
submit sealed bids to purchase the securities. Contrast to a negotiated sale.

Debt. Any obligations of the City for the payment of money pursuant to Minnesota State Statutes.
Escrow. A fund established to hold monies pledged and to be used to pay debt service on an outstanding issue.

General Obligation Bonds. Bonds issued by the City secured by the City's pledge of its full faith and credit and
unlimited taxing power.

Negotiated Sale. A method of sale in which the issuer chooses one underwriter to negotiate terms pursuant to
which such underwriter will purchase and market the bonds.

Net Tax Supported Outstanding Debt. Defined for this policy as outstanding principal multiplied by the
percentage of the repayment supported by a tax levy less any fund balance reserved for debt service.

Private Placement. The original placement of an issue with one or more investors as opposed to being publicly
offered or sold.
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Refunding. A transaction in which the City refinances an outstanding issue by issuing new (refunding) bonds and
using the proceeds to immediately retire the old (refunded) bonds.

Revenue Bonds. Bonds issued by the City secured by a specific revenue pledge of rates, rents, or fees.
Tax-Supported Debt. Debt that is expected to be repaid from levied taxes and possibly other sources.

Underwriter. A dealer that purchases new issues of municipal securities from the issuer and resells them to
investors.

This policy applies to all City-issued debt.

AUTHORITY

Administrative implementation of this policy.
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Capital Assets Questions? Contact the

Policy No: 2.2.008 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 8/15/2018

Submitted By: Dana Hardie

It is essential for financial reporting and cost accounting purposes that City departments follow a uniform policy for
capitalizing expenditures. Capital expenditures are used to acquire assets or improve the useful life of existing
assets.

A. Capitalization thresholds. A capital asset is real or personal property used in operations and having a
value equal to or greater than the capitalization threshold set by the City. The City will maintain a
schedule of individual capital assets with an estimated useful life of greater than one year and with
values exceeding the amounts shown below:

Asset Type Threshold
Land and land improvements $10,000
Other improvements $25,000
Buildings and building improvements $25,000
Machinery, vehicles, and equipment $5,000
Infrastructure $100,000
Other Capital Assets $5,000
Construction in progress Always
Easements $50,000
Intangible assets $50,000

Capital assets purchased through the issuance of debt should be capitalized and depreciated over the
estimated useful life, regardless of cost.

B. Capital asset definitions and categories.

LAND
Land is the surface or crust of the earth, which can be used to support structures, grow crops, grass,
shrubs, and trees. It has an indefinite life. Land is an inexhaustible asset and non-depreciable.

LAND IMPROVEMENTS

Land improvements consist of betterments, site preparation, and improvements (excluding buildings)
that ready land for its intended use. The costs associated with improvements to land are added to the
cost of the land. Land improvements are inexhaustible and do not require maintenance, repair, or
replacement.
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Examples of costs to be capitalized as land and land improvements include:

e Original purchase price or fair value at time of donation

e Commissions

e Professional fees including title searches, architect, legal, engineering, appraisal, surveying, and
environmental assessments

e Land excavation, fill, grading, and drainage

e Demolition of existing buildings and improvements less salvage

e Removal, relocation, and reconstruction of property owned by others, such as power, telephone,
and cable lines

e Interest on mortgages accrued at date of purchase

e Water wells, including the initial cost for drilling, the pump and its casing

e Permanent right-of-way

OTHER IMPROVEMENTS
Other improvements include improvements to land that are exhaustible in nature and enhance the
quality or facilitate the use of land for a specific purpose.

Examples of costs to be capitalized as other improvements include:

e Fencing and gates

e Landscaping

e Parking lots, driveways, and parking barriers

e Outdoor sprinkler and irrigation systems

e Recreation areas and athletic fields, including bleachers
e Golf courses

e Paths and trails

e Septic systems

e Stadia

e Swimming pools, tennis courts, basketball courts, and skate parks
e Fountains

e Plazas and pavilions

e Retaining walls

BUILDINGS

Buildings refer to a structure that has a roof, is partially or completely enclosed by walls, is permanently
attached to land, and is not intended to be moveable or transportable. Certain buildings or structures
that are ancillary parts of infrastructure networks, such as well houses and lift stations will be reported
as infrastructure rather than buildings.

Examples of costs to be capitalized with a purchased building include:

e Original purchase price
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Expenses for remodeling, reconditioning, or altering a purchased building to make it ready for its
intended purpose

Environmental compliance, such as asbestos abatement

Professional fees such as architect, engineer, management fees for design and supervision, and
legal

Cancellation or buyout of existing leases

Other costs required to place or render the asset into operation

Examples of costs to be capitalized with a constructed building include:

Completed project costs

Cost of excavation, grading, and filling of land for a specific building
Expenses for the preparation of plans, specifications, and blueprints
Building permits

Costs of temporary buildings used during construction

Additions to buildings

BUILDING IMPROVEMENTS

Building improvements include capitalized costs the materially extend the useful life of a building or
increase the value of a building, or both, beyond one year. Building improvements should not include
maintenance and repairs done in the normal course of business.

Examples of costs to be capitalized as building improvements include:

Installation or upgrade of heating and cooling systems, including ceiling and attic fans

Original installation or upgrade of wall or ceiling covering such as carpeting, tiles, paneling, or
parquet

Structural changes such as reinforcement of floors and walls, installation or replacement of beams,
rafters, joists, steel grids, or other interior framing

Installation or upgrade of windows, doors, built-in closets and cabinets

Interior renovation of casings, baseboards, light fixtures, and ceiling trim

Installation or upgrade of plumbing and electrical wiring

Installation or upgrade of telecommunication systems

Examples of costs considered maintenance or repairs in nature that should not be capitalized as
building or building improvements include:

Adding, removing, and/or moving of walls relating to renovation projects that are not considered
major rehabilitation projects and do not increase the value of the building

Improvement projects of minimal or no added life expectancy and/or value to the building
Plumbing or electrical repairs

Cleaning, pest extermination, or other periodic maintenance

Interior decoration such as draperies, blinds, curtains, and wallpaper

Exterior decoration such as detachable awnings, uncovered porches, decorative fences
Maintenance-type interior renovation including repainting, touch-up plastering, replacement of
carpet or tile, and refinishing of sinks and fixtures
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e Replacement of a part or component of a building with a new part of the same type and
performance capabilities
e Any other maintenance-related expenditure which does not increase the value of the building

MACHINERY, VEHICLES, AND EQUIPMENT

Machinery, vehicles, and equipment refers to fixed or movable tangible assets used for operations, the
benefits of which extend beyond one year from date of receipt

Examples of costs to be capitalized as machinery, vehicles, and equipment include:

e Original contract or invoice price

e Freight charges

e Handling and storage charges

e In-transitinsurance charges

e Sales, use and other taxes imposed on the acquisition

e Installation charges

e Charges for testing and preparation of use

e Cost of reconditioning used items when purchased

e Parts and labor associated with the construction of machinery, vehicles, and equipment

The cost of extended warranties and/or maintenance agreements which can be separately identified
from the cost of the machinery, vehicle, or equipment shall not be capitalized.

INFRASTRUCTURE ASSETS

Infrastructure assets are long-lived capital assets that are linear and stationary in nature and can be
preserved for a significantly great number of years than most capital assets. For purposes of
capitalization, infrastructure assets may be grouped into networks or subsystems according to their
function, rather than as individual items. A network of assets is composed of all assets that provide a
service. A subsystem of a network of assets is composed of all assets that make up a similar portion or
segment of a network of assets. For example, road and streets are a network; however, distinguishing
between rural, county, and city streets could each be considered a subsystem within the network.

Infrastructure assets grouped in networks or subsystems will be inventoried used the weighted-average
method as a means of determining the network’s estimated useful life and depreciation.

Examples of infrastructure assets include:

e Roads, streets, curb, gutters, sidewalks, and fire hydrants
e Bridges

e Water and sanitary sewer systems

e Drainage and storm water systems

e Street light systems

e Signage
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Infrastructure assets shall be capitalized and depreciated unless the modified approach is used. The
modified approach is an alternative to reporting depreciation for infrastructure assets that meet the
following criteria:

e The assets are managed using a qualifying asset management system; and
e Itis document that the assets are being preserved at or above a condition level established by the
City.

Under the modified approach for infrastructure, assets are not depreciated, and only the costs that
increase the capacity or efficiency of the asset are capitalized, while all other expenditures that preserve
the useful life of the assets are expensed. Only infrastructure assets that compose a network or
subsystem of a network can be reported using the modified approach.

OTHER CAPITAL ASSETS

Other capital assets include computer software that is either purchased or developed for internal use.
The software should be capitalized (if the cost of the software exceeds the capitalization threshold) and
depreciated over the useful life. Capitalization of computer software includes license fees it the total
dollar amount of the fee divided by the number of units or terminals exceeds the threshold.

Examples of costs to be capitalized as computer software include:

e External direct costs of material and services

e Costs to obtain software from third parties

e Travel costs incurred by employees in their duties associated with development

e Payroll and payroll-related costs of employees directly associated with or devoting time to encoding,
installing or testing

e Costs to develop or obtain software that allows for access or conversion of old data by new
information systems

Upgrades and enhancements should only be capitalized to the extent that the expenditure increases the
functionality of the asset.

PROCEDURES |

A. Capital Leases. Capital leases include real or personal property for which ownership of the asset
substantially transfers to the lessee, therefore meeting the criteria for capitalizing as an asset. Capitalize
the cost of an asset if the lease agreement meets any one of the four conditions:

e Ownership of the asset transfers to the lessee at the end of the lease term

e The lease purchase contains a bargain purchase option that gives the lessee the right to purchase
the asset for a future price less than the fair market value

e The lease term is equal to or at least 75% of the asset's economic life
The present value of the minimum lease payments at the inception of the lease, excluding executory
costs, equals at least 90% of the fair market value of the leased asset at the time the lessee signs the
lease

B. Recording Capital Assets. Capital assets should be recorded and reported at historical cost. Historical
costs include the costs necessary to place a capital asset into service. Historical costs include sales tax,
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installation cost, modifications, attachments, accessories, and ancillary charges such as freight and
transportation, site preparation and professional fees.

When the historical cost of a capital asset is not practicably determinable, the estimated historical cost
of the asset should be determined by appropriate methods. Estimated historical cost should be
identified in the records, including the basis of determination. Donated capital assets should be
recorded at the acquisition value at the time of donation.

C. Contributed (Donated) Capital. Acceptance of contributions of capital assets shall be in accordance
with applicable Minnesota Statutes and shall be approved by the City Council. Contributed capital
assets should be recorded and depreciated in the same manner as all other capital assets. In addition,
capital assets acquired through contribution from an outside source should be identified in the records
of the City, including documentation of the actual or estimated value and the basis of the determination.

D. Intangible Assets. Intangible assets possess three characteristics:
e Lack of physical substance,
¢ Initial useful life exceeding one year, and
¢ Nonfinancial in nature.

Examples of intangible assets include easements, land use rights, patents, trademarks, copyrights, or
software that is purchased, licensed or internally generated.

An intangible asset should be recognized in the statement of net position only if it is identifiable. This
means that the asset can either be:

e Sold, transferred, licensed, rented, or exchange; or
e Arose from contractual or other legal rights, regardless of whether those rights are transferrable or
separable.

Donated intangible assets should be recorded at fair market value as of the donation acceptance date.

E. Improvements. The city will maintain its assets to protect its capital investment and to minimize future
capital expenditures.

Capital asset improvement costs should be capitalized if:
e The costs exceed the capitalization threshold, and
e One of the following criteria is met:
o Thevalue of the asset or estimated useful life is increased by 25% of the original cost or life
period, or
o The costresults in an increase in the capacity of the asset, or
o The efficiency of the asset is increased by more than 10% of its current value.

Otherwise, the cost should be classified as a repair and maintenance expense under the appropriate
department and expense category.
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F. Depreciating Capital Assets. Depreciation is the process of allocating the cost of a capital asset to the
periods of benefit. Capital assets will be depreciated over their estimated useful lives unless they are:
¢ Inexhaustible (i.e., land and land improvements, certain works of art and historical treasures,

e Infrastructure assets reported using the modified approach, or
e Construction work in progress

For financial reporting purposes, the straight-line method will be used to calculate depreciation with no
salvage value. A half year of depreciation will be taken in the year of acquisition and a pro-rated year of
depreciation will be taken in the year of disposal or retirement.

For depreciation purposes, the following guidelines will be used to estimate the useful life of the asset:

Buildings and building improvements Useful life
Buildings - permanent 50 years
Buildings - temporary/portable 25 years
Roofing 20 years
Siding 20 years
HVAC/plumbing/electric systems 20 years
Fire suppression systems 25 years
Security systems 10 years
Cabling 10 years
Flooring 10 years
Elevators 20 years
Windows 15 years
Infrastructure Useful life
Streets, including curb and gutter 30 years
Storm drain systems 30 years
Parking lots - gravel 10 years
Parking lots - asphalt 15 years
Parking lots - concrete 35 years
Sidewalks 25 years
Pedestrian bridges 25 years
Dams 40 years
Trails - gravel 15 years
Trails - asphalt 20 years
Street lights 25 years
Water/sewer mains and lines 50 years
Water storage facilities 50 years
Water supply facilities 40 years
Lift stations 30 years
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Other improvements

Useful life

Fencing and gates 20 years
Outside sprinkler systems 25 years
Athletic fields, bleachers 15 years
Septic systems 15 years
Skate parks 20 years
Swimming pools 20 years
Tennis and basketball courts 20 years
Fountains 20 years
Retaining walls 20 years
Outdoor lighting 20 years
Monuments 10 years
Traffic signals 20 years
Light poles 20 years
Landscaping and trees 20 years
Boat launch pads 25 years
Equipment, machinery, and vehicles Useful life
Appliances 10 years
Athletic equipment 10 years
Audio/visual equipment 7 years
Business machines/office equipment 5 years
Radio and communications equipment 5 years
Computer equipment/software 3 years
Furniture and cabinets 10 years
Water softeners/heaters 5 years
Grounds equipment, mowers, etc. 10 years
Machinery 7 years
Tools 5 years
Playground equipment, scoreboards 15 years
Photocopiers 5 years
ATVs and snowmobiles 7 years
Motor vehicles - cars and light trucks 10 years
Light equipment 5 years
Street sweepers 10 years
Heavy trucks 15 years
Heavy equipment - loaders, graders 10-20 years
Fire department equipment 10 years
Fire department trucks 10-20 ears
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G. Historical Treasures and Works of Art. Historical treasures and works of art are items which are
considered inexhaustible and held for public exhibition, educational purposes, or research in
enhancement of public service instead of financial gain. Examples are paintings, sculptures,
photography, maps, manuscripts, musical instruments, recordings, film, furnishings, artifacts, tools,

weapons, and other memorabilia. Since these items are generally considered inexhaustible, they are
not depreciated.

This policy applies to all City capital assets.

AUTHORITY

Administrative implementation of this policy.
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Capital Improvement Policy Questions? Contact the
Policy No: 2.2.009 Assistant City Manager

tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020
Original Policy Date: 11/20/2018
Submitted By: Dana Hardie

PURPOSE

The Capital Improvement Policy reflects an assessment of the community’s needs and its ability to pay for major
improvements. Itis founded on the premise that reinvestment required for replacement, maintenance, or the

increased efficiency of existing systems shall have priority over investments for expansion of existing systems or the

provision of new services.

POLICY

The City of Victoria strives to achieve financial sustainability through:

A.

Financial stability. The City will create financial stability to provide the community with consistent and
adequate level of public services. The City will develop a long-term approach to its finance by developing
and maintaining long-term plans, carefully weighting the cost and benefits of development opportunities
and adhering to sound debt, reserve and investment policies.

Quality of Life and Economic Vitality. The City will provide efficient and cost-effective services to ensure a
safe and healthy community for its residents, businesses and visitors while preserving and enhancing the
unique characteristics of the community.

Accountability and Financial Planning. The City is committed to sound financial planning that ensures
services are provided at the best value and are in alignment with the needs and wants of the community.

Economic sustainability. The City's financial strategy supports continued investment and maintenance of
physical infrastructure, facilities and in policies and programs that support the desired levels of service.

Transparency and engagement. The City will be accountable for producing value for the community
through reporting mechanisms that make it clear how the City intends to use resources to achieve the
community vision. The City is committed to engaging the public as a partner in formulating plans and
delivering services.

Funding Priorities

Capital spending proposals will generally be funded on the following priority basis:

1.

Those projects necessary for contributing to the public health and welfare

2. Those projects which will help to maintain an existing system
3. Those projects that will make an existing system more efficient
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4. Those projects representing the expansion of an existing system for new service or completely new public

facility or service
PROCEDURES
The following principles shall govern the implementation of the recommended Capital Improvement Plan (CIP):

A. The City will develop a five-year CIP and update it annually.

B. The City will consider all capital improvements in accordance with the adopted CIP.

C. The City will coordinate development of the CIP with development of the annual operating budget.

D. Future operating costs associated with new capital improvements will be projected and included in
operating budget forecasts.

E. The City will maintain all its capital assets at a level adequate to protect its investment and to minimize
future maintenance and replacement costs.

F. The City will project and annually update its equipment replacement needs.

G. The City will identify the estimated costs and potential funding sources for each capital project proposal
before it is submitted to the City Council for approval.

H. The City will utilize the least costly and most feasible method for all new capital projects.

SCOPE

This policy applies to all City capital spending.

AUTHORITY

Administrative implementation of this policy.
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Special Assessments for Public Improvements Questions? Contact the

Policy No: 2.2.010 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/23/2006

Submitted By: Dana Hardie

The purpose of this policy is to establish a fair and equitable manner of recovering and distributing the cost of
public improvements. The procedures used by the city for levying special assessments are those specified by Minn.
Stat. 429, which provides that “all or a part of the cost improvements may be assessed against benefiting
properties.” The policy is intended to serve as a guide for a systematic assessment process in the City of Victoria.

The City Council recognizes that there is no perfect assessment policy. It is the policy of the City Council that
assessments be implemented in a reasonable, consistent, and fair manner. There may be exceptions to the policy
or unique circumstances or situations that may require special consideration and discretion by City staff and the
City Council.

Special assessments must meet the following criteria:
A. The land must have received special benefit from the improvement.
B. The amount of the assessment must not exceed the special benefit.

C. The assessment must be uniform in relation to the same class of property within the assessment area.

It is important to recognize that the actual cost of extending an improvement past a parcel is not the determining
factor in determining the amount to be assessed.

In most cases, the method for determining the value of the benefit received by the improvement, and

therefore, the amount to be assessed, shall be the cost of providing the improvement, if the cost does not exceed
the increase in the market value of the property being assessed.

The entire project shall be considered for the purpose of calculating and computing an assessment rate. In the
event city staff has doubt as to whether the costs of the project may exceed the special benefits to the property, the
city council may obtain such appraisals as may be necessary to support the proposed assessment.

The City must recover the expense of installing public improvements undertaken, while ensuring that each parcel
pays its fair share of the project cost in accordance with these assessment guidelines.

A. Definition of improvements eligible for special assessment. The following public improvements,
authorized by Minn. Stat. 429.021, are eligible for special assessment within the City of Victoria:

a. Street and sidewalk improvements. Acquisition, opening, and widening of any street and improvement
of streets and sidewalks by constructing, reconstructing, and maintaining sidewalks, pavement,
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gutters, curbs, and vehicle parking strips of any material or by grading, graveling, oiling, or otherwise
improving them. Included are charges for beautification, storm sewers, or other street drainage
systems, and installation of connections from sewer, water, or similar mains to curb lines.

b. Storm and sanitary sewer systems. Acquisition, development, construction, reconstruction, extension,
and maintenance of storm and sanitary sewer systems. This may include outlets, holding areas and
ponds, treatment plants, pumps, lift stations, service connections, and other appurtenances of a
sewer system within and outside the corporate limits.

c. Street lighting systems. Installation, replacement, extension, and maintenance of streetlights, street
lighting systems, and special lighting systems.

d. Waterworks systems. Construction, reconstruction, extension, and maintenance of waterworks
systems. This includes all appurtenances of a waterworks system, even the treatment plant, whether
inside or outside the city.

e. Parks, open space areas, playgrounds, and recreational facilities. Acquisition and improvement of land,
and purchase of equipment and facilities, either within or outside the corporate limits.

f.  Street trees. Planting, trimming, care, and removal.

g. Nuisance abatement. Includes, but is not limited to, draining and filling swamps, marshes, and ponds
on public or private property.

h. Dikes and other flood control works. Construction, reconstruction, extension, and maintenance.

i. Retaining and area walls, including highway noise barriers. Acquisition, construction, reconstruction,
improvement alteration, extension, and maintenance.

j. Malls, plazas, or courtyards. Acquisition, construction, improvement, alteration, extension, operation,
maintenance, and promotion of public malls, plazas, and courtyards.

k. Parking lots. Acquisition or construction of parking facilities.

B. Initiation of public improvement projects. Public improvement projects may be initiated the following
ways:

a. A publicimprovement project may be initiated by petition of at least 35 percent (35%) of the affected
property owners.

b. Publicimprovements may be initiated by the city council when, in its judgement, such action is
required. A resolution ordering any council-initiated improvements requires a 4/5% vote, rather than
a simple majority.
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C. General Assessment Policies. The cost of any improvement shall be assessed upon property benefited by
the improvements, based upon the benefits received.

The following general principles shall be used as a basis of the City’s assessment policy:

a. The “project cost” of an improvement includes the costs of all necessary construction work required
to accomplish the improvement, plus engineering, legal, administrative, financing, and other
contingent costs, including acquisition of right-of-way and other property.

b. The financing charges include all costs of financing the project. These costs include, but are not
limited to, financial consultant's fees, bond attorney's fees, and capitalized interest.

c. When the project is started and funds are expended prior to receiving the proceeds from a bond
sale, the project may be charged interest on the funds expended from the date of expenditure to
the date the bond proceeds are received.

d. The interest rate charged will be the average interest rate earned by the City's investments during
the six (6) months preceding the receipt of the bond proceeds. The interest charged to the project
shall be included as financing charges.

e. The"“assessable cost” of an improvement is equal to the “project cost” minus the “City cost.”

f.  The City will charge interest on special assessments at a rate specified in the resolution. If bonds
were sold to finance the improvement project, the interest rate shall be two percent (2%) more than
the average interest rate of the bonds, rounded to the nearest quarter of a percent. If no bonds
were sold, the interest rate shall be set at the rate allowed by state law.

g. Property owners may pay their assessments in full, interest free for a period of 30 days after the
assessment hearing. After such period interest shall be computed from the date specified in the
assessment resolution. The cCty will certify each year's collection (principal and interest) to the
county auditor by November 30.

i. Prior to the first certification of principal and interest to the County Auditor, a property
owner may make a partial pre-payment of the principal to the City. Such partial pre-payment
must be at least $100.00.

ii. Ifthe partial pre-payment is made after the 30-day “interest-free” period allowed by state
law, interest will be charged on the amount of the partial pre-payment from the date
specified in the resolution and paid along with the partial pre-payment.

iii. After the City makes the first certification of principal and interest to the County Auditor, pre-
payment will be accepted only for the total amount still owing including interest.

iv. If a parcel has two or more separate special assessments, prep-payment of the remaining
principal balance may be made on one or more.

v. Tax-exempt parcels such as churches and school properties may make a partial pre-
payment at any time, with a minimum partial pre-payment of one half of the principal
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balance. The tax-exempt parcel will be allowed to make only one partial pre-payment prior
to the first certification to the County Auditor. The remaining principal after the partial pre-
payment will be paid in equal installments over the remaining term of the special
assessments.

h. Where an improvement is designed for service of an area beyond that of direct benefit, increased
project costs due to such provisions for future service extensions may be paid for by the City.

i. The City will levy assessments to cover this cost when a new improvement is installed as an
extension of the existing improvement.

ii. As an alternative, the City may assess these costs to the area of future benefit immediately.

i. Where the project cost of an improvement is not entirely attributable to the need for service to the
area served by said improvement, or where unusual conditions beyond the control of the owners of
the property in the area served by the improvement would result in an inequitable distribution of
special assessments, the cCty, through the use of other funds, may pay such "City cost" which, in the
opinion of the City Council, represents the excess cost not directly attributable to the area served.

j- Iffinancial assistance is received by the City from the federal government, from the State of
Minnesota, the County, or from any other source to defray a portion of the costs of a given
improvement, such aid will be used first to reduce the "City cost" of the improvement. If the financial
assistance received is greater than the normal "City cost", the remainder of the aid will be applied
according to the terms of the assistance program or at the Council’s discretion.

k. City-owned properties, including municipal building sites, parks and playgrounds, but not including
public streets and alleys, shall be regarded as being assessable on the same basis as if such property
was privately owned.

I.  Improvements specifically designed for or shown to be of direct benefit to one or more properties
may be constructed by the City. The costs for these improvements will be assessed directly to such
properties, and not included in the assessments for the remainder of the project. An example of this
would be utility service lines running from the main lines to the property.

m. In the event City staff have doubt as to whether the proposed assessments exceed the special
benefits to the property in question (increased property valued as defined by state law), the Council
may order benefit appraisals as deemed necessary to support the proposed assessments.

n. A property owner may elect to offset special assessments against condemnation awards by
executing a Net Assessment Agreement with the City Council.

D. Methods of Assessment. The City Council recognizes there are different methods of assessment. The
methods include per lot, adjusted front foot, and area. For any project, one of these methods will more
adequately reflect the true benefits received in the assessment area than the other methods.
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In the feasibility study presented to City Council, the City Engineer will recommend one or a combination of
these methods for each project, based upon which method would best reflect the benefit received for the
area to be assessed.

The City Council will select the preferred method of calculating the assessments at the time the project is
ordered.

The general rule is to assess platted residential lots using the “unit” assessment basis; however, where
platted residential lots do not reflect a general similar size and shape, consideration will be given to an
adjusted front footage basis. Commercial and industrial lots will be assessed on an adjusted front footage
basis; however, consideration will be given to a "unit" assessment if the special benefit to the property in the
district is essentially the same.

The following methods of assessment are the official methods of assessment in the City of Victoria:

a. “Unit” Method. When it has been determined to assess by the "unit" method, all lots within the
benefited area shall be assessed equally for the improvements.

i. The “cost per unit” shall be defined as a quotient of the "assessable cost" divided by the total
assessable lots or parcels benefiting from the improvement. For the purpose of determining
the "units" or "parcels", all parcels, including governmental agencies, shall be included in
such calculations.

ii. When large lots can be subdivided into more than one lot, the number of assessable lots
attributed to that parcel will be determined from the number of potential future lots that
could be obtain using current subdivision regulations.

b. “Area” Method. When it has been determined to assess by the "area" method, the area shall be
defined as the number of square feet or acres within the boundaries of the appropriate property
lines of the areas benefiting from the project.

i. The assessment rate (i.e. cost per square foot) shall be calculated by dividing the total
assessable cost by the total assessable area.

ii. On large lots, the city engineer may determine that only a portion of the lot receives the
benefit and may select a lot depth for the calculations equal to the benefit received.

iii. For purposes of defining assessable areas, all properties included in the benefited area,
including other governmental areas, churches, etc. shall be included in the assessable areas.

iv. The following items may not be included in area calculations: public rights-of-way, natural
waterways, swamps and lakes or other wetlands designated by the Mn/DNR. The city
engineer will make the recommendation on the benefited area in the feasibility study.

C. “Adjusted Front Footage” Method. When it has been determined to assess by the "Adjusted Front
Footage" method, the "cost per adjusted front foot" shall be defined as the quotient of the
"assessable cost" divided by the total assessable frontage benefiting from the improvement.
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i. Forthe purpose of determining the "assessable frontage", all properties, including
governmental agencies, shall have their frontages included in such calculation.

ii. The actual physical dimensions of a parcel abutting an improvement (i.e., street, sewer,
water, etc.) shall NOT be construed as the frontage utilized to calculate the assessment for a
particular parcel. Rather, an "adjusted front footage" will be determined.

iii. Odd shaped lots are adjusted to an average footage that would be the equivalent to the
frontage of a rectangular shaped lot of the same area and depth. The purpose of this
method is to equalize assessment calculations for lots of similar size.

E. Standards for public improvement projects. The following standards are established by the City to
provide a uniform guide for improvements within the city. These standards shall also be used by the City
engineering in establishing “systems costs” as differentiated from “assessable costs” and “cCty costs.”

a. Surface improvements. Surface improvements shall normally be interpreted to include all
improvements visible on or above the ground within the right-of-way, and includes, but is not
limited to trees, lighting, sidewalks, signing, street and accessory improvements such as surfacing,
curb and gutter, drainage facilities, grading, signalization, and other public improvements such as
drainage ponds and facilities, parking lots, parks and playgrounds.

i. Inall streets prior to street construction and surfacing, or prior to resurfacing, all utilities and
utility service lines (including sanitary sewers, storm sewers, and water lines) shall be
installed to serve each known or assumed building location when practicable.

ii. When practicable, no surface improvements to less than both sides of a full block of street
shall be approved, except as necessary to complete the improvement of a block, which has
previously been partially completed. Concrete curbing or curb and gutter shall be installed at
the same time as street surfacing, except that where a permanent "rural" street design is
approved by the cCty Council, curbs will not be required.

iii. Streetimprovements shall be constructed to meet the minimum cCty design standards
unless the feasibility report identifies that the City standard is not practical for the area
served, and an alternative design recommendation is reached.

b. Subsurface improvements. Subsurface improvements shall normally include such items as water
distribution, sanitary sewer and storm sewer lines. For purposes of definition, main lines are defined
as the publicly owned and maintained lines such as trunk lines, interceptors, mains, laterals, etc. The
service lines are those privately-owned service lines going from the main line to the property line.

i. Subsurface improvements shall be made to serve current and projected land use. All
installations shall conform to city standards as established by those state and/or federal
agencies having jurisdiction over the proposed installations.

ii. Service lines from the lateral or trunk to the property line for each known or assumed
building location shall be installed in conjunction with the construction of the mains.
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F. Financing of public improvements.

a. Itisthe general policy of the City to require future development in accordance with the City's
Comprehensive Plan and for new areas of development in an orderly manner, typically contiguous
to existing development areas.

b. Itis also the general policy of the City to require all new development areas to provide for adequate
public infrastructure at the developer's sole expense, and in accordance with the City's
Comprehensive Plan and design standards.

c. The use of special assessments will typically be employed by the City to finance needed public
improvements (e.g. parks, sidewalks, water, sewer, and street improvements) in certain areas that
have previously been developed without all needed infrastructure, or to repair and/or replace aging
infrastructure.

d. The City may finance all or part of the improvement as a special assessment. Special assessments
are generally accepted as a means by which areas can obtain improvements or services; however,
the method of financing these is a critical factor to both the city and the property owner. Full project
costs spread over a very short term can cause an undue hardship on the property owner and,
likewise, City costs and systems costs spread over a long period of time can produce an undue
hardship on the general public of the City.

e. Financing improvements can be done with special assessments which are an indirect form of
taxation. Assessments for improvements or services which benefit the owners of selected properties
are compulsory and benefit the particular property. There is a distinct difference between taxes and
special assessments. Although both are billed to the property owner along with real estate taxes, the
real estate tax is a function of the value of the real estate as determined by the assessor, while
special assessments are a direct function of the enhancement or benefit which a specific
improvement gives to the property.

f.  Once the council has determined that a certain public improvement is necessary and desirable, the
general success and acceptance of the special improvement is dependent upon the most equitable
and consistent method of levying the cost.

g. The city will not defer assessments except in cases where senior citizens are involved. The
authorization for the senior citizen deferment and the criteria for establishing eligibility are set forth
in the Victoria's City Code.

h. The city council may elect to defer assessments on undeveloped lands for a specified length of time
or until it develops. Terms and conditions of this deferral will be established in the resolution
adopting the assessments.

G. Assessment practice and computations.

City of Victoria « Administration 2/24/2020
Special Assessments for Public Improvements Page 7



a. Street and curb and gutter improvements. Street and curb and gutter improvements assessments are
levied over a 15-year period.

i. Low density residential properties. Low density residential properties will be assessed if the
property has direct access to the improvement.

ii. High density residential, commercial, commercial business district (CBD) and industrial properties.
High density residential, commercial, commercial business district (CBD) and industrial
properties will be assessed if the property abuts the improvement.

iii. New construction. All new streets will be assessed 100 percent (100%) to the benefited
properties.

1. Street and curb and gutter improvements will normally be assessed by the unit
method; however, other methods may be utilized if conditions warrant it.

2. Cost of construction of streets shall be assessed based on the minimum design of 28
feet wide, using the minimum city pavement section design standard.

3. Oversizing costs which are incurred in excess of the above may be paid by: State Aid
Funds, larger assessment rates to properties, general obligation funds, or any other
method or combination of methods authorized by council.

iv. Collector streets. Collector streets will be assessed to the equivalent local street costs.
1. All street-oversizing costs associated with collected streets will not be assessed.

2. Street and curb and gutter improvements will normally be assessed by the “adjusted
front foot” method; however other methods may be utilized if conditions warrant it.

v. Reconstruction.
1. All residential street reconstructions shall be 50 percent (50%) assessed.

2. Street reconstruction improvements in commercial, industrial, and CBD shall be
assessed 100 percent (100%) of the total project costs or determined on a case-by-
vase basis.

vi. Gravel streets.

1. Upgrading an existing gravel street by adding pavement and/or curb and gutter shall
be assessed 50 percent (50%), including the costs to replace the existing gravel road
base.

2. The council may elect to revise the assessable areas to establish additional
assessment credits for rural collector roads that have little or no direct driveway
access.
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vii. Overlay and seal coats. Bituminous overlay projects, bituminous seal coats, patching, crack
sealing, and filling potholes will not be assessed when completed as part of the street
system’s “life cycle” maintenance activities.

b. Sidewalks and trails. Sidewalk and trail assessments are levied over a 10-year period, unless
constructed and assessed in conjunction with street improvements. In the latter instance, sidewalk
and trail assessments are levied over a 15- year period.

i. New construction.
1. New sidewalks installed adjacent to collector or arterial streets will not be assessed.

2. New sidewalks installed adjacent to local streets will be assessed 100 percent (100%)
to the abutting properties.

ii. Reconstruction.

1. Replacement sidewalks adjacent to local streets will be assessed 50 percent (50%) to
the abutting property owners and will be 50% city funded.

2. Sidewalks that are replaced next to collector or arterial streets will not be assessed.

iii. Trails.

1. Bituminous walkways or bicycle trails to be installed as part of the city’s
Comprehensive Plan will not be assessed but funded 100 percent (100%) by the city.

2. Bituminous walkways or bicycle trails requested by abutting properties will be
assessed 100 percent (100%).

3. Trail reconstruction improvements will be 100 percent (100%) city funded.

c. Storm sewer improvements. Storm sewer assessments all normally be made by the “area” method
unless assessed together with street improvements and are levied over a 15-year period.

i. New storm sewer construction.

1. New storm sewer installed in conjunction with a new street construction where no
storm sewer previously existed will be assessed 50 percent (50%) and be included in
the street assessment to benefiting properties.

2. Ifthe facilities are oversized to accommodate drainage from areas outside the
assessment area, the city will pay for the oversizing.

ii. Replacement.
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1. Any replacement costs or reconstruction of existing storm sewers in conjunction
with street reconstruction projects will be assessed as part of the street
improvements.

2. Stand alone storm sewer replacement costs will not be assessed, rather funded 100
percent (100%) as city cots, unless the improvements are being completed at the
request of the benefiting properties to enhance drainage to private property.

d. Sanitary sewer assessments. Assessments for sanitary sewer shall be based upon the cost of
construction of eight-inch mains.

i. Oversizing costs due to larger mains and larger appurtenances and/or extra depths required
to service future development, and major trunk sewers or interceptors will not be assessed
and will be “city costs.”

i. Normally, sanitary sewers will be assessed using the per lot method.
iii. Sanitary sewer system assessments are levied over a 15-year period.

iv. Replacement of existing sewers will not be assessed, rather paid for 100 percent (100%) by
the city using either the Sanitary Sewer Enterprise Fund or other funding sources identified
by the city council.

e. Interceptor sewer system. The Metropolitan Council Environmental Services (MCES) is responsible for
the construction of the interceptor sewer system and for the wastewater treatment facility to treat
the sewage generated in the city.

i. The sewer availability charge (SAC) is determined by the MCES for each unit connected to the
sanitary sewer system. The current charge per residential equivalent unit (REC) is collected in
full by the city at the time of connection or the issuance of the building permit. The city
collects this charge and passes this fee on to MCES.

f.  Trunk sanitary sewer system. The trunk sanitary sewer system is constructed to serve the entire
community or a larger service area and therefore is deemed to be of community-wide benefit.

i. Trunk sanitary sewers, lift stations, and other trunk sewer system facilities shall be financed
by a core facility charge to be paid at the time of connection to the city system.

ii. Core facility charges on units existing at the time of construction may be paid in not more
than 15 annual installments of principal plus interest on the unpaid principal balance at the
rate of eight percent (8%) per annum or at a rate otherwise set by the council. Core facility
charges on units built after the sewer construction should be paid in full at the time the
building permit is issued.

g. Lateral sanitary sewer system. The costs for lateral sanitary sewers shall be fully assessed (100%) to

the benefiting properties.
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i. Commercial, industrial and multiple land uses and undeveloped lands are converted into
residential units for assessment purposes.

ii. Any building unit which is served directly by an interceptor or trunk sewer and therefore
requires no lateral sewer, is levied a lateral benefit assessment which is equal to the sewer
lateral benefit charge as set in the council's most recently adopted city fee schedule.

H. Watermain Assessments. Assessments for new water mains shall be based upon the cost of construction
of eight-inch mains.

a. Oversizing costs due to larger mains and larger appurtenances will not be assessed and will be “city
costs”.

b. Normally, water mains will be assessed using the “per lot” method.
c. Water system assessments are levied over a 15-year period.

d. The replacement of existing watermains will not be assessed but rather paid for 100 percent (100%)
by the city using either Water Enterprise Funds or other funding sources identified by the city
council.

e. Individual services installed to specific properties will be fully assessed directly to the benefited
property.

f.  Trunk watermains, supply, storage and treatment facilities. The trunk water system facilities are
constructed to serve the entire community or a larger service area and are therefore deemed to be
of a community-wide benefits.

i. Trunk watermains, pump stations, wells, storage tanks, and treatment facilities shall be
financed by a core facility charge to be paid at the time of connection to the city system.

ii. Core facility charges on units existing at the time of construction may be paid in not more
than 15 annual installments of principal plus interest on the unpaid principal balance at the
rate of eight percent (8%) per annum or at a rate otherwise set by the council.

iii. Core facility charges on units built after the watermain construction should be paid in full at
the time the building permit is issued.

iv. For new watermain, core facility charges may also be added into the overall projects costs
and assessed.

g. Lateral watermains. The costs for lateral watermains shall be fully assessed (100%) to the benefiting
properties. Commercial, industrial, multiple land uses, and undeveloped lands are converted into
residential units for assessment purposes.
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i. Any building unit which is served directly by a trunk watermain and therefore requires no
lateral watermain is levied a lateral benefit assessment which is equal to the watermain
lateral benefit charge as set in the most recently adopted city fee schedule.

I. Street boulevard trees. All street boulevard trees installed as part of new street construction or in
reconstruction existing streets shall be included as part of the overall project costs and included in the
assessment calculations.

J.  Streetlights. All costs for new streetlights installed as part of constructing new streets or streetlights
relocated as part of reconstructing streets will be included in the overall project costs and included in the
assessment calculations.

K. Transportation improvements. All costs associated with improvements constructed, such as widening of a
roadway for turn lanes, additional driving lanes, diagonal parking, and traffic signalization shall be assessed
100 percent (100%) to the benefiting properties in commercial, industrial and institutional zoned areas.

L. Reassessment. The City of Victoria in constructing or reconstructing any public improvement shall design
such improvement to last for a definite period. The life expectancy or service life shall be as stated in the
policy statement of this section, or if different, shall be as stated in the resolution ordering the improvement
and preparation of plans. When such project needs renewing or replacement prematurely, the amount to
be assessed against the property owner shall be limited to an amount determined by dividing the actual life
of the original improvement by the expected service life of the original improvement.

The city establishes as the “life expectancies” or “service lives” of public improvements as follows unless
otherwise stated in the resolution ordering improvement and preparation of plans, in which case, the life
set forth in the resolution shall govern:

i. Sidewalks 15 years
ii. Streetimprovements, including surfacing and curb and gutter 20 years
iii. Ornamental street lighting 20 years
iv. Water mains 30 years
v. Sanitary sewers 30 years
vi. Storm sewer 30 years

PROCEDURES |

A. The following general procedure will be followed by the city council for all public improvement projects from
initiation of such project through certification of the assessment role to the county auditor. The city council
reserves the right to alter the procedure on a case-by-case basis and within the context of Minn. Stat.
Chapter 429.

B. Improvements of different kinds anywhere in the city may be included in a proceeding and conducted as
one or more improvements. Thus, a single proceeding may encompass sidewalk, curb and gutter, and water
and sewer mains installed anywhere in the city.
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P.

City staff review petition for local improvements from property owners and submit the petition to the city
council, or the city council passes a resolution ordering a feasibility report on the improvement.

City council accepts or rejects the petition. If accepted, the council orders the preparation of a feasibility
report on the improvement.

City staff prepare a feasibility report on the proposed improvements, or review the report submitted by
another agency/representatives.

City council accepts or rejects the feasibility report. If accepted, the council orders a public hearing on the
improvements.

City staff publish a hearing notice and mail notices to the affected property owners.'

City council conducts improvement hearing and adopts or rejects a resolution ordering the improvement
and the preparation of plans and specifications. Bonds to finance project costs may be issued at any time
after the improvements are ordered.

City staff prepare final plans for council approval. City council approves the plans and authorizes the
advertisement of the improvements and the opening of bids.

City staff receive bids, prepare a bid tabulation, and make a recommendation to the council for award. City
council rejects the bids or awards a contract based on the bids received.

Performance of the work under contract is completed. Staff supervise construction, prepare payments and
complete the improvement project.

City staff prepare an assessment roll and present the roll to council.

. Council reviews the assessment schedule and orders and assessment hearing.

City staff publish a hearing notice, mail the notice of hearing data and the proposed assessments to the
affected property owners.

City council conducts assessment hearing, adopts, revises or rejects the resolution adopting the assessment
roll. If adopted, the city council authorizes certification of the assessment to the county auditor.

City staff certify the assessments to the county auditor.?

This policy applies to all improvements/projects that meet special assessment criteria and are allowable under
Minn. Stat. Chapter 429.

T At the council's discretion, Item G may be carried out in advance of the improvement hearing.
2 At the council’s discretion, Items J-N may be carried out in advance to council award and constructing the improvements.
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AUTHORITY |

Administrative implementation of this policy.

City of Victoria * Administration 2/24/2020
Special Assessments for Public Improvements Page 14



City of Victoria « Administration Page 1 of 3
Stop Signs Questions? Contact the

Policy No: 2.2.011 city manager
dhardie@ci.victoria.mn.us

Effective Date: 2/24/2020
Original Policy Date: 12/5/2002
Submitted By: Dana Hardie

The purpose of this policy is to provide fair and uniform treatment of all requests for the placement of stop signs in
residential areas. This policy enables City staff to review the unique conditions of an intersection and further
evaluate if stop sign installation should be considered.

Stop signs can be an effective safety measure if properly warranted. However, they should not be installed
inappropriately where they may be ignored by drivers, create a false sense of security, needlessly interrupt traffic
flow, and negatively affect the environment, or cause needless noise.

The state grants cities authority to approve or deny requests for stop signs at residential street intersections within
cities’ corporate boundaries.

The City of Victoria recognizes that the Minnesota Manual on Uniform Traffic Control Devices (MUTCD) advises
against the excessive use of warning signs, since the unnecessary use of a sign breeds disrespect and disregard for
the intended purpose.

As such, the City acknowledges and adopts the following general policy statements with respect to the placement of
residential stop signs:

A. Residential stop signs shall not be installed to control speed.
B. Residential stop signs shall not be installed to control traffic volume (cut-through traffic).

C. ltisintended for residential intersections to remain uncontrolled, unless the requirements of this policy are
met, clearly indicating the need for a stop sign.

D. If the presence of a sight obstruction is contributing to accidents at an intersection the removal of the sight
obstruction should be pursued before considering the installation of a stop sign.

E. A multiway stop control should only be considered at intersections where the volume of traffic on the
intersecting streets is approximately equal.

F. Once the decision has been made to install two-way stop control, the decision regarding the appropriate
street to stop should be based on engineering judgment.

The provisions of the MUTCD shall be followed. Stop signs should be installed at each intersection where the
conditions meet the MUTCD stop warrants, as summarized in Sections A-1 and A-2.

City of Victoria * Administration 2/24/2020
Stop Signs Page 1



The City Council recognizes that there may be unique and local conditions, which may require the installation of
stop signs even when the MUTCD warrants, are not met. In order to take such unique and local conditions into
consideration in evaluating an intersection for stop signs, this policy operates in addition to MUTCD warrants and
would be used to further analyze the intersection, in the event MUTCD warrants are not met.

It is the policy of the City of Victoria to review the streets in all new development proposals to determine the need
for traffic control signs.

Further, it is the policy of the City of Victoria to handle resident requests for the installation of stop signs by
conducting an objective study of the intersection or area.

PROCEDURES |

A. All requests are to be directed to the Engineering Department.

B. The City Engineer will evaluate each request using the Administrative Policy Stop Sign Justification
Worksheet.

a. Section A-1 evaluates warrants for Multi-way Stop Control in accordance with the MUTCD.
b. Section A-2 evaluates warrants for two/one-way stop control in accordance with the MUTCD.

c. Section B evaluates accident and safety warrants for local residential street intersection control as
established by the City of Victoria.

d. Section C evaluates petition warrants for local residential street intersection control as established
by the City of Victoria.

C. Iftheintersection evaluation meets the criteria set forth in the MUTCD or Section B accident and safety
warrants for local residential street intersection control, the City Engineer will request that the city council
approve a resolution that identifies the intersection as a “controlled intersection” and authorizes a stop sign
installation.

D. If the intersection evaluation does not meet the criteria set forth in the MUTCD or Section B accident and
safety warrants for local residential street intersection control, the city engineer will respond to the
requesting party providing the reasons why the stop signs are not recommended.

E. Residents will be advised that they have the opportunity to petition the city for a stop sign installation. The
request shall be in the form of a petition with signatures of over 50 percent (50%) of the property owners
(one vote per property) whose property lies within a 600-foot radius from the intersecting street centerlines.

F. If a petition is submitted which meets the above requirements the City Engineer will complete Section C
petition warrants of the stop sign justification worksheet. The results of this worksheet will be used in the
analysis of the stop sign installation request and will be presented to the City Council for a final
determination.

G. Any subsequent review of the same or similar request is at the discretion of the City Council.
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This policy applies to all streets and intersections in the city.

AUTHORITY

Administrative implementation of this policy.
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Resident Private Drain Tile Installations Questions? Contact the
Policy No: 2.2.012 city manager

dhardie@ci.victoria.mn.us

Effective Date: 2/24/2020
Original Policy Date: 10/27/2005
Submitted By: Dana Hardie

The City of Victoria has received requests from residents to install drain tile within their properties to enhance
drainage of stormwater runoff. Typically, the requests have been made to enhance the drainage along rear and side
lot lines, or within City easements. The requests normally include a direct connection of the drain tile system to a
City storm sewer catch basin to provide a discharge point for the drain tile. The requests have come from both old
and new neighborhoods in the City in areas with swales that do not drain even when positive slope does exist or
when springs have been encountered in the area.

The primary concern associated with installation of the drain tile system in a City easement is the ongoing
ownership and maintenance responsibilities for this added infrastructure. Ongoing maintenance includes ensuring
the continued functionality of the system. In addition, ensuring that permanent structures (i.e. fences, landscaping,
etc.) are not located in such a manner to be detriment to the drain tile system.

The other area of major concern is that under current regulations, if the City owns these systems, the City would be
required to maintain detailed records of the system and to provide location information similar to what is required
for City watermains and sanitary sewer lines.

One last concern relates to the connection of the drain tile to the City storm sewer system connections to the City
system must be made in accordance with current ordinances and the design and construction manual. Additional
costs will be incurred by the City any time storm sewer catch basins are reconstructed, as these drain tile
connections will need to be restored.

The purpose of this policy is to provide guidance for responding to private drain tile requests.

It is vital that the City be notified of construction of drain tiles on City property and connection to the storm sewer
system.

The City right-of-way ordinance requires City notification of such construction. This provides staff an opportunity to
observe connections to the storm sewer system to ensure they are properly constructed.

To address ownership and maintenance concerns, the drain tile system must be owned and maintained by the
property owner. The attached Ownership and Maintenance Agreement (Exhibit A) ensures that the system remains
privately owned infrastructure. The agreement outlines responsibilities associated with the system and shall be
signed by all abutting property owners. The agreement is set up such that it is recorded with the county and runs
with the land. It is binding on all succeeding owners of the property.
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PROCEDURES

A. Upon request to construct a private drain tile system on City property, the requestor is directed to submit
detailed plans depicting the proposed construction in conjunction with the application for a right-of-way
permit.

B. Staff reviews plans and makes comments as necessary.

C. The applicantis given a copy of the Ownership and Maintenance Agreement for signature and submission
to the City.

D. Upon completion of the agreement, City staff approve the right-of-way permit.

SCOPE

This policy applies to all requests to construct a private drain tile system on City property.

AUTHORITY

This policy applies to all requests to construct a private drain tile system on City property.
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Professional Services Contract Questions? Contact the

Policy No: 2.2.013 city manager
dhardie@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 2/24/2020

Submitted By: Dana Hardie

The purpose of this policy is to establish uniform policy and procedure for the acquisition of professional services
for the City of Victoria by the most qualified, responsible and competent individuals and firms at fair, competitive
and reasonable compensation. Selection and retention of professional service providers is deemed desirable to
achieve the following goals:

e The best possible professional services by qualified individuals or firms at a reasonable cost
e Equal and open access to the selection process for qualified service providers

e Aclearly prescribed process for selection and retention of qualified service providers

e Administrative convenience and flexibility

e Aformalized annual performance review of all service providers

Professional service providers operate as independent contractors in accordance with the terms and condition of
their contract that was individually negotiated with the City of Victoria. The City of Victoria will solicit, negotiate and
continue agreements for professional services based on demonstrated qualifications, competent performance and
reasonable compensation. One or more service providers may be selected to provide a given type of service.

Professional services include but are not limited to:

o C(ity attorney

e Independent financial audit

e Financial advisor

e Bond counsel

e Architectural or design services

e Engineering services

e IT managed services

e Healthcare insurance broker services

While cities are not required to follow the competitive bidding process when contracting for professional services,
the City of Victoria shall publicly solicit proposals for the provision of services when practicable or when new, or
significantly changed requirements arise. Solicitations for professional services will be repeated every five years but
also more or less frequently via recommendation of staff and approval of the city council.

Further, it is the policy of the City of Victoria to annually review the individual performance of each service provider
as a predicate to renewal or continuation of the contract.
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This policy and procedure do not apply to the following:

e Agreements signed by the city but administered by another party
e Emergency situations
e Agreements for non-typical services pursuant to specific solicitations with Council approval

PROCEDURES |

The following procedures are intended to implement the spirit of this policy and are not meant to be all inclusive:

A. Registration. Professional service providers are encouraged to submit statements of interest, current
qualifications and performance data for registration and reference purposes. These statements will be
retained by the City and utilized in the solicitation process. City staff will periodically review and purge files
of outdated information. City staff shall not be responsible for updating service provider submissions.

B. Selection. The City Manager shall determine when there is a need to retain professional services. Once that
determination is made, staff will review currently registered service providers and prepare the solicitation.
Staff may also choose to publish solicitation for services on its website or through other resources such as
the League of Minnesota Cities. Contract opportunities will be publicly advertised in accordance with
existing laws and in other situations as the discretion and judgement of the City Manager.

As a general guideline, at least two prospective service providers should be considered in the selection
process. At a minimum, selectees shall be asked to submit a detailed statement of qualifications for the
specific project or service being considered, and a fee structure for the services to be provided. A ranking
process and related criteria for evaluation purposes shall be developed and applied in the selection process.
Relative weight for each factor shall be determined on a case-by-case basis. Factors may include but are not
limited to the following:

a. Expressed interested and availability for performing the desired services within time requirements
b. Qualifications of the individual(s) assigned to perform desired services

c. Individual or Firm’s familiarity with the specific project or service under consideration

d. Individual's past performance on City of Victoria projects

e. Individual or Firm’s past performance and reputation for similar projects or services

f. Rate structure and reasonable costs for performing desired services

g. Other factors pertinent to the specific proposed project or service and which is capable of objective

measurement or evaluation

Negotiation of a service contract shall be initiative with the top ranked individual(s) or firm(s). If satisfactory
terms are not reached, negotiations shall be terminated and initiated with the next highest ranked service
provider, in descending order until a satisfactory agreement(s) are reached. Contract negotiations shall be
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conducted regarding a specific scope of services, fee schedule and time period for performance of the
scope of services. When required by law, contract awards shall be authorized by the City Council, upon
recommendation of the City Manager, or when services provided for the duration of the contract term
exceed $20,000.

C. Annual Review and Renewal. The performance of each individual service provider shall be evaluated
annually with reference to standards and procedures developed by the City Manager. When feasible, the
evaluation should be conducted by the department director most closely associated with the service
provider's work and should occur prior to the close of the calendar year.

Evaluation information shall be retained for future reference and shall be available for public inspection.
The service provider shall be provided with a copy of the evaluation information and the opportunity to
comment or correct any errors or omissions.

Any new contract from the initial adoption of this policy will include language in the contract that permits an
annual automatic renewal of the agreement provide that the annual performance evaluation is satisfactory;
the terms and conditions are substantially similar; and the city manager assents to a continuation of the
contract.

D. Annual Report to the City Council. The City Manager shall annually prepare a report for the City Council
which lists professional services provided under contract expected to be used by the City during the year.
The report shall provide information deemed appropriate to adequately inform the City Council of the
nature of the professional services used by the City of Victoria.

This policy applies to all contracts for professional services for the City of Victoria, unless noted as an exception per
this policy.

AUTHORITY

Administrative implementation after Council approval.
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Senior Affordable Housing Policy Questions? Contact the

Policy No: 2.2.015 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 12/14/2020

Original Policy Date: 12/14/2020

Submitted By: Trisha Pollock

The Senior Affordable Housing Policy reflects the City Council's desire to preserve and expand affordable housing
for seniors and ensure that Victoria is a community where individuals in all stages of life can find safe, desirable,
and affordable housing.

The City of Victoria strives to achieve financial sustainability through:

A. Financial Stability. The City will create financial stability to provide the community with consistent and
adequate level of public services. The City will develop a long-term approach to its finances by developing
and maintaining long-term plans, carefully weighing the cost and benefits of development opportunities,
and adhering to sound debt, reserve, and investment policies.

B. Quality of Life and Economic Vitality. The City will provide efficient and cost-effective services to ensure a
safe and healthy community for its residents, businesses and visitors while preserving and enhancing the
unique characteristics of the community.

C. Accountability and Financial Planning. The City is committed to sound financial planning that ensures
services are provided at the best value and are in alignment with the needs and wants of the community.

D. Economic Sustainability. The City's financial strategy supports continued investment and maintenance of
physical infrastructure, facilities and in policies and programs that support the desired levels of service.

E. Transparency and Engagement. The City will be accountable for producing value for the community
through reporting mechanisms that make it clear how the City intends to use resources to achieve the
community vision. The City is committed to engaging the public as a partner in formulating plans and
delivering services.

PROCEDURES

Senior Affordable Housing spending proposals will generally be funded on the following priority basis:

1. Those projects necessary for contributing to the public health and welfare of seniors

2. Those projects which will help to maintain an existing senior affordable housing system

3. Those projects that will make an existing affordable housing system for seniors more efficient
4. Those projects representing the expansion of an existing senior affordable housing system
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This policy applies to all City spending.

AUTHORITY

Administrative implementation of this policy.
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Unmanned Aerial Vehicles Questions? Contact the

Policy No: 2.2.016 fire chief
aheger@ci.victoria.mn.us

Effective Date: 1/24/2022
Original Policy Date: 1/24/2022
Submitted By: Andrew Heger

The purpose of this policy is to establish guidelines for the use of unmanned aerial vehicles (UAV's), including
retrieval and dissemination of images and data captured by the UAV.

It is the policy of the City of Victoria that Unmanned Aerial Vehicles may be utilized to enhance the City's ability to
provide city services in the most cost and time efficient manner. Applications for a UAV span the breadth of city
operations. Any application of the UAV will be in accordance with Federal, State and City laws, to include
constitutional privacy rights, search and seizure regulations, and Federal Aviation Administration (FAA) regulations.

PROCEDURES

The following procedures are intended to implement the spirit of this policy and are not meant to be all inclusive:

A. Privacy Considerations
City personnel operating an UAV shall be mindful of privacy rights and shall adhere to FAA altitude
regulations and shall not intentionally record or transmit images in any location where a person would have
a reasonable expectation of privacy (e.g., inside house, fenced yard, enclosed area only visible from an
elevated position). Operators and observers will take reasonable precautions to avoid inadvertently
recording or transmitting images of areas where there is a reasonable expectation of privacy. Reasonable
precautions may include, for example, deactivating or turning imaging devices away from such areas or
persons during UAV operations. If these precautions fail to provide a reasonable expectation of privacy, the
flight shall be suspended.

B. Activity
This policy identifies likely applications across city departments that an UAV will be used for but is not all
encompassing.

Public safety:

e The UAV may be used to conduct search and rescue operations of missing persons or objects. A UAV
may be used to protect public safety staff from unnecessary exposure to danger and minimize the
risk of injury to bystanders, firefighters, and other city staff.

e Use of vision enhancement technology (e.g., thermal, forward looking infrared radiometer (FLIR), or
other imaging equipment not generally available to the public) is permissible in viewing areas only
where there is no protectable privacy interest.

e Documenting incident scenes as part of a fire cause/origin investigation.

e Conducting pre-incident plans for targeted hazards within the community
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e Conducting damage assessment reports related to natural disasters.

e Conducting site surveys related to hazardous materials incidents prior to placing responders within
a hazardous environment.

e Mutual aid requests to other agencies that align with our own uses, at the discretion of the Fire
Chief.

e Any public safety application of the UAV will be in accordance with Federal, State, and City policy.

Communications:

e Help promote and market the community by capturing via video and still images that highlight city
services, programs, events, staff, and the city itself.

Community Development:

e Reviewing and document existing conditions, such as large tree stands, prior to development.

e Provide development updates through various stages (completion of grading, streets installed, etc.)
Conduct field inspections of development projects, document construction projects, and create
demonstration videos.

e Assist with marketing of city owned properties to help foster future development.

Public Works:

e Conduct inspections of city infrastructure that may be challenging or difficult for staff to reach.
These may include the water tower, storm water ponds, wetlands, and to assist with locating
obstructions in water flow systems.

e Assist with inspecting development projects for completion prior to final city acceptance.

e Conducting inspections of streets and street improvement projects.

e Conducting inspections of bridges.

C. Prohibited Uses.
Under no circumstances will the city owned UAV be used for the following:
e To conduct random surveillance activities.
e To harass, intimidate or discriminate against any individual or group.
e To conduct code enforcement inspections or review complaints received.
e To assist law enforcement with any criminal investigations, execution of search warrants, or the
apprehension of any criminal suspects.
e To conduct personal business of any type.

D. Authorized Operators
Only City of Victoria personnel who have successfully completed the required Federal Aviation
Administration Part 107 certification shall be permitted to operate the UAV.

E. Retention of UAV Data
Each authorized UAV operator will maintain a flight log in accordance with FAA rules and regulations.
Operators will log the date, flight time and locations of all UAV deployments including training operations.
They will also note as applicable, case number, incident type, automated flight or manual flight, and whether
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photo images or video were captured during the flight. Data collected by the UAV not being used for an
ongoing project or related to an active investigation will be retained in accordance with the most current
State of Minnesota Data Retention Schedule. Digital logs of aircraft mission profiles will be retained
pursuant to FAA rules and regulations. Annually, a map displaying all flight paths, including training, will be
posted to the city website. All required flight data and documentation will be transferred to the appropriate
software for historical and reportable data. Any data collected on behalf of another government agency will
be immediately turned over to that agency for appropriate management of the data. Release of any data
associated with the UAV will follow the current City of Victoria Data Practices Request process.

F. Program Coordination
The City Manager will designate a staff person to coordinate the UAV program. The program coordinator will
be responsible for the management of the UAV program. The program coordinator will be responsible for:
e Ensuring that policies and procedures conform to current laws, regulations, and best practices.
e Establishing a training standard for operators that meets FAA requirements.
e Maintaining and updating the Certificate of Authorization (COA) with the FAA, should the city elect to
apply for a COA.
e Overseeing procurement and maintenance of UAV equipment
e Review of UAV deployments to ensure compliance with policies and operating procedures.
¢ Conducting audits of flights logs semiannually.
e Retention of Data.
e Maintain appropriate insurance requirements.

This policy applies to all city staff.

AUTHORITY

Administrative implementation after City Council approval.

City of Victoria * Administration 1/24/2022
Unmanned Aerial Vehicles Page 3



COMPREHENSIVE POLICY MANUAL

SECTION 3: FINANCIAL
OPERATIONS

City of Victoria
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Public Purpose Expenditure Questions? Contact the

Policy No: 3.1.001 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/24/2020

Submitted By: Trisha Pollock

PURPOSE

Pursuant to the statutes and laws of the State of Minnesota which permit and require the expenditure of public
funds for public purposes, this policy is intended to provide guidance regarding which expenditures are for public
purposes and authorized in accordance with the City's annual budget process, and which expenditures are not
considered to fall within the public purpose definition and are therefore not allowed.

The definition on “public purpose” is constantly evolving. The Minnesota Supreme Court has followed a broad
approach and has generally concluded that “public purpose” means an activity that meets all the following
standards:

e Primarily benefits the community as a body.
e Directly relates to the functions of government.
e Does not have as its primary objective the benefit of a private interest whether profit or non-profit.

POLICY

The City Manager is the responsible authority overseeing all city expenditures and as such is the chief purchasing
agent for the City. Responsibility for administering this Public Purpose Expenditure policy has been delegated to the
Finance Department. Further, all officers and employees authorized by their departments to make purchases for
the benefit of their respective departments are responsible for complying with this policy and corresponding
procedures.

PROCEDURES

A. The City will not purchase direct or indirectly any goods or services from a City employee, or a business
owned partly or in whole by a City employee or City employee’s spouse or relative, or from any business
employing a City employee or City employee’s spouse or relative, without the prior written authorization of
the City Manager. It is the employee’s responsibility to submit a written request for authorization to the City
Manager outlining the nature of the business transaction and relationships involved.

B. City employees will not participate in any aspect of the purchasing process in which they have, or may
appear to have, a personal financial interest or any other interest that could reasonably be construed to
negatively influence the impartiality of the process.

C. City Employees must respect that any information received prior to bid or proposal cutoff date must be held
in confidence and will never be divulged to unauthorized individuals. Only after the bids or proposals are
properly opened and an award decision has been made, may the documents become public information.
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D. Any employee engaged in purchasing, specifications preparation, or reviewing quotes and bids, who has
other outside business relationships which might involve a conflict of interest, must inform the city manager
of their interest in writing stating:

a. Who the relationship is with and the nature of the relationship
b. When did/or will the involvement commence
c. What financial benefit could be derived from the relationship

E. Employees who may have a conflict of interest will not participate in or have access to any bids or proposals
prior to the award or participate in any other related vendor award decision.

F. No employee may purchase or be given City property for his/her personal use unless it is obtained through
the City's public auction or through sealed bid procedures of the City. This includes new and used
equipment, materials, or supplies.

G. No employee may use the purchasing power of the City to make private purchases.

This policy applies to all employees of the City of Victoria.

AUTHORITY

Administrative implementation of this policy.
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Purchasing Ethics Questions? Contact the

Policy No: 3.1.002 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/24/2020

Submitted By: Trisha Pollock

To establish ethical purchasing guidelines for use by City employees when obtaining quotations, proposals and bids.

It is the responsibility of each employee to maintain the highest standards of conduct with respect to managing City
monies throughout the purchasing process. Employees must not only avoid actual financial conflict of interest but
also the appearance of such a conflict. To this end, employees will not participate in any financial transaction on
behalf of the City in which they have, or may appear to have, an undisclosed financial interest.

Examples of potential conflicts of interest include but are not limited to the following:

e Employees who are employed by businesses seeking or performing City contracts.

e Employees who have ownership interest in a business seeking or performing City contracts.

e An employee’s relationship with an outside business or organization that could reasonably appear to inhibit
the impartiality of the City in awarding contracts.

e Utilization of “inside information” not ordinarily available to the general public for personal gain or the
unfair benefit of others.

e Distribution of any confidential information regarding City financial activities to unauthorized persons prior
to an award recommendation being made.

PROCEDURES

A. The City will not purchase direct or indirectly any goods or services from a City employee, or a business
owned partly or in whole by a City employee or City employee’s spouse or relative, or from any business
employing a City employee or city employee’s spouse or relative, without the prior written authorization of
the City Manager. It is the employee’s responsibility to submit a written request for authorization to the City
Manager outlining the nature of the business transaction and relationships involved.

B. City employees will not participate in any aspect of the purchasing process in which they have, or may
appear to have, a personal financial interest or any other interest that could reasonably be construed to
negatively influence the impartiality of the process.

C. Employees must respect that any information received prior to bid or proposal cutoff date must be held in
confidence and will never be divulged to unauthorized individuals. Only after the bids or proposals are
properly opened and an award decision has been made, may the documents become public information.
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D. Any employee engaged in purchasing, specifications preparation, or reviewing quotes and bids, who has
other outside business relationships which might involve a conflict of interest, must inform the city manager
of their interest in writing stating:

a. Who the relationship is with and what the nature of the relationship is
b. When did/or will the involvement commence
c. What financial benefit could be derived from the relationship

E. Employees who may have a conflict of interest will not participate in or have access to any bids or proposals
prior to the award or participate in any other related vendor award decision.

F. No employee may purchase or take possession of City property for his/her personal use unless it is
obtained through the City's public auction or through sealed bid procedures of the City. This includes new
and used equipment, materials, or supplies.

G. No employee may use the purchasing power of the City to make private purchases.

This policy applies to all employees of the City of Victoria.

AUTHORITY

Administrative implementation of this policy.
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Budget Control and Budget Adjustments Questions? Contact the

Policy No: 3.1.003 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 2/24/2020

Submitted By: Trisha Pollock

The City Council adopts an annual operating budget setting forth the amounts budgeted by City departments. The
City Manager is responsible for the administration and control of the budget. The purpose of this policy is to detail
appropriate budget controls and procedures for modifying the budget when necessary.

The City Manager has the authority to amend the adopted budget by reallocating appropriating between
departments within the same fund as needed throughout the year in order to achieve the policy directives and
strategic goals of the City Council's adopted strategic plan.

The City Manager has the authority to increase appropriations following Council acceptance of gifts, grants, or other
monies.

The City Manager is required to provide a detailed listing of all budget adjustments to City Council at year end for
the Council to provide final approval to the modifications approved by the City Manager throughout the year.

The following restrictions are placed on the authority of the city manager to amend the adopted budget:

A. The City Manager shall not cause total appropriation for any City fund to exceed the amount adopted by
Council except for increases for Council-accepted gifts, grants, or other monies.

B. The City Manager shall not reallocate resources to cause an increase in the Council-approved permanent
full time equivalent (FTE) positions.

C. Anyincrease in appropriation may not exceed the City Manager's expenditure authority under M.S. 412.691
or as otherwise provided by City Council.

PROCEDURES

A. The City Manager and Finance Director shall monitor the budget.
B. The Council shall approve all city expenditures by approving the claims listings.
C. Expenditures are tracked and reported through:
a. A monthly financial report on departmental and program budget performance
b. A detailed listing of all adjustments approved by the City Manager and/or the City Council

c. Adetailed expenditure report for staff analysis of expenditures
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d. Staff reports prepared for the City Council for agenda items to indicate the financial impact of
actions being considered by the Council

e. The budget document for the following year as adopted by the City Council

SCOPE |
This policy applies to all City funds.

AUTHORITY

Administrative implementation of this policy.
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Credit Cards Questions? Contact the

Policy No: 3.1.004 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 4/11/2011

Submitted By: Trisha Pollock

Minnesota State Statute 471.382 allows the City Council to authorize the use of a credit card by any City officer or
employee otherwise authorized to make a purchase on behalf of the City. The purpose of this policy is to authorize
the use of credit cards for City officials and employees for the convenience of purchasing goods and services
efficient and cost-effectively.

The City Manager will identify and authorize employees to make purchases on behalf of the City. The City Manager
and all department directors are authorized purchasers. A City department may request a credit card for a city
employee in their department. demonstrated efficiency to be gained. The Finance Director will review and either
approve or deny each. For approval to be granted the department director must be able to demonstrate an
efficiency will be gained and the employee must complete purchasing training to become an “authorized
purchaser.” The Finance Department is responsible for managing process for adding and cancelling card holders.

The Finance Director will determine the authorized limit for each card holder. The maximum transaction dollar
amount is $5,000 and the maximum payment cycle dollar amount is $20,000. Splitting a purchase into more than
one transaction to avoid exceeding the established purchasing limit is prohibited.

It is the responsibility of the department director to notify the Finance Department when a change occurs to a card
holder's status.

During the annual budgeting and auditing process, the sources of monies being collected by the City will be
reviewed.

Before purchases can be made with a City-issued credit card, the individual must take the City’s purchasing training,
and must complete training at a minimum every other year after the initial purchasing authorization.-All purchases
must be made by the card holder.

Personal purchases and cash advances are not allowed using a City-issued credit card.

All credit card purchases must by items with a budget allocation and comply with the City's purchasing guidelines
for quotations and bidding.

Transactions must be for the exact amount of the purchase price from the vendor.

If a City officer or employee makes or directs an unauthorized and/or unbudgeted purchase, he/she is personally
liable for the purchase.

City-issued credit cards must be returned to the City at the time of separation.
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It is the responsibility of the card holder to protect the City-issued credit card from theft or unauthorized use. The
card-holder shall immediately notify the Finance Department if the card is lost or stolen or if unauthorized use is
suspected.

The Finance Department will administer the issuance of cards and compliance with this policy and procedures.
Violations of this policy will lead to the cancellation of the credit card. Intentional or negligent misuse of a City-
issued credit card will be subject to disciplinary action, up to and including dismissal and/or garnishment of wages,
if necessary, to recover City funds.

Permissible Purchases

e Travel-related services (airline travel, conference/training registration, hotel stay)
e Other business-related goods or services not otherwise prohibited by this policy.

Prohibited Purchases

e Fuel (unless authorized in advance by the Finance Department and the employee’s supervisor)
e (Cash, cash advances or extensions of credit

e Explosives, weapons including firearms and ammunition

e Alcohol

PROCEDURES

A. City-authorized purchases must follow the City's purchasing guidelines when making purchases on behalf of
the city.

B. The approved card holder purchases good shall use his/her City-issued credit card.

C. Finance receives the monthly bill and the cardholder will receive a monthly statement of their charges. The
card holder shall:

a. Code his/her monthly purchases

b. Upload the itemized receipt with detailed descriptions and any supporting documentation of the
purchase

c. Submit the statement and supporting documentation to his/her supervisory for review and approval
by the designated due date

D. Payment will be made if the billing matches all completed online credit card statements and receipts.

E. The City officer or employee is responsible for interest charges accrued due to delayed submission of
receipts and payment requests.

This policy applies to all City authorized purchasers.

AUTHORITY
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Administrative implementation of this policy with reference to the City’s purchasing guidelines.
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Credit Card Acknowledgement Questions? Contact the

Policy No: 3.1.004.1 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 4/11/2011

Submitted By: Trisha Pollock

CREDIT CARD ACKNOWLEDGEMENT ‘

Employee Name Department

Department Head Approval Date

The City of Victoria is authorizing you to use one of its credit cards on its behalf. It is important that you understand
the policy and procedures regarding its use. If the policy and procedures are not followed the City may cancel the
card and you may be personally liable for any misuse.

A. Credit cards may only be used for City business. Personal use may be grounds for discipline.
B. The credit card shall not be used to obtain a cash advance.
C. The credit card must be protected from theft or unauthorized use.

D. The Finance Department must be notified immediately if the card is lost, stolen or if you suspect
unauthorized use.

E. The credit card must be returned to the Finance Department immediately upon request or upon leaving
employment with the City.

F. You must be sure there are budgeted funds available to pay for credit card purchases.

G. Receipts or invoices for each credit card use must be signed and submitted immediately to the Finance
Department for processing.

H. lunderstand | am responsible for interest charges accrued due to delayed submission of receipts and
payment requests.

[. I'have completed the purchasing training and agree to complete training at a minimum, every other year, as
required by the Credit Card Policy.

| have read and acknowledge the above statements and the attached Credit Card Use Policy and Procedures, and |
hereby agree to abide by the policy.

Employee Signature Date
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Identify Theft Protection Questions? Contact the

Policy No: 3.1.005 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/24/2020

Submitted By: Trisha Pollock

This policy establishes the methods for protecting customer information from identity theft pursuant to the Federal
Trade Commission’s Red Flag Rule, which implements Section 114 of the Fair and Accurate Credit Transaction Act of
2003. 16 C.F.R.681.2

Under the Red Flag Rule, the City is required to establish an “Identity Theft Prevention Program” that contains
reasonable policies and procedures to:

e Identify relevant Red Flags for protecting new and existing customer information.

e Detect Red Flags that have been incorporated into the program.

e Respond appropriately to any Red Flags that are detected to prevent and mitigate identity theft.

e Ensure the program is updated periodically to reflect changes in risk to ensure safety and soundness to
customer and City information.

The Red Flag Rule defines “Identity Theft” as “fraud committed using the identifying information for another person”
and a “Red Flag” as a pattern, practice, or specific activity that indicates the possible existence of identity theft.

The City is subject to the rule in utility billing services as the City is considered a creditor due to deferring the
payment for goods and services. Identifying information is defined under the rule as “any name or number that
may be used, along with or in conjunction with any other information, to identify a specific person”. This may
include name, address, telephone number, social security number, date of birth, driver's license number, state
identification number, e-mail addresses, credit card numbers, insurance policy numbers, bank account numbers, or
bank routing codes.

PROCEDURES

Utility billing maintains information about utility customers; however, that information is not consistent for all
accounts depending on the personal data provided by the customer. Information collected may include: name,
address, phone numbers, email addresses, bank account numbers, and banking routing codes. Credit card
numbers are not recorded or stored in the utility billing system. All credit card transactions are processed by a
secure third-party provider that meets all Payment Card Industries (PCl) requirements. The provider may offer a
recurring payment option where payment information is stored on their secure servers. Credit card payments may
be accepted via an online portal or through a secure telephone payment option that is offered by the third-party
vendor if those services are offered by that vendor.

Utility billing staff shall use the following criteria to identify Red Flags:
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e Notice from a customer, identity theft victim or law enforcement to be aware of a person attempting to
open an account who is engaged in identity theft.

e (Call for a change of services that seems unusual

e Usage on an account that has water service shut off

e Notice from a customer not receiving mail sent by the City

e Breach in the City's computer system security

e Unauthorized access to or use of customer account information

e Verifying changes in banking information given for payment purposes by required customer to complete an
auto pay form

e Requiring credit card payments to be processed through a secure third-party provider so credit card data is
not stored on City systems.

In the event staff detect identified Red Flags, staff shall take one or more of the following steps, depending on the
degree of risk posed by the Red Flag:

o Notify appropriate city staff to physically inspect the property

e Shut off water service

¢ Notify law enforcement

¢ Notify/contact the customer

e Monitor the customer information for evidence of identity theft
e Close the existing account

To assist in preventing identity theft from occurring to utility customers, the City shall take the following steps to
protect identifying information:

e Ensure complete and secure destruction of paper documents and computer files containing customer
information

e Ensure staff computers are password protected

e Make certain any customer identifying information is stored in the secured office area only

e Require third-party credit card payment providers that are Payment Card Industry (PC) Data Security
Certified

e Ensure staff computers are protected from viruses and malware and security protections for systems are
up-to-date

¢ Require and maintain customer information that is necessary for City purposes only

e Never provide identifying customer information over the phone; only verify what the customer provides

This policy applies to all City employees handling information/data that meets Red Flag criteria or contains
personally identifying information.

AUTHORITY

The City's IT Managed Services provider is responsible for ensuring all networked and non-networked infrastructure
are maintained with necessary security precautions such as fire walls, virus/malware protection, mobile device
security. City staff assigned to the oversight of software for their respective departments are responsible for
ensuring software updates are applied and up-to-date. City staff with access to customer data and billing data
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including utility billing staff shall be responsible for identifying Red Flags and taking necessary steps when an issue
is detected.
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Environmentally Friendly Purchasing Questions? Contact the

Policy No: 3.1.006 city manager
dhardie@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/24/2020

Submitted By: Dana Hardie

PURPOSE

The purpose of this policy is to encourage and increase purchasing that reflects the city’'s commitment to
sustainability.

POLICY

Environmentally preferable products are goods and services that have a lesser or reduce the effect on human
health and the environment when compared with other goods and services that serve the same purpose.

This policy promotes:

e Conserving natural resources

e Minimizing environmental impacts (e.g. pollution)

e Supporting recycling

e Increasing the use and availability of environmentally preferable products

PROCEDURES

Staff are encouraged to purchase environmentally preferable products when it is feasible to do so. Examples of
items to be considered include the following:

e Erasable or electronic files as an alternative to paper charts and files

e Solar-powered calculators and other devices that do not require batteries

o Refillable pens, pencils, etc. to eliminate waste

e Reuse of file folders and binders and adhering new labels to extend usefulness
e Email - as an alternative to paper memos

e Doubles-sided copies

e Reusable (or compostable) kitchen dishware to reduce waste

e Recycled copy paper (e.g. 100% post-consumer paper)

e Chlorine-free paper (PCF)

e White and pastel paper - dark and fluorescent colors are harder to recycle

Staff are encouraged to consult the Solid Waste Management Coordinator Board website at www.swmcb.org for
additional guidance.

SCOPE

This policy applies to all employees of the City of Victoria.

AUTHORITY
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Administrative implementation of this policy.
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Employee Out-Of-State Travel Questions? Contact the

Policy No: 3.1.007 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 1/25/2022

Submitted By: Trisha Pollock

The City of Victoria recognizes that its employees may at times receive value from traveling out of the state for
workshops, conferences, events, and other assignments. This policy sets forth the conditions under which out-of-
state travel will be reimbursed by the City.

A. The event, workshop, conference or assignment must be approved in advance by the Department Director
and the City Manager for out of country travel and any travel exceeding $4,999.

B. In evaluating the out-of-state travel request, the Department Director will consider the following:
a. Whether the employee will be receiving training on issues relevant to the City or his/her role.

b. Whether the employee will be meeting and networking with other professionals from around the
country to exchange ideas on topics of relevance to the City or on the official role of the employee.

c. Whether the employee will be viewing a City facility or function that is similar in nature to one that is
currently operating at, or under consideration by the City where the purpose for the trip is to study
the facility or function to bring back ideas.

d. Whether the employee has been specifically assigned by the City Manager to testify on behalf of the
City at the US Congress or to otherwise meet with federal officials on behalf of the City.

e. Whether the City has sufficient funding available in the budget to pay the cost of the trip.
C. No reimbursements will be made for attendance at events sponsored by or affiliated with political parties.

D. The City may make payments in advance for airfare, lodging and registration through a City issued credit
card, otherwise all payments will be made as reimbursements to the employee.

E. Airfare will be reimbursed at the coach rate.

F. Mileage will be reimbursed at the IRS rate. If two or more employees travel together by car, only the driver
will receive the reimbursement. The City will reimburse for the cost of renting a vehicle if necessary, to
conduct City business.

G. Lodging and meal costs are limited to those that are reasonable and necessary.
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H. Receipts are required for lodging, airfare, transportation and meals and should include an itemized list of
the expenses. Tips must be for a reasonable amount. The expense report form shall be submitted to the
Finance Department for payment.

I.  The City will not reimburse for alcoholic beverages, personal phone calls, costs associated with the
attendance of a family member, rental of luxury vehicles, or meal expenses included in the cost of
registration or recreation expenses.

This policy applies to all City of Victoria employees.

AUTHORITY

Administrative implementation of this policy.
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City Banking Services Questions? Contact the

Policy No: 3.2.001 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/24/2020

Submitted By: Trisha Pollock

PURPOSE

The purpose of this policy is to provide a clearly prescribed identifiable process for selecting the depository for city
funds in order to assure that the city will receive the best possible service for a reasonable cost.

POLICY

The City of Victoria will seek proposals from banks for providing banking services at least every ten years. The
contract for banking services is subject to annual evaluation and review of costs and services provided.

PROCEDURES

A. The city will seek proposals from banks at least every ten years for banking services.

B. Proposals will consider factors such as: location of facilities, services provided, cost of services to the city,
financial strength of the bank, customer services, and technical capabilities.

C. Based on the recommendation of city staff, the official depository for all accounts is designated annually at
the City Council's annual organizational meeting in January as required by Minnesota Statutes.

a. Staff will review rates prior the organization meeting for continuation of the depository designation.

SCOPE

This policy applies to all banking services used by the City of Victoria.

AUTHORITY

Administrative implementation of this policy.
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Cash Control Questions? Contact the

Policy No: 3.2.002 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 1/24/2022

Original Policy Date: 2/24/2020

Submitted By: Trisha Pollock

PURPOSE

The purpose of this policy is to adequately safeguard monies collected by the city.

POLICY

The city shall establish and maintain a system of internal control procedures to adequately safeguard monies
collected by city employees.

PROCEDURES

A. During the budgeting and auditing process, the city will review annual the sources of monies being collected
by the city.

B. The finance director shall establish procedures necessary to provide reasonable controls and safeguards in
each department where monies are received.

C. Abond shall be maintained on all city employees to further protect the city.

SCOPE

This policy applies to all city monies.

AUTHORITY

Administrative implementation of this policy.
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Procedure for Paying City Claims Questions? Contact the
Policy No: 3.2.003 Assistant City Manager

tpollock@ci.victoria.mn.us
Effective Date: 2/24/2020

Original Policy Date: 2/24/2020
Submitted By: Dana Hardie

PURPOSE

The purpose of this policy is to establish procedures for the orderly payment of claims.

POLICY

Claims for payment by the City of Victoria shall be made pursuant to the authority of the city manager and finance
manager, subject to the limitations of contractual and annual budgeted expenditures authorized by the city council.
Procedures and controls are established to prevent fraudulent payments or transfers to employees, vendors, and
contractors. All appropriate accounting and administrative controls shall be in place to ensure proper
disbursements of public funds within statutory and city policy restrictions and administrative authority.

PROCEDURES

e Appropriately approved departmental claims shall be paid at the frequency determined by the finance
director.

e A summary list of all claims paid shall be presented to the council for information purposes only at the next
regularly scheduled meeting after payment of the claim.

e Alist of all claims shall be prepared and available for the council to review. This list shall become the official
approval of the claims and is to be referenced in the official minutes. The list should clearly identify the
claims that were paid prior to presentation of the report to the council.

Accounts Payable
a) At least two approvals required within the city for all disbursements of funds.
b) City manager approval required on payments over $5,000.
¢) Signed W-9 required from every new vendor in advance of making payments.
d) Vendors are reviewed annually and closed or inactivated if not currently used.

e) Verbal communication using trusted information on file is required regarding all changes to vendor
information and a second employee is required to verify the information before changes are made.

f)  Wire transfers are required to have dual approvals with banking institution.
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Payroll

a) Both verbal and written communication is required from the employee confirming any changes to direct
deposit banking information

b) Wages are only paid to employees that have filled out a timecard for hours worked, which has been
approved by their supervisor.

This policy applies to all claims paid by the city.

AUTHORITY

Administrative implementation of this policy.
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Sale of Surplus Property Questions? Contact the

Policy No: 3.2.004 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/24/2020

Submitted By: Dana Hardie

PURPOSE

The purpose of this policy is to establish the methods for the disposal of surplus city property.

POLICY

State statutes require the city council to approve the disposal of city surplus property. This policy defines the
methods staff may use for the disposal of used vehicles, maintenance equipment, and used or obsolete office
equipment.

PROCEDURES

The method of disposal of city surplus property varies depending on the type of property and how the property was
acquired. Disposal of property is usually offered to the general public with the intention of receiving proceeds for its
sale. The following methods may be used for disposal of property:

Public auctions or sales

This may include an auction by the city, a general sale offered to the public, participating in auctions held by other
government units or the use of other public auction houses.

Online auctions or sales

Various public auction and sales services are available on the internet and provide the opportunity of reaching
many bidders.

Trade-in

When replacing city vehicles or equipment, a trade-in offer may be requested from the vendors submitting
guotes/bids on new vehicles or equipment. A trade-in may be utilized when the trade-in value is determined to be
advantageous to the purchase price or a better value than other types of disposal.

Quotations or bids

The city may request quotations or bids on used city equipment. This method will be used when an individual sale
of specific equipment is determined to be advantageous to the sale price.

Scrap or destroy

If property is determined to have only a scrap value, it may be held until a enough quantity exists to warrant sale to
a scrap yard. If a department determines that an item has little or no value, the item may be discarded as trash or
may be given to outside organization. The benefiting organization may use the item, obtain the item for parts,
recycle components, or scrap the item in an environmentally friendly method.
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Items that may be dangerous or hazardous may be disposed of without any public notice to expedite the removal
of the items from city property. All disposal will be by an environmentally friendly method. All public auctions, sales,
online auctions, quotations, or bids will be publicly advertised for at least ten (10) days prior to sale. Proceeds from
the sale of surplus property will be used for funding vehicle and equipment purchases. Property will not be given
directly or indirectly to employees unless purchased through a public auction.

This policy applies to all city surplus property.

AUTHORITY

Administrative implementation of this policy.

City of Victoria * Financial Operations 2/24/2020

Sale of Surplus Property Page 2



City of Victoria * Financial Operations Page 1 of 2

IT Equipment Disposal & Media Sanitation Questions? Contact the
Procedure Assistant City Manager
Policy No: 3.2.004.1 aswanson@ci.victoria.mn.us

Effective Date: 2/22/2021
Original Policy Date: 2/22/2021
Submitted By: Alyssa Swanson

The purpose of this procedure is to comply with Policy #2.2.004 as it relates to non-public, private, and/or
confidential data that may be found on electronic media, including computer and server hard drives; USB drives or
flash drives; mobile tablets or laptops; and smartphones.

Definition of Devices:

Devices include but are not limited to computers, servers, storage area networks, network-attached storage, tablets,
smartphones, laptops, and other stationary or mobile devices that store data.

Definition of Media:

Media includes but is not limited to computer hard drives, storage area networks (SAN) or network-attached storage
(NAS) media, removable storage USB drives, backup tapes, DVDs, CDs, and floppy disks.

Protection of Devices that contain protected data:

1. Mobile devices shall be handled with care to ensure they are not accessed by individuals not authorized to
access the device/equipment or are not lost or stolen.
2. Any loss or theft of equipment or mobile devices shall be immediately reported to your supervisor.

Encryption for Devices in Unsecure Locations:

Any device that contains non-public, private, and/or confidential data must be encrypted if it is located in an
unsecure location (e.g. shared computer at reception counter; kiosk). Manners in which this can be accomplished:

e Fire Department MDC's shall use BitLocker or similar.
e Smartphones or mobile tablets should use mobile device management security programs, such as AirWatch
or similar.

PROCEDURES

The following procedures are intended to implement the spirit of this policy and are not meant to be all-inclusive:

1. Whenever a device is about to be disposed of, that device shall be collected by the City's IT representative.

2. The device shall be stored in the IT Storage Room at City Hall, which is a locked room.

3. The City's IT representative or contracted IT consultant shall remove the media or hard drives from the
devices and store them in the IT Storage Room.
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4. As needed, the City's IT representative shall prepare all stored hard drives for destruction by inventorying
their serial numbers in a spreadsheet which shall be dated and document the individual doing the
inventory.

5. IT disposal is a special case as all sensitive data must be removed during or prior to disposal. The City's IT
representative should determine the level of sensitivity of the data stored on the device. The data erasure
requirements for the device are based upon the sensitivity of the data as determined during the data
assessment process:

Unclassified or Public Data

Unclassified or Public data is are widely available information, often open to the public.

Unclassified data has no formal requirements to erase the data. In the interest of cautiousness,
Unclassified data can be erased through any available means such as physical destruction, or
media sanitization methods.

Low Confidential Data

Low Confidential data is intended for internal user only but if compromised presents a mild risk to
the City, or its affiliates. Examples of Low Confidential data include but are not limited to; personal
phone numbers, internal emails and documents with no high confidential data.

Data is defined Low Confidential must be erased using approved methods as defined in the IT
Equipment Disposal Procedure. Certificate of Destruction required upon disposal.

High Confidential Data

High Confidential data if released could cause a significant level of risk to the City or its
affiliates. Examples of High Confidential data include data protected by state or federal privacy
regulations, data protected by confidentiality agreements, and data protected under the City's
records retention policy.

Data is defined High Confidential must be erased using approved methods as defined in the IT
Equipment Disposal Procedure. Certificate of Destruction required upon disposal.

6. IT and data equipment should not leave the city's premises unless a chain of custody is established relating
to the data contained within the device; this means establishing who is responsible for deleting the personal
data contained on them.

7. The Certificate of Destruction and the inventory spreadsheet shall be attached to each other (or linked to
each other if saved electronically) and retained by the City's IT representative for documentation. The
retention period is as defined in the City's retention policy.

Staff and managers in the organization are responsible for compliance with this policy.

AUTHORITY

Administrative implementation of this policy.
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Comprehensive Purchasing Guideline Policy Questions? Contact the

Policy No: 3.2.005 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/24/2020

Submitted By: Trisha Pollock

PURPOSE

The purpose of this policy is to provide guidance and procedures for the purchasing of goods and services for the
City of Victoria.

POLICY

See manual on following pages.

PROCEDURES

This policy applies to all authorized purchasers in the City of Victoria.

SCOPE

This policy applies to [list who the policy applies to - all staff, elected officials, authorized purchasers, etc.]

AUTHORITY

Administrative implementation of this policy.
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CITY OF VICTORIA

COMPREHENSIVE
PURCHASING POLICY &
GUIDELINES

Policy No. 3.2.005.1

City of Victoria — Victoria, Minn.



Policy

All purchases must be approved as part of the annual budget or with the Capital
Improvement Plan (CIP). The level of budgetary control is established at the department
level. Expenditures for departments that exceed appropriations are not authorized unless
additional revenue sources, unspent appropriations, or fund balances are identified and
available.

The city manager is authorized to transfer up to $20,000 between departments if an
additional revenue source, unspent appropriations, or fund balance are identified. City
Council approval is required for expenditures over $20,000.

The city council has pre-approved payment for utility accounts and payroll transfers that
occur in the normal course of business even though this may exceed $20,000. These are
contractual accounts for services that are approved as part of the budget process. This also
applies to the following vendors:

e CenterPoint Energy

¢ Minnesota Valley Electric Cooperative (MVEC)

e Xcel Energy

e Metropolitan Council Environmental Services (MCES)
e United States Treasury

e State of Minnesota

e PERA

e The city’s insurance and healthcare providers

e The city’s IT managed services provider

e Lake Minnetonka Conversation District levy payment

Any payment outside the normal course of business shall be presented to the city council
for individual approval.

Debt service payments are pre-approved as listed in the city’s Debt Service Schedule in
bond documents.

Independent contractors are required to provide proof of insurance before providing
services.
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Process

The city has a decentralized purchasing program where individual departments are
responsible for making their own purchases. There are a few exceptions including supplies
maintaining in the office supply closet, paper, and stationery products, modular future and
chairs. The administrative assistant will assist staff who need help with research or
purchase of items in cases where staff are not familiar.

Purchasing Guidelines

These guidelines are designed to:

e C(larify and reconcile the complex requirements of state purchasing law, departmental
procedures and the finance department’s processes

e Provide a comprehensive resource for staff to effectively and efficiently make purchases
e Standardize purchasing methods to expedite the purchase process

These guidelines identify procedures and best practices for obtaining goods and services under
existing statutes, rules and regulations in a deliberate, fair and ethical manner. These guidelines
are not intended to conflict with existing law. If any part of these guidelines conflict with the law,
the law shall take precedence over these guidelines.

Objectives

1. Provide guidelines for city staff to follow regarding purchasing goods and services.

2. Provide staff authorized to make purchases with a clear understanding of their roles,
responsibilities, objectives and duties within the framework of the city's organization.

3. Ensure expenditures from public funds are made responsibly, and follow all applicable
standards, Federal laws, state statutes and local ordinances.

4. Purchase proper goods and services to meet the needs of the city.

5. Procure best quality products and services in the most efficient, cost-effective, ethical,
responsible, environmentally friendly and timely manner.

6. Allow responsible bidders, when applicable under the law, a fair opportunity to compete for
the city's business.

7. Guard against unnecessary obligations and liability risks in all transactions.
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Ethics of Purchasing with Public Funds

City staff must act impartially when it comes to purchasing. Staff are expected to conduct
themselves in a manner that fosters public confidence in the City of Victoria. Legally, cities
may only spend money for authorized purposes. Criteria must be met:

e There must be a public purpose for the expenditure.
e There must be explicit or implicit authority in State statute for the expenditure.
e The city council must authorize the expenditure (Minn. Stat.8 412.201).

e The purchase must follow established procedures. Only staff authorized to make
purchases for the city may do so. Thus, it is critical that authorized staff be familiar
with and follow the city's purchasing procedures.

Staff must comply with all city purchasing-related policies including the Purchasing Ethics
Policy (Policy No. 3.1.002) and Public Purpose Expenditure Policy (Policy No. 3.1.001).
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Before Making a Purchase

The first step in procurement is to determine the need for a particular good or service.
Staff should consider the following before making any purchases:

Research the market to determine proper purchasing alternative.
Determine appropriate account coding and if sufficient funds are available.
Obtain appropriate approvals.

Contact our market cities or professional associations.

Check the State’s Cooperative purchasing vendor list and contracts.

LSRN N N NN

Be prepared to adjust based on market prices.

Tip: Purchasing in volume? Periodically review purchasing needs to identify
the amount of supplies or services needed in order to help realize the
benefits of volume purchasing. Considering combining like items or services
into one contract where feasible. Explore collective purchasing with other
jurisdictions.
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Purchasing Responsibilities

It is the responsibility of each individual employee to comply with the city’s purchasing
guidelines and all applicable laws, statutes and ordinances.

Authorized Purchasers
The requesting department (e.g. authorized purchaser) has responsibility to ensure all
purchases are made in accordance with city policy and procedures.

Ensure funds are budgeted and available for the purchase.

Prepare specifications when required (e.g. RFP, RFQ, contract, etc.).
Obtain appropriate approvals in advance of the purchase.

Ensure purchase will meet department’s requirements prior to purchase.
Inspect materials upon receipt.

Process payments promptly and include all supporting documentation.

NN

Department Head
The department head also has responsibility to ensure all purchases are made in
accordance with city policy and procedures.

\

Review contract and route to city attorney for review when appropriate.

v Verify necessary documents are accurate and available (e.g. quotes,
insurance certificates).

v" Ensure proper filing and retention.

Purchasing Alternatives
Sealed Bids

State law requires a formal sealed bid procedure for all purchases expected to be $175,000
or greater. A published notice of bid is at a minimum required in the official city
newspaper at least seven days in advance of bid opening. The notice must state where the
plans and specifications can be obtained by bidders and specifically where the bid opening
will be held. Preparation of the specifications and all bid openings are administered by the
originated department. The city council must formally approve the bid contract.
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Cooperative Purchasing Agreements

The city participates in the State of Minnesota Cooperative Purchasing Venture (CPV). This
enables participants to buy goods and services at a reduce cost under the terms of
contracts already negotiated by the State of Minnesota. If it is determined that a
product/service is on the state contract, vendors should be told that the purchase will be
made using that contract. When completing the purchase, the authorized purchaser must
note the purchase is per state contract and indicate the contract number. Employees are
encouraged to review the State contract for purchases of $5,000-$9,999 and state law
requires employees to check the State contract for purchases of $10,000 or more.

Quotes

If a purchase is expected to be between $3,000 and $9,999 the purchase is to be made by
direct negotiation based upon a minimum of two quotations. Although not required by law,
it is the policy of the city to require employees to review the State of Minnesota
Cooperative Purchasing contracts before making a purchase for purchases $3,000-$9,999
(State law requires this at $10,000 or more). Quotes should be in writing. If the quotes are
not written, the requestor who received the verbal quote must document the quote in
writing. All quotes must be forwarded to the finance department with purchasing
documents.

Request for Proposals (RFP)

Requests for Proposals (RFPs) may be used to solicits proposals for professional services.
Proposals should include an overview and scope of services to be provided. Proposal
should also include requirements that provide adequate information for proper review and
evaluation:

¢ Qualifications of firm(s) and any staff assigned to the project
e History to performing work/services in similar size cities or of similar scope
¢ Ability to meet timelines

e Cost breakdown/fee schedule

Proposals must also include:
e Description of the city's selection process and evaluation criteria

e Statement: “The city reserves the right to reject any and all proposals, waive all
technicalities and accept any proposal deemed to be in the city's best interest

e Statement: “Proposers are solely responsible for delivery of their proposals to the
city before the deadline. Any proposal received after the deadline will not be
considered.”

e Submittal information: deadline, addressee
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Lease Purchases

All operating and capital lease agreements require approval of the finance manager and
must be reviewed by the city attorney prior to initiating or renegotiating a lease. Staff will
conduct a “lease vs. buy” analysis to determine the most cost-effective approach.

Understand Purchasing Limits

The following depicts final approval for budgeted purchases based on dollar amount:

$0 - $2,999 $3,000 - $19,999 $20,000 +
Department Head X X X
City Manager X X
City Council X

In addition to the approval requirements that follow, all non-budgeted purchases must
also receive approval from the finance director and city manager.

Purchases of $0 - $2,999

Purchasing up to $2,999 are not subject to the competitive process. For budgeted items,
after receiving approval from the department head, the authorized purchasers have the
authority to proceed with these small dollar procurements.

The authorized purchaser is responsible from determining the frequency and total dollar
expenditures for such goods and services. The department head is responsible for

Tip: An employee must not divide contracts or purchases in order to lower
the amount to avoid the require bidding or approvals. These thresholds
refer to annual purchasing amounts.

monitoring department expenditures to ensure invoices reflect actual goods and services
received.
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Purchases of $3,000 - $9,999

At least two written quotes or selection of vendor off the State’s Cooperative Purchasing
contract are required for purchases ranging from $3,000 to $9,999. Approval by the
department head and the city manager is also required. Employees are required to review
the State of Minnesota Cooperative purchasing vendor list and contracts
(http://www.mmd.admin.state.mn.us/process/cpv/CPVMemberList.asp) before making a
purchase.

The following must be remitted to the finance department:
v" Written quotes
v Purchase order or invoice

v Written approval (paper or electronic) from department head and city manager

Purchases of $10,000 to $174,999

A minimum of two written quotes are required for purchases ranging from $10,000 to
$174,999. Before making any purchases, City staff are also required by law to review the
State of Minnesota’s Cooperative Purchasing Contracts before purchasing through another
source (http://www.mmd.admin.state.mn.us/mn01005.htm).

When reviewing the State’s contracts, staff must consider the following:
v Availability
v’ Price
v Quality of supplies, materials or equipment

The following should be sent electronically to the Finance Department:
v" Written Quotes

v' Staff Report with city council's approval for purchases greater than $20,000 - the
report must include verbiage stating a review of the State’s Cooperative Purchasing
contracts has been conducted

v Purchase order or invoice
v Written approval (paper or electronic) from department head and city manager

For purchases greater than $20,000, the city council must grant final approval prior to
purchasing. This means the authorized purchaser or department head must prepare a staff
report for a council meeting outlining the details of the purchase and recommending
approval.
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Purchases greater than $25,000 but less than $175,000 - Competitive

Solicitation

For purchases greater than $25,000 but less than $175,000, employees should consider a
competitive solicitation process (e.g. RFP, RFQ or bidding). The exception is for contractors
included in the consultant pool. Before a purchase can be made, approval must be secured
from the department head and city manager. Under this process, the City Council must
grant final approval prior to purchasing. This means the authorized purchaser or
department head must prepare a staff report for a council meeting outlining the details of
the purchase and recommending approval.

The following should be sent electronically to the Finance Department:
v" Written Quotes

v' Staff Report with city council's approval - the report must include verbiage stating a
review of the State’s Cooperative Purchasing contracts has been conducted

v Purchase order or invoice
v Written approval (paper or electronic) from department head and city manager

For purchases greater than $20,000, the city council must grant final approval prior to
purchasing. This means the authorized purchaser or department head must prepare a staff
report for a council meeting outlining the details of the purchase and recommending
approval.

Purchases of $175,000+

When the cost is expected to exceed $175,000, a formal bid is required by state law. City
staff are also required by law to review the State of Minnesota’s Cooperative Purchasing
Contracts before purchasing through another source
(http://www.mmd.admin.state.mn.us/mn01005.htm).

When reviewing the State’s contracts, staff must consider the following:
v Availability
v Price
v Quality of supplies, materials or equipment

Before a purchase can be made, approval must be secured from the department head and
city manager.

The city council must grant final approval prior to purchasing. This means the authorized
purchaser or department head must prepare a staff report for a council meeting outlining
the details of the purchase and recommending approval.

The following should be sent electronically to the Finance Department:

v" Written Quotes
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Staff Report with city council's approval - the report must include verbiage stating a
review of the State’s Cooperative Purchasing contracts has been conducted and the
formal bid process has been followed

v" Purchase order or invoice

v Written approval (paper or electronic) from department head and city manager
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Purchasing & Approval Summary Chart
*** All original executed agreements/contracts shall be given to the City Clerk for
retention***

All non-budgeted purchases must follow the appropriate approval requirements
AND receive approval from the finance director and city manager

For Budgeted Purchase Amounts: Purchasing Approval Requirements

$0 - $2,999 e Open market - verbal quotes optional

Non-Federal Grant Purchases Approval by department head

$3,000 - $4,999 e Minimum of two written quotes
Federal Grant Purchases o Submit quotes to finance w/PO or invoice

e Approval by department head

$5,000 - $9,999 e Minimum of two written quotes

o City requires review State of MN Cooperative
purchasing contracts before purchase’

o Submit quotes to finance w/PO or invoice

e Approval by department head and city manager

$10,000 - $174,999 e Minimum of two written quotes

o State law requires review State of MN
Cooperative purchasing contracts before
purchase

o Purchases exceeding $25,000 but under
$175,000 must give consider competitive
solicitation

o Submit quotes to finance w/PO or invoice

! Employees must consider the availability, price and quality of supplies, materials or equipment through

the state’s cooperative purchasing venture before purchasing through another source.
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e Department head and city manager must approve
the expenditure

e Authorization by city council (purchases > $20,000)

o Council staff report submitted to finance w/PO
or invoice

$175,000 + e Formal bid required

e Requires review of State of MN Cooperative
purchasing contracts before purchase

e Department head and city manager must approve
the expenditure

e Authorization by city council

o Council staff report submitted to finance w/PO
or invoice
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Unplanned & Emergency Expenditures

All unplanned expenditures must be approved by the department head and expenditures
greater than $2,000 must be approved by the department head and the city manager.
Unplanned expenditures greater than $20,000 must be approved by the city council.
Budget amendments for unplanned expenditures greater than $20,000 must be processed.

Exceptions to these guidelines may be used in the case of emergency with prior approval of
the city manager. An emergency must be a situation arising suddenly and unexpectedly
which requires prompt action essential to the health, safety and welfare of the community
or to prevent significant revenue loss caused by interruption of city services. Approval for
an emergency purchase greater than $20,000 will be required to be ratified by the city
council at the next available council meeting.

Minnesota Statute 12.29 gives the mayor the authority to declare a local emergency for up
to three days. That period may be extended by the city council. During such an emergency,
if authorized by the city council, the city is not required to use the typically mandated
procedures for purchasing and contracts. During that time, the governing body may waive
compliance with the prescribed purchasing guidelines including compliance with M.S.
471.345, Uniform Municipal Contracting Law.

When possible, the current purchasing policies and procedures should be followed even
when an emergency is declared, but as describe above if the emergency requires speedy
action essential to the health, safety and welfare of the community and if there has been
an emergency declaration, the standard purchasing policies and procedures can be waived
in accordance with M.S. 12.37.

Consultant agreements for firms with master contracts in place are authorized by city
council as part of the project authorization and are not subject to the Uniform Municipal
Contracting Law.

Purchasing-Related Policies

Pursuant to the statutes and laws of the State of Minnesota which permit and require the
expenditure of public funds for public purposes, this policy is intended to provide guidance
regarding which expenditures are for public purposes and authorized in accordance with
the city's annual budget process, and which expenditures are not considered to fall within
the public purpose definition and are therefore not allowed.

A public purpose means an activity that serves as a benefit to the community as a body and
is directly related to the functions of government. Under no circumstances shall public
funds be used to pay for alcohol.
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This policy establishes ethical purchasing guidelines for use by employees when obtaining
quotations, proposals and bids.

It is the responsibility of each employee to maintain the highest standards of conduct with
respect to managing city monies throughout the purchasing process. Employees must not
only avoid actual financial conflict of interest but also the appearance of such a conflict. To
this end, employees will not participate in any financial transaction on behalf of the city in
which they have, or may appear to have, an undisclosed financial interest.

Examples of potential conflicts of interest include but are not limited to the following:

e Employees who are employed by businesses seeking or performing city
contracts.

e Employees who have ownership interest in a business seeking or performing city
contracts.

e An employee’s relationship with an outside business or organization that could
reasonably appear to inhibit the impartiality of the city in awarding contracts.

e Utilization of “inside information” not ordinarily available to the general public
for personal gain or the unfair benefit of others.

e Distribution of any confidential information regarding city financial activities to
unauthorized persons prior to an award recommendation being made.

BUDGET CONTROL AND BUDGET ADJUSTMENTS (POLICY NO. 3.1.003)
The city council adopts an annual operating budget setting forth the amounts budgeted by
city departments. The city manager is responsible for the administration and control of the
budget. The purpose of this policy is to detail appropriate budget controls and procedures
for modifying the budget when necessary.

The city manager has the authority to amend the adopted budget by reallocating
appropriating between departments within the same fund as needed throughout the year
in order to achieve the policy directives and strategic goals of the city council's adopted
strategic plan.

The city manager has the authority to increase appropriations following council acceptance
of gifts, grants, or other monies.
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The city manager is required to provide a detailed listing of all budget adjustments to city
council at year end for the council to provide final approval to the modifications approved
by the city manager throughout the year.

The following restrictions are placed on the authority of the city manager to amend the
adopted budget:

e The city manager shall not cause total appropriation for any city fund to exceed the
amount adopted by Council except for increases for council-accepted gifts, grants,
or other monies.

e The city manager shall not reallocate resources to cause an increase in the council-
approved permanent full time equivalent (FTE) positions.

This policy requires a system of internal control procedures to adequately safeguard
monies collected by city employees be established and maintained by the finance manager
and adhered to by city employees.

USE OF CITY-ISSUED CREDIT CARDS (POLICY NO. 3.1.004)

Minnesota State Statute 471.382 allows the city council to authorize the use of a credit card
by any city officer or employee otherwise authorized to make a purchase on behalf of the
city. The purpose of this policy is to provide credit cards to city departments for the
convenience of purchasing goods and services efficient and cost-effectively.

This includes the following:

e Acity department may request a credit card for city-authorized purchasers when
there is a demonstrated efficiency to be gained

e The finance director will determine the authorized limit for each card holder.

e All purchases must be made by the card holder with itemized receipts, detailed
description for the need of the purchase and supporting documentation submitted
to finance for payment.

e Personal purchases and cash advances are not allowed using a city-issued credit
card.

e All credit card purchases must by items with a budget allocation and comply with
the city’s purchasing guidelines for quotations and bidding.

e Itisthe responsibility of the card holder to protect the city-issued credit card from
theft or unauthorized use.

PROCEDURE FOR PAYING CITY CLAIMS (POLICY NO. 3.2.003)

Comprehensive Purchasing Policy & Guidelines 15



Claims for payment by the city shall be made pursuant to the authority of the city manager,
subject to the limitations of contractual and annual budgeted expenditures authorized by
the council. All appropriate accounting and administrative controls shall be in place to

ensure proper disbursement of public funds within statutory and city policy restrictions on
administrative authority.

The purpose of this policy is to establish the methods for the disposal of surplus city
property. State statutes require the city council to approve the disposal of city surplus
property. This policy defines the methods staff may use for the disposal of used vehicles,
maintenance equipment, and used or obsolete office equipment.

ENVIRONMENTALLY PREFERABLE PURCHASING (POLICY NO. 3.1.006)

The purpose of this policy is to encourage and increase purchasing that reflects the city's
commitment to sustainability.

Environmentally preferable products are good and services that have a lesser or reduce
effect on the human health and the environment when compared with other goods and
services that serve the same purpose.

This policy promotes:
e Conserving natural resources
¢ Minimizing environmental impacts (e.g. pollution)
e Supporting recycling

e Increasing the use and availability of environmentally preferable products
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Accepting Donations

The City of Victoria appreciates the generosity of donors who wish to enhance the
community for all. Residents and businesses have a proven track record of volunteering,
participating in many community initiatives and making generous donations that further
enhance and quality of life in Victoria. Donations can also play an important role in keeping
property taxes low and enhancing service value. These invaluable efforts make the
difference between a good community and a great community. The following guidelines
provide city staff with a tool to ensure the finance department can direct funds toward the

intended purpose:

Donation Type

Donations Under $500

Donations Over $500

One-Time Cash
Donation

Long-Term Cash
Donations for
Project

Comprehensive Purchasing Policy & Guidelines

Submit monetary donation

with written instructions for
purpose and any additional
documentation

Finance will prepare staff
report and place on city
council agenda for quarterly
acceptance

Submit monetary donation or
series of donations with
written instructions for
purpose and any additional
documentation

Finance will prepare staff
report and place on city
council agenda for quarterly
acceptance

Submit monetary donation

with written instructions for
purpose and any additional
documentation

Finance will prepare staff
report and place on city
council agenda for
quarterly acceptance

Finance will work with
department head to
determine need for coding
and/or budget amendment
(if unbudgeted)

Submit monetary donation

with written instructions for
purpose and any additional
documentation

Finance will prepare staff
report and place on city
council agenda for
quarterly acceptance

Finance will work with
department head to
determine need for coding
and/or budget amendment
(if unbudgeted)

17



In-Kind Donations

Comprehensive Purchasing Policy & Guidelines

Submit donation description
to finance with estimated
value

Finance will prepare staff
report and place on city
council agenda for quarterly
acceptance

Carry forward balance of
cash donations until project
completion

Submit donation
description to finance with
estimated value

Finance will prepare staff
report and place on city
council agenda for
quarterly acceptance
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Federal Awards Administration Policy Questions? Contact the

Policy No: 3.2.006 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 12/14/2020

Original Policy Date: 12/14/2020

Submitted By: Trisha Pollock

PURPOSE

The purpose of this policy is to provide guidance and procedures for the administration of federal awards of city of
Victoria (the “city”). In addition, this policy will ensure that city personnel seek and apply for federal assistance or
grants-in-aid that address city's current policies and policy objectives and administers them in accordance with
applicable federal and state laws and regulations, city policies and contractual obligations. This policy will also
establish control to address the operational procedure in accordance with industry best practices and internal
control objectives.

POLICY

All Federal Awards are subject to the established requirements set forth by the federal government in the Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards [34 CFR Part 80, 2 CFR
Part 213 and Part 6 of the Office of Management and Budget (OMB) Uniform Grant Guidance (UGG) Compliance
Supplement] and other laws and regulations as required by the Federal Award Agreement and the granting agency.
These policies and procedures are intended to be sufficiently comprehensive to adequately meet such
requirements. However, in no case are these policies and procedures intended to supersede or limit federal or state
laws or regulations, or the provisions of individual grant agreements.

The City Manager is the responsible authority ensuring compliance with the provisions of federal and state
regulations and the provisions of grant agreements. Further, all officers and employees authorized by their
departments to procure federal financial assistants for the benefits of their respective departments are responsible
for complying with this policy and corresponding procedures.

PROCEDURES

Hierarchy of Authority

In the event that conflicting guidance on the administration of Federal awards is available, the city has deemed
Federal guidance to be most authoritative, followed by other State or local agencies.

Revisions

Guidance provided by the Federal government through the OMB UGG

Compliance Supplement are expected to be updated each year. Such updates are considered by the city as they
become available and policies and procedures will be revised accordingly.

City of Victoria * Financial Operations 12/14/2020
Federal Awards Administration Policy Page 1



Training

City finance personnel and its program administrators of Federal awards will be provided the necessary training
through various mechanisms, such as: (1) reviewing monthly State Aid Financial Status Report Updates,
accompanying State aid payments, (2) consulting with the city's auditors as needed for clarification, (3) participating
in various training opportunities, such as those offered by appropriate professional organizations, (4) reviewing
legislative updates from multiple sources, (5) membership and participation in meetings of the Governmental
Finance Officers Association (GFOA), (6) certification of respective positions by the GFOA i.e.: Finance Director, (7)
coordination and collaboration with individuals performing similar job functions at similar municipalities.

Compliance Failures

Compliance failures, whether noted internally by management or through the external audit process, will be
addressed immediately by reviewing the reason for the failure with responsible personnel and devising an
improved process to encourage compliance in the future.

General Accounting and Financial Management

It is the policy of the city to comply with all statutory, regulatory, and contractual requirements in the conduct of,
and accounting for, its financial operations. The official books of record for the city will be maintained subject to the
following provisions:

1. The city will account for its operations in accordance with the Generally Accepted Accounting Principles
(GAAP) applicable to local units of government.

2. The city will comply with all applicable circulars issued by the Office of Management and Budget (OMB),
including, but not limited to:

3. OMB Circular A-87 - Cost Principles for States, Local and Indian Tribal Governments.

4. OMB UGG - Uniform Grant Guidance - Audits of States, Local Governments, and Non-Profit Organizations
(the Single Audit Act).

5. The city will comply with all contractual requirements detailed in its duly executed grant agreements with
awarding agencies.

6. The city will contract annually with an independent CPA firm for the purposes of conducting the city's
external financial audit. To the extent that the city has expended federal awards more than the applicable
single audit limit (currently $750,000), the city will have a single audit performed in accordance with OMB
UGG - Uniform Grant Guidance (UGG).

7. To ensure continuing compliance with all applicable accounting requirements, the city may, at its discretion,
contract with a CPA firm to provide internal auditing and/or consulting services.

City of Victoria « Financial Operations 12/14/2020
Federal Awards Administration Policy Page 2



10.

11.

12.

13.

14.

The Finance Director shall be responsible for the maintenance of all accounting and financial records
(including journals, timesheets, bank statements, audit reports, and similar documents). Such records shall
be retained as required by contractual or regulatory requirements. The city has adopted the state’s records
retention schedule as its official guide for records storage, filing, and destruction.

The city and employees are required to comply with the city’s conflict of interest policy and report any
potential conflicts of interest to their managers. No employee, officer or agent may participate in the
selection, award or administration of a contract supported by a Federal award if he or she has a real or
apparent conflict of interest. Such violations may result in appropriate discipline

The city will request prior approval from federal agencies for program or budget changes.

The city reserves the right to delay the implementation of new federal purchasing procedures by two years
which follow: Acquisitions for micro-purchases (below $10,000 or below $2,000 for construction subject to
the Davis Bacon Act) may be awarded without soliciting bids if the city considers the price to be reasonable.
Procurements for Small Purchases (less than $175,000 - Minn. Stat. § 471.345), in which case quotations
must be obtained from an adequate number of sources. Procurements made by sealed bid should be made
to the lowest responsible (not necessarily the lowest) bidder. Procurements made by competitive proposal
must have standards to evaluate the selected recipient. Procurement made by non-competitive proposals
(to one vendor) may be used only if one of the following applies a) the item is available from a single source,
b) an emergency exists c) the federal agency expressly authorizes non-competitive proposals, or d)
competition is seen as inadequate after solicitation to a number of vendors.

Other procurement procedures include; Contractors who develop or draft specifications for bids are
precluded from bidding on them. The city must maintain oversight so that contractors perform work as bid.
Multiple provisions must be included in contracts (see Appendix Il of grant procurement guidelines of super
circular procedures). The city must verify to http://www.sam.gov/ to review if on the suspended and
debarred list for federal grants.

Procedures for inventory of federal capital purchases will be maintained by the Finance Department and all
items will be tracked annually.

The Finance Director (or designee) or the City Manager are required to certify expenditures.

Purchasing and Procurement

It is the policy of the city to ensure that all disbursements of city funds are properly reviewed and authorized, and
consistent with sound financial management principles, and made in compliance with all applicable federal, state,
and local laws. In order to meet these objectives, all disbursements of city funds shall be subject to the following
provisions, to the extent that they do not conflict with or contradict with any specific federal, state or local law or
Council policies (the most specific or restrictive law, policy or procedure will be followed):

1.

Substantial state and federal requirements exist pertaining to standards of conduct and conflict of interest.
It is the intent of the city for all employees, officers, or agents to conduct all activities associated with
procurements in compliance with the highest ethical standards, including the avoidance of any real or
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perceived conflict of interest. It is also the intent of the city to impose appropriate sanctions or disciplinary
actions, including but not limited to termination and/or prosecution, for any employees or officers who
violate any of these requirements.

2. The city avoids the acquisition of unnecessary or duplicative items. Additionally, the city considers
consolidating or breaking out procurements to obtain a more economical purchase. And, where
appropriate, the city makes an analysis of leases versus purchase alternatives, and other appropriate
analyses to determine the most economical approach.

3. To foster greater economy and efficiency, the city enters into state and local intergovernmental agreements
where appropriate for procurement or use of common or shared goods and services. This includes
cooperative purchasing agreements where practical and beneficial. Depending on the purchase requested,
the city may purchase it from a cooperative or inter-local agreement if the price is competitive and the
goods or service are needed in a timely manner. The Finance Director and the City Manager will make this
determination.

4. The city awards contracts only to responsible contractors possessing the ability to perform successfully
under the terms and conditions of a proposed procurement. The city considers such matters as contractor
integrity and business ethics, compliance with public policy, ability to complete the project on time and in
accordance with specifications, record of past performance, and the contractor’s financial and technical
resources.

5. The city will award a contract to a contractor who has the appropriate experience, expertise, qualifications,
and any required certifications, necessary to perform the work. Contractors should also have the financial
resources to sustain the project while the initial work is being completed and during each service period
until he or she submits invoices for payment to the city as work is completed. Contractors should have the
proper equipment or the capability to subcontract for the proper equipment necessary to complete the
contracted work.

6. Debarment and Suspension: The city will not subcontract with or award subgrants to any person or
company who is debarred or suspended from receiving federal funds. The Finance Director, or designee
thereof, is required to check for excluded parties at the System for Award Management (SAM) website
before any procurement transaction paid with federal funds. This list is located at: http://www.sam.gov/.

7. All procurement transactions paid with federal funds are conducted in a manner providing full and open
competition. In an environment of full and open competition, no proposer or bidder has a competitive
advantage over another. All potential proposers and bidders must be provided the same information and
have the same opportunity to submit a bid or proposal. Providing a competitive advantage to one or more
potential proposers or bidders over another can open the potential for disputes and lawsuits that can be
costly and can significantly delay the completion of projects.

8. Inorder to ensure objective contractor performance and eliminate unfair competitive advantage,
contractors that develop or draft specifications, requirements, statements of work, or invitations for bids or
requests for proposals (RFPs) are excluded from competing for such procurements. The city does not
engage in the following situations that may restrict full and open competition, including but not limited to:
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9. Placing unreasonable requirements on firms for them to qualify to do business.
10. Requiring unnecessary experience and excessive bonding.

11. Noncompetitive pricing practices between firms or between affiliated companies.
12. Noncompetitive contracts to consultants that are on retainer contracts.

13. Organizational conflicts of interest.

14. Specifying only a “brand name” product instead of allowing “an equal” product to be offered and describing
the performance or other relevant requirements of the procurement.

15. Any arbitrary action in the procurement process.

16. The city conducts federal procurements in a manner that prohibits the use of statutorily or administratively
imposed state or local geographical preferences in the evaluation of bids or proposals, except in those cases
where applicable federal statutes expressly mandate or encourage geographic preference.

17. All solicitations will incorporate a clear and accurate description of the technical requirements for the
material, product, or service to be procured. Such description will not, in competitive procurements, contain
features which unduly restrict competition. The description will include a statement of the qualitative nature
of the material, product or service to be procured and, when necessary, will set forth those minimum
essential characteristics and standards to which it must conform if it is to satisfy its intended use. Detailed
product specifications will be avoided if possible.

18. The city will make independent estimates of the goods or services being procured before receiving bids or
proposals to get an estimate of how much the goods and services are valued in the current market. To
accomplish this, after bids and proposals are received, but before awarding a contract, the City conducts
either a price analysis or a cost analysis, depending on the type of contract, in connection with every
procurement with federal funds in excess of $175,000.

19. The city takes all necessary affirmative steps to assure that minority businesses and women'’s business
enterprises, and labor surplus area firms are used when possible. To accomplish this, the City uses the
following required affirmative steps:

20. Placing qualified small and minority businesses and women's business enterprises on solicitation lists.

21. Assuring that small and minority business, and women'’s business enterprises are solicited whenever they
are potential sources.

22. Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit
maximum participation by small and minority businesses, and women's business enterprises.

23. Establishing delivery schedules, where the requirement permits, which encourage participation by small and
minority businesses, and women'’s business enterprises.
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24.

25.

26.

27.

28.

29.

Using the services and assistance, as appropriate, of such organizations as the Small Business
Administration and the Minority Business Development Agency of the Department of Commerce.

Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps listed above.

Federal methods provide for procurement by micro-purchase. Micro-purchase is a purchase of supplies or
services using simplified acquisition procedures, the aggregate amount of which does not exceed $10,000.
The micro-purchase method is used to expedite the completion of its lowest-dollar small purchase
transactions and minimize the associated administrative burden and cost.

Small purchase procedures may be used in those relatively simple and informal procurement methods for
securing nonprofessional services, supplies, or other property that do not cost more than $175,000.

Sealed bids ($175,000, formal advertising, price is a major factor). Requirements for sealed bids:The
invitation for bids will be publicly advertised and bids must be selected from an adequate number of known
suppliers, providing them sufficient response time prior to the date set for opening the bids.

The invitation for bids, which will include any specifications and pertinent attachments, must define the
items or services for the bidder to properly respond.

30. All bids will be publicly opened at the time and place prescribed in the invitation for bid.

31. Afirm fixed price contract award will be made in writing to the lowest responsive and responsible bidder.

32. Any or all bids may be rejected if there is a sound documented reason.

33. Competitive proposal (> $175,000, fixed price or cost reimbursement, request for proposal (RFP) with
evaluation methods).

34. Requests for proposals must be publicized requests and identify all evaluation factors and their relative
importance.

35. Proposals must be solicited from an adequate number of qualified sources.

36. The organization must have a written method for conducting technical evaluations of the proposals received
and for selecting recipients.

37. Contracts must be awarded to the responsible firm whose proposal is most advantageous to the program.

38. The organization may only use qualification-based methods, whereby competitors' qualifications are
evaluated, and the most qualified competitor is selected, in the procurement of architectural/engineering
professional services.

39. Procurement by noncompetitive proposals is procurement through solicitation of a proposal from only one
source and may be used when using federal funds only when one or more of the following circumstances
apply:

40. The item is available only from a single source. This must be documented.
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41

42.

43.

44,

45.

46.

47.

. The public exigency or emergency for the requirement will not permit a delay resulting from competitive

solicitation.

Any federal awarding agency expressly authorizes noncompetitive proposals in response to a written
request from the city.

After solicitation of several sources, competition is determined inadequate.

Time and materials type contract is a contract whose cost to the city is the sum of: the actual costs of
materials, and direct labor hours charged at fixed hourly rates that reflect wages, general and administrative
expenses, and profit.

The city may use a time and materials type contract paid with federal funds in accordance with the above
only (1) after a determination that no other contract is suitable; and (2) if the contract includes a ceiling price
that the contractor exceeds at its own risk.

The city ensures that all prequalified lists of persons, firms, or products which are used in acquiring goods
and services are current and include enough qualified sources to ensure maximum open and free
competition. The city accomplishes this by conducting internet searches, including using vendor searches,
and by using other less technologically advanced tools to locate and identify potential contractors. Federal
guidelines are followed regarding the number of bids required.

The city requires that construction or facility improvement contracts, or subcontracts exceeding $175,000,
include a bid guarantee equivalent to 5% of the bid price from each bidder (such as bid bond or certified
check), a performance bond on the part of the contractor for 100 percent of the contract price, and a
payment bond on the part of the contractor for 100 percent of the contract price.

Note: The city's purchasing policy does not apply to procurement by contractors or subcontractors on projects,
federally supported or otherwise.

Payroll and Timekeeping

The following provisions apply to the payment of employees and recording of time and effort (as required) in
accordance with Federal Cost Principles:

1. Hourly employees record time on an electronic timekeeping system each day, with the following
information:
a. The total number of hours worked each day
b. The use of any holiday, personal, vacation, sick, or other approved time off with pay
¢. The total number of hours to be paid
d. An allocation of those hours to each program or department for which work was performed, when
necessary
City of Victoria « Financial Operations 12/14/2020
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e.

The dated signature of the employee and his/her supervisor for each payroll period

The allocation of hours between programs or departments should be based exclusively on the actual

hours worked, and not be based on available budgets, or predetermined allocation schedules. In the event that an
after-the-fact correction is necessary to an employee’s timesheet due to errors in the allocation of time worked,
such corrections must be submitted to the Finance Director, and approved in writing by both the employee and
his/her supervisor.

2. Salaried employees charged to a Federal grant will document time and effort as follows: the employee may
document time and effort using a timesheet as described above. Timesheets must account for the total
activity for which the employee is compensated and be signed by the employee. It will not be acceptable for
timesheets to include the hours worked on Federal grants only.

It is the responsibility of the employee being charged to a Federal award(s) to clarify documentation
requirements with the Finance Director, or designee and provide appropriate documentation as it
becomes available. The employee should retain a copy of the documentation for his/her personal
records. Certifications should never be signed prior to the end date of the payroll period being
certified. Each certification should be provided to the Finance Department when available.
Employees should retain a copy of the certifications for his/her personal records.

Grant Administration

The following policies and procedures will also be applied, to the extent that they do not conflict with or contradict
any existing Council policies:

1. Grant Development, Application, and Approval

Legislative Approval - The point at which legislative approval is required is determined by the
requirements of the grant program. If the grant must be submitted by “an individual authorized by the
legislative body”, then City Council approval is required prior to submitting the application. If such legislative
approval is not specifically required by the written terms of the grant, then the City Manager or designee
may, at his or her discretion, approve grant applications.

a.

Matching Funds - Grants that require cash local matches must be coordinated through the Finance
Department. At a minimum, funds must be identified within the existing budget to provide the
match, or a budget amendment will be required. Depending on the grant, there may also be some
policy implications that will bear discussion. (For example, will the grant establish a level of service
that cannot be sustained once the grant funds are depleted?) In all cases involving matching funds,
the grant applicant should contact the Finance Department to determine the strategy for securing
matching funds. Refer to the section within this policy titled “Matching, Level of Effort, and
Earmarking” for additional information on compliance with the provisions of the OMB UGG -
Uniform Grant Guidance Compliance Supplement.

Grant Budgets - Most grants require the submission of an expenditure budget. The Finance Director
will review this portion of the grant request prior to submission. Frequently, a technical review will
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discover inconsistencies in the calculations, cost centers that might have been overlooked, or
identify reimbursable expenses of which program staff may not be aware—particularly in the area
of indirect costs.

2. Grant Program Implementation

3. Notification and Acceptance of an Award - Official notification of a grant award is typically sent by a
funding agency to the program director and/or other official designated in the original grant proposal.
However, the authorization to spend grant funds is derived from the City Council through the approval of a
grant budget. Such notification should also be directed to the Finance Department. Adoption of the grant
budget as a component of the city-wide operating budget is deemed to be sufficient approval.

a. Establishment of Accounts - The department that obtained the grant will provide the Finance Director
with information needed to establish revenue and expense accounts for the project, as well as a project
code for tracking purposes. Ordinarily, this information will include a copy of a summary of the project
and detail of the full project budget.

b. Purchasing Guidelines - All other city purchasing guidelines apply to the expenditure of grant funds. The
use of grant funds does not exempt any purchase from normal purchasing requirements. All typical
paperwork and bidding requirements as well as normal staff approvals apply. When in doubt, the
program director should contact the Finance Director for further assistance.

3. Financial and Budgetary Compliance

a. Monitoring Grant Funds - Departments may use some internal mechanism (such as a spreadsheet) to
monitor grant revenues, expenditures, and budgetary compliance, at the grant level. The Finance
Director maintains all this information in financial software system as well; this is the city's “official”
accounting system by the granting agencies. Program Directors are strongly encouraged to use financial
software reports provided by the Finance Department for their grant tracking. If any “off-system”
accounting records are maintained, it is the responsibility of the Program Director to ensure that the
program’s internal records agree to the city's accounting system.

b. Fiscal Years - Occasionally, the fiscal year for the granting agency will not coincide with the city's fiscal
year. This may require adjustments to the city’s internal budget accounts an interim financial report as
well as special handling during fiscal year-end close. It is the responsibility of the Program Director to
bring such discrepancies to the attention of the Finance Department at the time the grant accounts are
established.

c. Grant Budgets - The terms of each specific grant will dictate whether any budget transfers between
budgeted line items will be permitted. In no case will the Program Director be authorized to exceed the
total budget authority provided by the grant.

4. |If grant funds have not been totally expended by fiscal year-end, it is the responsibility of the Program
Director to notify the Finance Director that budget funds need to be carried forward to the new fiscal year,
and to confirm the amounts of such carry-forwards. Carry-forwards of grant funds will be subjected to
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maximum allowable amounts/percentages based on the grant award agreement and/or the OMB UGG -
Uniform Grant Guidance Compliance Supplement.

5. Capital Assets - The city is responsible for maintaining an inventory of assets purchased with grant funds.
The city is accountable for them and must make them physically available for inspection during any audit.
The City Council must approve of any sale of these assets. Customarily, the proceeds of the sale can only be
used on the grant program that purchased them. (Refer to the specific regulations governing the original
grant).

6. The Finance Director will coordinate this grant requirement. All transactions that involve the acquisition or
disposal of grant funded capital assets must be immediately brought to the attention of the Finance
Director. Refer to the city’s separate Capital Assets policy and the section of this policy titled “Equipment and
Real Property Management” for additional information. [OMB Circular A-133; 34 CFR Sec. 74.34]

4. Record Keeping

a. Audit Work-papers - The city's external auditors audit all grants at the end of each fiscal year. The Finance
Director will prepare the required audit work papers. Program Directors may be asked to assist in this
process, if necessary.

b. Record Keeping Requirements - Grant record keeping requirements may vary substantially from one
granting agency to another. Consequently, a clear understanding of these grant requirements at the
beginning of the grant process is vital. The Finance Department will maintain copies of all grant draw
requests and approved grant agreements (including budgets). The Program Director should maintain all
other records.

5. Other Guidelines

6. Specific information on policies and procedures related to compliance with the provisions of the OMB UGG -
Uniform Grant Guidance Compliance Supplement have been addressed later in this policy and should be
considered along with the information in this section.

Year-end Closing and Reporting

The following provisions will govern the year-end close-out process of the city for purposes of external financial
reporting:

1. To the extent that the city is required to have a single audit completed in accordance with OMB UGG -
Uniform Grant Guidance, the city will accumulate the information necessary to prepare a schedule of
expenditures of federal awards (“SEFA”) in accordance with Federal and State requirements. This schedule
will be characterized as follows:

a. The schedule will include all federal financial assistance, including; grants, contracts, property, loans,
loan guarantees, interest subsidies, cooperative agreements, insurance or direct appropriations.
Amounts will be reported whether received directly from the Federal government or through a
passthrough agency (if the city is determined to be a sub-recipient and not a vendor).
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b. The schedule will be prepared on the same basis of accounting as the related financial statements.

c. Federal awards will be grouped based on Federal awarding agency. Each Federal award with current
expenditures will be listed along with its CFDA number, pass-through grantor name (if applicable)
and award/pass-through grantor number (if applicable). Such information will agree to the award
documentation.

d. If the CFDA number of a Federal award cannot be reasonably determined, it shall be reported in the
schedule using the two-digit prefix for the related Federal agency, followed by “UNKNOWN".

e. To the extent that amounts are passed through to sub-recipients, a schedule of federal awards
provided to sub-recipients will be prepared.

f. In addition to current year expenditures, the schedule will list approved award/grant amount,
accrued/deferred revenue at the beginning of the year, current year cash received, current year
actual expenditures, and accrued/deferred revenue at the end of the year. If expenditures were
incurred relative to this award in the prior year(s), this amount should be disclosed as
memorandume-only.

g. Any adjustments to prior year awards, expenditures, and balances (including transfers between
grants) will be disclosed in the footnotes to the schedule.

h. Accrued/deferred revenue in the schedule shall agree to the amounts recorded as
receivable/deferrals in the related financial statements.

i. To the extent that a separate line item is included in the financial statements for Federal revenue,
this amount shall agree to expenditures in the schedule. Any reconciling items will be disclosed in
the footnotes to the schedule.

Additional Federal Awards Compliance Requirements

Several Federal awards received by the city are passed-through the State of Minnesota. Management will consider
both the OMB UGG - Uniform Grant Guidance Compliance Supplement and any applicable compliance
requirements as set forth by the State of Minnesota.

General Information

Source of Information - Each year the Federal government (Office of Management and Budget) issues a

comprehensive document on the compliance requirements each grant recipient is obligated to follow in general
terms, along with program-specific guidance on various grant awards. There are 12 compliance requirements
identified, each of which is considered individually in this policy.
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The following pages document the remaining policies and procedures of the city related to compliance with such
procedures, as applicable. In each year that the city is subject to a single audit, applicable compliance requirements
are expected to be tested in detail by the city's independent auditors.

Objectives - The objectives of most compliance requirements are generic in nature. While the criteria for each
program may vary, the main objective of the compliance requirement is relatively consistent across all programs. As
such, the policies and procedures of the city have been based on the generic sense of the compliance requirement.
For selected compliance requirements, this policy addresses the specific regulations applicable to individual grants.
This is not intended to imply that a program is not subject to such policies if it is not specifically mentioned here. It
is the intention of the city that all Federal awards are subject to the following policies and procedures.

Controls over Compliance - In addition to creating policies and procedures over compliance with provisions of
Federal awards, the city has implemented internal controls over such compliance, generally in the form of
administrative oversight and/or independent review and approval. To document these control activities, all
independent reviews must be signed/initialed and dated.

Documentation - The city will maintain adequate documentation to support both the compliance with applicable
requirements as well as internal controls over such compliance. This documentation will be provided to the city's
independent auditors and/or pass-through grantor agencies, as requested, during the single audit and program
audits.

Activities Allowed/Un-allowed and Allowable Costs/Cost Principles

Source of Governing Requirements - The requirements for activities allowed or un-allowed are contained in
program legislation, Federal awarding agency regulations, and the terms and conditions of the award. The
requirements for allowable costs/cost principles are contained in the A-102 Common Rule (8 .22), OMB Circular A-
133 (2 CFR section 215.27), program legislation, Federal awarding agency regulations, and the terms and conditions
or the award.

To ensure compliance with these requirements, the city has implemented the following policies and procedures:

1. All grant expenditures will be in compliance with OMB Circular 2 CFR 200, Subpart E, State law, city policy,
and the provisions of the grant award agreement, which will also be considered in determining allowability.
Grant funds will only be used for expenditures that are considered reasonable and necessary for the
administration of the program.

2. Grant expenditures will be approved by department heads/program managers initially through the
purchasing process and again when the bill or invoice is received. This will be evidenced by signature or
initials and date on the invoice or by an approval documented via email. Accounts payable disbursements
will not be processed for payment by the Finance Department until necessary approval has been obtained.

3. Payroll costs will be documented in accordance with OMB Circular A-87 as described in the section of this
policy titled “Payroll and Timekeeping".

4. Anindirect cost rate will only be charged to the grant to the extent that it was specifically approved through
the grant budget/agreement.
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Cash Management

Source of Governing Requirements - The requirements for cash management are contained in the A-102
Common Rule (8 .21), OMB Circular A-133 (2 CFR section 215.22), program legislation, Federal awarding agency
regulations, and the terms and conditions or the award.

To ensure compliance with these requirements, the city has implemented the following policies and procedures:

1. Substantially all the city's grants are awarded on a reimbursement basis. As such, program costs will be
expended and disbursed prior to requesting reimbursement from the grantor agency.

2. Cash draws will be initiated by the Engineer who will determine the appropriate draw amount.
Documentation of how this amount was determined will be retained and signed/dated.

3. The physical draw of cash will be processed through SWIFT (Minnesota’s State-wide Integrated Financial
Tools payment system) or through the means prescribed in the grant agreement.

4, Supporting documentation from SWIFT or a copy of the cash draw paperwork will be filed along with the
approved paperwork described above and retained for audit purposes.

Eligibility
Source of Governing Requirements - The requirements for eligibility are contained in program legislation, Federal
awarding agency regulations, and the terms and conditions of the award.

1. Federal grants will only benefit those individuals and/or groups of participants that are deemed to be
eligible.

Equipment and Real Property Management

Source of Governing Requirements - The requirements for equipment are contained in the A-102 Common Rule
(8.32), OMB Circular A-133 (2 CFR section 215.34), (34 CRF section 74.34), program legislation, Federal awarding
agency regulations, and the terms and conditions of the award.

The following policies and procedures will also be applied, to the extent that they do not conflict with or contradict
any existing Council policies:

1. All equipment will be used in the program for which it was acquired or, when appropriate and allowable,
other Federal programs.

2. When required, purchases of equipment will be pre-approved by the grantor or pass-through agency. The
Finance Director, or designee will be responsible for ensuring that equipment purchases have been
previously approved, if required, and will retain evidence of this approval.

City of Victoria « Financial Operations 12/14/2020
Federal Awards Administration Policy Page 13



3. Equipment records will be maintained, and an appropriate system shall be used to safeguard equipment, as
described in the city's separate Capital Asset policy. Equipment should be assigned to a program and
physical location on the inventory. If such equipment is moved, it will be noted and adjusted in the city's
capital assets records.

4. When equipment is no longer needed for a Federal program, it may be retained or sold with the Federal
agency having a right to a proportionate amount of the current fair market value. Proper sales procedures
shall be used that provide for competition to the extent practicable and result in the highest possible return.

Procedures for Disposition of Equipment:

a. The city will keep, sell, or otherwise dispose of the equipment with no further obligation unless disposal
requirements are specifically detailed in the grant.

b. Arecord of the date, reason, and method of disposal or sale will be maintained with the equipment
inventory.

Equipment purchased will be identified and kept in a capital asset listing. An equipment listing shall be maintained
that includes the following:

Asset number and description of the equipment

Location of the equipment

Depreciation method & years of expected life

Acquisition date

Cost of the equipment

Equipment classification (land, building, equipment, etc.)

Make, Model, & Serial number or other identification number
Vendor and invoice number to purchase equipment
Disposition data including date and sale price of the equipment

0 0N oA W=

A physical inventory of the property will be conducted periodically, and the results will be reconciled with the capital
asset listing. A control system will be developed to ensure adequate safeguards to prevent loss, damage, or theft of
the property. Any loss, damage, or theft will be investigated.

Maintenance procedures are in place to keep the equipment in good condition.

Matching, Level of Effort, Earmarking

Source of Governing Requirements - The requirements for matching are contained in the A-102 Common Rule
(8.24), OMB Circular A-133 (2 CFR section 215.23), program legislation, Federal awarding agency regulations, and the
terms and conditions of the award. The requirements for level of effort and earmarking are contained in program
legislation, Federal awarding agency regulations, and the terms and conditions of the award.

The city defines “matching”, “level of effort”, and “earmarking” consistent with the definitions of the OMB UGG -
Uniform Grant Guidance Compliance Supplement:
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Matching or cost sharing includes requirements to provide contributions (usually non-Federal) or a specified
amount or percentage of match Federal awards. Matching may be in the form of allowable costs incurred or in-kind
contributions (including third-party in-kind contributions).

Level of effort includes requirements for (a) a specified level of service to be provided from period to period, (b) a
specified level of expenditures from non-Federal or Federal sources for specified activities to be maintained from
period to period, and (c) Federal funds to supplement and not supplant non- Federal funding of services.

Earmarking includes requirements that specify the minimum and/or maximum amount of percentage of the
program’s funding that must/may be used for specified activities, including funds provided to sub-recipients.
Earmarking may also be specified in relation to the types of participants covered.

To ensure compliance with these requirements, the city has implemented the following policies and

procedures:

1. Compliance with matching, level of effort, and earmarking requirements will be the responsibility of the
Finance Director.

2. Adequate documentation will be maintained to support compliance with matching, level of effort, and
earmarking requirements. Such information will be made available to city administration, auditors, and
passthrough or grantor agencies, as requested.

3. Maintenance of effort for grants through the State Minnesota will be determined at the State level.

Period of Performance

Source of Governing Requirements - The requirements for period of performance of Federal funds are contained
in the A-102 Common Rule (8§ .23), OMB Circular A-133 (2 CFR sections 215.28 and 215.71), program legislation,
Federal awarding agency regulations, and the terms and conditions of the award.

To ensure compliance with these requirements, the city has implemented the following policies and

procedures:

1. Costs will be charged to an award only if the obligation was incurred during the funding period (unless
preapproved by the Federal awarding agency or pass-through grantor agency).

2. All obligations will be liquidated not later than 90 days after the end of the funding period (or as specified by
program legislation).

3. Compliance with period of performance requirements will initially be assigned to the individual approving
the allowability of the expense/payment. This will be subject to review and approval by the Finance
Department as part of the payment processing.
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Procurement, Suspension and Debarment

Source of Governing Requirements - The requirements for procurement are contained in the A-102 Common
Rule (8.36); OMB Circular A-133 (2 CFR sections 215.40 through 215.48), program legislation, Federal awarding
agency regulations, and the terms and conditions of the award. The requirements for suspension and debarment
are contained OMB guidance in 2 CFR part 180, which implements Executive Orders 12549 and 12689, Debarment
and Suspension; Federal agency regulations in 2 CFR implementing the OMB guidance; the A-102 Common Rule
(8.36); OMB Circular A-133 (2 CFR section 215.13); program legislation; Federal awarding agency regulations; and the
terms and conditions of the award.

To ensure compliance with these requirements, the city has implemented the following policies and
procedures:

1. Purchasing and procurement related to Federal grants will be subject to the general policies and procedures
of the city (described in the section of this policy titled “Purchasing and Procurement”).

2. Contract files will document the significant history of the procurement, including the rationale for the
method of procurement, selection of the contract type, contractor selection or rejection, and the basis of
contract price.

3. The Finance Director will be responsible for determining whether the city is entering into a transaction that
may be subject to suspension or debarment procedures and executing appropriate oversight and control
activities at that time.

Program Income

Source of Governing Requirements - The requirements for program income are found in the A-102 Common Rule
(8.21 (payment) and 8.25 (program income)); OMB Circular A-133 (2 CFR section 215.2 (program income definition), 2
CFR section 215.22 (payment), and 2 CFR section 215.24 (program income)), program legislation, Federal awarding
agency regulations, and the terms and conditions of the award.

To ensure compliance with these requirements, the city has implemented the following policies and
procedures:

1. Program income will include (but will not be limited to): income from fees for services performed, the use or
rental of real or personal property acquired with grant funds, the sale of commodities or items fabricated
under a grant agreement, and payments of principal and interest on loans made with grant funds. It will not
include interest on grant funds unless otherwise provided in the Federal awarding agency regulations or
terms and conditions of the award.

2. The city will allow program income to be used in one of three methods:
a. Deducted from outlays

b. Added to the project budget
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C.

Used to meet matching requirements

In the absence of specific guidance in the Federal awarding agency regulations or the terms and conditions
of the award, program income shall be deducted from program outlays.

3. Program income, when applicable, will be accounted for as a revenue source in the same project code as
the Federal grant.

Sub-recipient Monitoring

The city will ensure that every subaward is clearly identified to the subrecipient as a subaward and includes the
following information at the time of the subaward and, if any of these data elements change, include the changes in
subsequent subaward modification. Required information includes:

1. Federal Award ldentification.

a. Subrecipient name (which must match the name associated with its unique entity identifier);

b. Subrecipient's unique entity identifier;

c. Federal Award Identification Number (FAIN);

d. Federal Award Date (see 8200.39 Federal award date) to the recipient by the Federal agency;

e. Subaward Period of Performance Start and End Date;

f.  Amount of Federal Funds Obligated by this action by the pass-through entity to the subrecipient;

g. Total Amount of Federal Funds Obligated to the subrecipient by the pass-through entity including
the current obligation;

h. Total Amount of the Federal Award committed to the subrecipient by the pass-through entity;

i. Federal award project description, as required to be responsive to the Federal Funding
Accountability and Transparency Act (FFATA);

j. Name of Federal awarding agency, pass-through entity, and contact information for awarding official
of the Pass-through entity;

k. CFDA Number and Name; the pass-through entity must identify the dollar amount made available
under each Federal award and the CFDA number at time of disbursement;

I. Identification of whether the award is R&D; and

m. Indirect cost rate for the Federal award (including if the de minimis rate is charged per §200.414
Indirect (F&A) costs).
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Special Tests and Provisions
To ensure compliance with these requirements, the city has implemented the following policies and

procedures:

The Finance Director will be assigned the responsibility for identifying financial-related compliance
requirements for special tests and provisions, determining approved methods for compliance, and retaining

any necessary documentation. Program-related compliance requirements will be the responsibility of the
department administering the grant.

SCOPE |
This policy applies to all city funds.

AUTHORITY

Administrative implementation of this policy.
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Financial Sustainability and Resiliency Policy Questions? Contact the

Policy No: 3.2.007 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 1/9/2023

Original Policy Date: 1/9/2023

Submitted By: Trisha Pollock

The purpose of this policy is to establish strategic financial sustainability and resiliency principles for the City of
Victoria, which may be used when developing the annual budget, long-term financial plans, and when making
critical financial, economic development and community development decisions.

POLICY

Financial sustainability is defined as the process that establishes a long-term vision, builds trust and cooperation
through planning and transparency, sets rules, is fair, and establishes outcomes to monitor Victoria's progress in
achieving the principles. It considers the risks, obligations, and opportunities of Council’s critical decisions on the
community, including the people, the environment and financial position of the City.

Financial resiliency is defined as the ability to maintain ongoing financial health when facing serious external
challenges, including but not limited to economic adjustments, natural disasters, and important policy changes by
other levels of government.

Financial sustainability is achieved when service and infrastructure levels and standards are delivered according to
a Council adopted Long-Term Financial Plan without the need to significantly increase user rates or taxes or
significantly reduce services or to issue debt in excess of the City's Debt Policy.

Long-term financial sustainability is important if the Council is to deliver the services and programs expected by
the community. Itis also important that community assets are maintained so that an unfunded liability does not
build up and become a burden for future taxpayers and/or ratepayers.

Responsible long-term financial sustainability ensures:

e Consistent delivery of essential community services and the efficient development of
infrastructure

e Public resources and costs distributed fairly between current and future ratepayers and taxpayers,
achieved with stability and predictability by having a balanced budget and maintaining a reasonable
operating surplus

e Funding for the maintenance, replacement, and upgrade of assets

e The City maintains a healthy financial position and a strong level of credit quality in compliance with the
Debt Policy

e Continued or enhanced stability and certainty of financial outcomes

e Sufficient reserves are available to address emergency situations (i.e. natural disasters, etc.)
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PROCEDURES |

The Council will ensure the following plans are fully developed, articulating support of the concepts of financial
sustainability and resiliency as overall goals (individually and in coordination with the other plans); and reviewed
annually:

e Comprehensive Plan (2040)
e Infrastructure Plans:
o Transportation Plan
o Water Plan
o Sanitary Sewer Plan
o Water and Natural Resources Management Plan
o Parks, Trails and Open Space Plan
e Economic Development Strategic Plan
e Asset Management Plan
e Long-term Financial Plan

Council will annually review and affirm the following financial sustainability principles to be included in the annual
budget and Capital Improvement Plan: ensuring strategic financial sustainability, resiliency, and long-term financial
viability for the City of Victoria.

Policy Exceptions and Amendments

In the event that the Policy principles cannot be achieved within the parameters provided, the City Council will
discuss and take action to call out the exception or deviation and approve a plan to cure the deviation within one
year.

If the exception or deviation is going to take longer than one year to cure, the City Council will consider following the
City's protocol for modifying this policy.

Balanced Budget

Council is required by Minnesota State Statute 412.711 to adopt a balanced budget. The City's policy is to budget an
underlying operating surplus each year to maintain the General Fund Balance Ratio, as of December 31, 30% of the
next year's expenditures.

This percentage is calculated as: Unrestricted Fund Balance / Next Year's Expenditures

The City will adopt and comply with additional fund balance ratios or financial management targets consistent with
best practices established by the Government Finance Officers Association (GFOA) and / or the State of Minnesota
Office of the State Auditor (OSA).

Debt Limitations and Goals
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It is appropriate for the City to invest in new infrastructure assets that are paid for by both current and future tax
and rate payers. The level of borrowings should be consistent with the City's Debt Policy.

e The City will research and consider types of debt issuance that result in lower interest costs, offer maximum
financial flexibility, and/or help achieve other goals.

e For selected asset classifications, the City will evaluate adopting a “Pay-As-You-Go” Strategy such that
resources are set aside for the asset replacement at the appropriate future time.

Funded Asset and Service Provision Costs

The full cost of providing services to the community will be included in the Annual Budget and Long-Term Financial
Plan. The City will budget for the appropriate maintenance, replacement and upgrade of existing assets, as well as
additional assets due to community growth or increased service levels and types of services.

e Existing assets will be maintained to a level that ensures their economic life is maximized. The City will utilize
subject matter experts to establish overall condition indices (OCI), maintenance protocol, etc. The City will
continue to maintain and/or replace needed assets (utilities, streets, trails, parks, vehicles, equipment, etc.)
to ensure they can continue to provide benefit to the community.

e The City supports funding to maintain compliance with established OCI, maintenance protocols, etc.

e The City will utilize appropriate software resources to track the ongoing costs associated with maintaining its
assets.

e Existing infrastructure will be maintained to a reasonable and serviceable level as a priority over building or
acquiring additional infrastructure. Building or acquiring additional infrastructure will require Council to
increase maintenance responsibilities, which may be funded by either additional rate/fee increases or
reduced service levels.

e The City supports factoring in additional resources (personnel, vehicles/equipment, technology, etc.) when
projecting long-term growth of the community.

e The City supports funding one hundred percent (100%) of depreciation of Pay-As-You-Go Strategy achieved
by the following formula per the asset classification chart:

Asset Replacement Cost / Useful Life of Asset

Asset Classification Threshold

Vehicles & Equipment Useful life <13 years; or Cost <$500,000

Building Major Repair ) -
i Replace major building components
and Maintenance

Street Infrastructure City's share of mill and overlay
Water Infrastructure Infrastructure Replacement
City of Victoria « Financial Operations 1/9/2023
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Sewer Infrastructure Infrastructure Replacement

Review of Assets

Existing assets will be reviewed to ensure their use is consistent with meeting the goals of the Strategic Plan,
Comprehensive Plan and specific Infrastructure Plans.

When acquiring new assets, the following factors will be considered as part of a cost / benefit analysis to determine
the net benefit or cost of new assets:

e City's current operating surplus/deficit position

e Any additional depreciation and maintenance cost

e Any relevant interest cost and the impact on the fund's net position

e The requirement to increase rates to fund acquisition and ongoing costs

e The age, life expectancy, suitability and service potential of any asset to be replaced

e Discounted cash flow analysis, where appropriate

e Inclusion as part of a long-term plan (i.e. Capital Improvement Plan, Equipment Plan, Facility Plan,
Technology Plan, etc.)

City assets will be reviewed on a regular basis and those assets identified as surplus assets or those requiring
excessive maintenance costs (which exceed their benefit) may be sold to raise funds for more desirable community
assets. Asset sales proceeds will not be used to fund operations or the ongoing normal/customary maintenance of
existing assets. Proceeds can be held in reserve until an appropriate use is identified.

Appropriate uses for asset sales proceeds include:

e Purchases of other capital assets or refurbishments
e Development of new capital assets
e Upgrade or expansion of existing capital assets

Environmental Sustainability

Consistent with the principles outlined in the Metropolitan Council 2040 Plan and the City's Comprehensive Plan,
the City will include the conservation of natural resources and protection of the environment as items for analysis
when making financial, economic development and community development decisions. Components that may be
included in the environmental sustainability analysis include:

e Maintain water quality consistent with or more stringent than Department of Natural Resources (DNR)
standards.
e Analysis of integrating energy conservation options when acquiring new assets or upgrading existing assets.
Over time, work toward achieving a carbon neutral position.
e When available on a cost-efficient basis, utilize:
o Environmentally friendly products
o Energy efficient products and
o Energy conservation technology
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o Investigate the option to purchase of renewable energy (solar, wind, etc.) to supplement or replace
current energy sources
e Include exogenous costs in fiscal analysis or cost-benefit report prepared for future operations or Capital
Project acquisitions.

Funding

The City will work to implement funding operations and reserves that will efficiently enhance sustainability and
resiliency to ensure the long-term financial viability of the City.

The City supports establishing and maintaining Capital Project Funds for the purpose of committing funds to
acquire, replace, refurbish, and maintain its capital assets (i.e. vehicles, equipment, buildings, parks, infrastructure,
technology, etc.).

For both operations and Capital Project Funds the City will strive to meet the goals of sustainability and resilience by
including in the cost/benefit funding analysis, where practicable, estimates for exogenous costs, such as
environmental remediation, accommodation of future unknown but reasonably anticipated costs due to changing
future weather conditions, state or federal regulatory mandates or other factors outside City control.

The City will charge development fees to fund new infrastructure that is needed due to growth of the community
(i.e. water towers, wells, water mains, sewer mains, etc.).

The City will strive to provide stable funding sources through property taxes and other appropriate sources to fund
the acquisition, replacement, refurbishment and maintenance of its capital assets, recognizing that the
expenditures will fluctuate from year to year. The City will minimize its reliance on one-time funds or operating
surpluses to be used for recurring expenditures, including capital assets.

The City supports a philosophy that current and future users should pay for the depreciation of City assets;
therefore, current taxation levels and fees and fund balance reserves should reflect the funds being collected to
replace, refurbish and maintain its capital assets.

User Rate/Fee Adjustments

City's Annual Budget will include a level of revenue that reflects the cost to continue providing existing services at
the defined level of service and to fund the costs included in the Asset Management Plan and investment in new
capital assets as included in the Long-Term Financial Plan.

If the Council is planning to provide new or additional services, then the cost of these may require an additional rate
increase. A cost / benefit analysis should be conducted for any new or additional services, to ensure the service is
provided in a cost-effective manner.

Rate adjustments (Development Fees, Miscellaneous Fees, Utility Rates) will be reviewed annually in conjunction
with updates to long-term plans (i.e. Capital Improvement Plan, etc.), review of current costs to provide services, etc.

The City will strive to act proactively and incrementally with rate adjustments to provide stability and predictability
for residents and businesses.
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This policy applies to the City of Victoria and those involved in planning and implementing its community vision
plan.

AUTHORITY

Administrative implementation after Council approval.
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COMPREHENSIVE POLICY MANUAL

SECTION 4:
PERSONNEL

City of Victoria —— Victoria, Minn.
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Personnel Policies Manual Cover Questions? Contact the

Policy No: 4.1.001 Assistant City Manager
tpollock@ci.victoria.mn.us

Effective Date: 2/24/2020

Original Policy Date: 2/24/2020

Submitted By: Trisha Pollock

PURPOSE

The purpose of this policy is to provide guidance and procedures for personnel policies for employees of the City of
Victoria.

POLICY

See manual on following pages.

SCOPE

This policy applies to all employees of the City of Victoria unless where otherwise noted.

AUTHORITY

Administrative implementation of this policy.
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Introduction

Purpose

These policies establish a consistent and equitable system of personnel administration. They state
expectations and legal compliance, and they mitigate risk and create accountability for employees. These
policies are guidelines. They do not establish terms of employment, and they do not create a contract
between the city and employees. Violations of any of these policies may result in disciplinary action.
These policies do not include all employment situations that may arise.

Scope

These policies apply to all employees and voluntary on-call firefighters, unless specifically exempted.
They do not apply to elected officials unless specifically stated. If there is a conflict between these policies
and federal, state, or local law, the laws supersede these policies. Departments may adopt additional
policies specific to their operations.

At-Will Employment

We recognize that jobs do not always work out as hoped, and either you or the city may decide to
terminate the employment relationship at any time. Employment at the city is “at-will,” meaning that the
employment relationship may be ended at any time, with or without cause and with or without notice.
These policies do not establish terms of employment, nor do they create a contract between the city and
employees.

Under Minnesota law, qualified veterans may be removed from employment only for incompetence,
misconduct or abolition of their position.

Data Practices Advisory

The Minnesota Government Data Practices Act controls how government data are collected, created,
received, stored, used, and released. The information we collect and maintain during the hiring process is
“personnel data.” Personnel data are private data unless the statute specifically states the data is public.
Employees have the right to know what personnel data is retained, where it is kept and how it is used.

The human resources manager or their designee collects and maintains data about the employment
relationship, employee benefits and health information collected to support medical leave, disability
benefits and worker's compensation claims. Employee benefits and health-related information is stored in
files separate from general employment records. Personnel data may be shared with designated city staff
for a specific purpose, such as payroll, on a need-to-know basis.

o
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Health Insurance Portability and Accountability Act

The city is a covered entity under the Health Insurance Portability and Accountability Act and maintains
health care and personal health information in compliance with this law. Breaches of privacy and
confidentiality of these records are serious. Employee records governed by this policy are maintained for
a period of no less than six years and are destroyed when the maximum retention period is satisfied.

Personnel Record

The Minnesota Personnel Record Review and Access Act provides rights and remedies to employees
regarding their personnel files. Current and former employees may review their personnel record when
requested in writing. Current employees may review their record every six months, and former employees
may review theirs annually for as long as the city maintains the record. The city must comply with a
written request for record review within seven working days from the date of the request.

Current employees may review their record in the human resource manager’s office, and the city will
provide a copy of it at the employee’s written request. The human resources manager will provide a copy
of a former employee’s record to them at their written request. There is no fee for this copy.

If you dispute specific information contained in your record, you and the city may agree to remove or
revise the disputed information. If no agreement is reached, you may submit a written statement not
exceeding five pages specifically identifying the disputed information and explaining your position. This
statement becomes part of your personnel record. The city may not retaliate against an employee for
asserting rights or remedies provided in this law.
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Workplace Environment

4.2.001 Americans with Disability Act

We are committed to the fair and equal employment of people with disabilities per the Americans with
Disabilities Act and other laws. Reasonable accommodation is a key piece of this non-discrimination
policy. Reasonable accommodations are provided to qualified individuals with disabilities when they are
directly related to performing the essential functions of a job, competing for a job or enjoying equal
benefits and privileges of city employment. Reasonable accommodations are provided unless they
impose an undue hardship to the city or a threat to the health, safety or well-being of themselves or
others.

It is the applicant or employee’s responsibility to notify the city that they have a disability and seek
reasonable accommodations.

4.2.002 Equal Employment Opportunity

We are committed to equal opportunity in all areas of employment, such as recruitment, hiring,
compensation, training, transfer, lay-off, disciplinary action and termination. We do not discriminate
against employees or job applicants on the basis of age, ancestry, color, creed, disability, gender or
gender identification or expression, marital status, membership on a local human rights commission,
national origin, public assistance status, race, religion, sexual orientation, veteran status or other rights
that are protected under law.

Anyone who believes their equal opportunity rights are violated may file a complaint with the human
resources manager. Specify the basis of your belief and all facts surrounding the alleged discriminatory
action. If the complaint is against the human resources manager, file it with the city manager. All
discrimination complaints are fully investigated, and the complainant may receive notice of the conclusion
of the investigation.

You may submit a discrimination complaint to the Minnesota Department of Human Rights or the Equal
Opportunity Commission at any time.

4.2.003 Code of Ethics

4.2.003.1 Conflict of Interest and Gifts

City employees are prohibited from participating in situations in which they have or appear to have a
conflict of interest between private interests and city responsibilities. If you believe you may have a
conflict, ask your supervisor.

Here are some examples of potential conflicts of interest.

o Employee may personally benefit from city purchase of goods or services.
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o Employee uses information or personal contact obtained through their official position for
personal gain.

o Employee accepts gifts or other items of value from people wanting to do business with the city.
Employee refers city business to a family member or other person with whom they have a
personal, business, or financial relationship, without the written pre-approval of the city manager.

o Employee’s outside employment interferes with city operations.

4.2.003.2 Employment of Family Members

Employment and advancement are based on qualifications and merit. The city does not discriminate in
favor of or in opposition to employing family members. For purposes of this policy, family members
include spouse; domestic partner; parent or stepparent; child or stepchild; grandparent or grandchild; in-
law; aunt, uncle, niece, or nephew; and first cousin.

Due to perceived or actual conflicts, however, the following limits apply.

o Employees cannot work directly for or supervise their family member.
o Employees cannot participate in disciplinary actions or audit the work of their family

The city may reassign or terminate one or more members of the same family if actual or potential
workplace problems arise. This policy does not apply to marital status, as protected under the Minnesota
Human Rights Act, except where the city determines that application of the policy is a bona fide
occupational qualification.

4.2.003.3 Political Activity

City employees have the right to express their views and be involved in the political process. Employees
are prohibited, however, from performing any political activity during their hours of employment or on city
property, including city vehicles.

4.2.003.4 Soliciting Sale and Donations

Soliciting signatures, sales and donations for non-work-related causes or organizations is prohibited
during work hours, on city property and through work email because it may interfere with city operations,
be detrimental to efficiency, bothersome to employees or create pressure to participate. The city manager
may allow certain fundraising activities sponsored by the city, such as sponsorships and donations for
parks and recreation programs.

4.2.004 Professional Appearance

Employees are expected to represent the city in a professional manner, including appearance. Clothing,
jewelry, or other items that may be a safety hazard are prohibited. Clothing with words or symbols
expressing personal views or containing offensive language is prohibited.
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Appearance standards may vary among departments and positions due to the work performed. Some
positions may require a uniform or other standard attire; the city may or may not issue uniforms or provide
an allowance to purchase standard attire. Supervisors are responsible for discussing this policy with
employees at onboarding and additionally as needed.

Employees may want to wear attire specific to their religious beliefs. The city will work with employees to
determine how such attire may be accommodated without jeopardizing workplace safety or creating an
undue hardship for the city.

4.2.005 Respectful Workplace

4.2.005.1 Definitions and Guidelines

The city is committed to work environment where all employees are treated with respect. Employees are
entitled to a productive work environment, which does not include verbal or physical conduct that
harasses or disrupts them, interferes with their work performance, or creates an intimidating, offensive or
hostile environment. We are all responsible for maintaining a respectful work environment, which respects
everyone’s dignity and rights. No harassment is tolerated.

The city has a strong commitment to customer service; however, this does not include harassing behavior
from customers. In such situations, employees may ask any supervisor to intervene, or they may defuse
the situation themselves, including ending contact with the customer.

If you are concerned about potential physical violence, contact a supervisor immediately. If you believe
violence may be imminent, call 911, leave the area immediately, and notify a supervisor about the
incident as soon as possible.

These are examples of disrespectful behaviors. Some of these behaviors may also be unlawful.

¢ Violence, including physical force, harassment, or intimidation.

e Discrimination, including inappropriate remarks about or conduct related to a person's age, color,
creed, disability, ethnicity, marital status, national origin, public assistance status, race, religion,

¢ Offensive behavior, including rudeness, angry outbursts, inappropriate humor, obscenities, name.

It is not possible to anticipate every example of offensive behavior. Employees are encouraged to discuss
with co-workers and supervisor what may be received as offensive, considering the sensibilities of
employees and the possibility of public reaction. If you are unsure whether a particular behavior is
appropriate, ask your supervisor, the human resources manager or the city manager.

Supervisors have a heightened responsibility to foster a workplace free of all harassment, including
sexual harassment. Sexual harassment includes a wide range of unwanted and unwelcome sexually-
directed behavior. This includes sexual advances, requests for sexual favors and other verbal or physical
conduct of a sexual nature when:

e Submitting to the conduct is made either explicitly or implicitly a term or condition of an
individual's employment.

N
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e Submitting to or rejecting the conduct is used as the basis for an employment decision affecting
an individual's employment.

e Such conduct has the purpose or result of unreasonably interfering with an individual's work
performance or creating an intimidating, hostile, or offensive work environment.

4.2.005.2 Sexual Harassment
The following actions are some examples of sexual harassment.

¢ Unwanted physical contact or conduct of any kind, including sexual flirtations, touching, advances
or propositions.

o Verbal harassment of a sexual nature, such as lewd comments, sexual jokes or references and
offensive personal references.

e Demeaning, insulting, intimidating or sexually suggestive comments about an individual.

o Displaying demeaning, insulting, intimidating, or sexually suggestive objects, pictures, or
photographs in the workplace.

e Demeaning, insulting, intimidating, or sexually suggestive written, recorded or electronically
transmitted messages.

4.2.005.3 Resolution and Reporting
If you believe that disrespectful behavior or sexual harassment is occurring, take one or more of these
actions.

o Politely and firmly tell the perpetrator to stop the behavior because you feel intimidated, offended
or uncomfortable. If practical, have a witness for this discussion.

e If you are uncomfortable with or fear adverse consequences from confronting the perpetrator or if
the matter is not resolved by direct contact, tell your supervisor, the human resources manager or
the city manager. This person must document the issues and give you a status report on the
matter.

o |If the behavior is violent, take immediate steps to protect yourself and report it as soon as
possible to your supervisor, human resources manager, city manager or Carver County Sheriff’s
Office.

¢ Any employee who observes sexual harassment or discriminatory behavior, or receives reliable
information about such conduct, must report it to a supervisor, the human resources manager or
the city manager as soon as possible.

e If you believe inadequate action is being taken to resolve your complaint or concern within 30
days, report the incident to the city manager or the city attorney.

Reports of disrespectful workplace behavior are taken seriously. In the case of sexual harassment or
discriminatory behavior, supervisors must immediately report the allegations, even if requested otherwise
by the victim, to the human resources manager and city manager, who will determine whether an
investigation is warranted.
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In situations other than sexual harassment and discriminatory behavior, supervisors will use the following
guidelines when an allegation is reported.

If the allegations and wishes of the victim warrant a simple intervention, the supervisor may
choose to handle the matter informally. The supervisor may conduct a coaching session with the
offender, explaining the impact of their actions, and requiring that the conduct not reoccur.

If you believe a formal investigation is warranted, notify the human resources manager. The
alleged perpetrator will be interviewed and may have someone of their own choosing present
during the interview. The investigator will obtain the following description of the incident, including
date, time, and place.

o Corroborating evidence
o List of withesses
o lIdentification of the offender
The alleged violator will have the opportunity to answer questions and respond to the allegations.

After investigation and consultation with the appropriate personnel, a decision will be made
regarding disciplinary action, including no finding for disciplinary action.

The alleged violator and complainant will be advised of the findings and conclusions as soon as
possible.

Employees may submit suspected violations in person or anonymously; reports are kept confidential to
the extent possible. We will promptly investigate complaints and take corrective action as warranted.

Contact the human resources or city manager immediately if you believe you are the target of retaliation
for submitting a complaint. An employee who retaliates against a whistleblower is subject to disciplinary
action. An employee who makes an allegation in bad faith is also subject to disciplinary action.

4.2.005.4 Special Reporting Requirements

When the supervisor is alleged to be engaging in disrespectful workplace behavior, the city
manager is responsible for investigation and discipline.

When the city manager is alleged to be engaging in disrespectful workplace behavior, the human
resources manager will notify the city attorney who will confer with the mayor and council
regarding appropriate investigation and action.

When a council member is alleged to be engaging in disrespectful workplace behavior involving
city personnel, the city manager will notify the city attorney who will do the investigation and
report the findings to the city council, which will take the action it deems appropriate.

Pending completion of an investigation, the city manager will take appropriate action to protect
the alleged victim, other employees, or citizens.
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4.2.005.5 Confidentiality

A person reporting or witnessing a violation of this policy cannot be guaranteed anonymity. The person's
name and statements may have to be provided to the alleged offender. Complaints and investigative
materials are contained in a file separate from the personnel record. If disciplinary action does result from
the investigation, the results of the disciplinary action will then become a part of the personnel record.

4.2.005.6 Retaliation

It is prohibited to retaliate against a complainant. Examples of retaliation include any form of intimidation,
reprisal, or harassment.

4.2.006 Whistleblower

The city is committed to high standards of ethical, moral and legal practices in all aspects of employment
and services. Minnesota whistleblower law makes it illegal for an employer to discharge, discipline,
threaten, or discriminate against or penalize an employee regarding the employee’s compensation, terms,
conditions, location or privileges of employment because the employee:

e Or a person acting on behalf of an employee, in good faith, reports a violation, suspected
violation or planned violation of any federal or state law, or common law.

e |s requested by a public body or office to participate in an investigation, hearing or inquiry.

o Refuses an employer’s order to perform an action that the employee has an objective basis in
fact to believe violates any state or federal law or rule or regulation adopted pursuant to law, and
the employee informs the employer that the order is being refused for that reason.

e In good faith, reports a situation in which the quality of health care services provided by a health
care facility, organization or health care provider violates a standard established by federal or
state law or a professionally recognized national clinical or ethical standard and potentially places
the public at risk of harm.

¢ Communicates the findings of a scientific or technical study that the employee, in good faith,
believes to be truthful and accurate, including reports to a governmental body or law enforcement
official.

Employees may submit suspected violations in person or anonymously; reports are kept confidential to
the extent possible. We will promptly investigate complaints and take corrective action as warranted.

Contact the human resources or city manager immediately if you believe you are the target of retaliation
for submitting a complaint. An employee who retaliates against a whistleblower is subject to disciplinary
action. An employee who makes an allegation in bad faith is also subject to disciplinary action.
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Workplace Safety

4.3.001 Workplace Accident Injury Reduction Program

The city is committed to a safe and healthy workplace and promotes a cooperative environment in which
employer and employees work together to address workplace safety and health issues. A workplace
accident injury reduction (AWAIR) program is designed to reduce unsafe acts that lead to on- the-job
injuries. The city does the following to support this program.

e Assigns accountability for implementing safety and health related policies, programs, procedures,
goals and objectives.

e Ensures that employees observe all safety and health related policies and procedures.

o Establishes and communicates policies, programs, procedures and practices necessary to
protect employee safety and health, as well as the public.

¢ |dentifies and communicates safety and health related goals and objectives. Provides human and
material resources necessary to implement and manage safety and health related policies,
programs, procedures, goals and objectives.

e Provides visible and financial support.

Employees are expected to keep work areas free from safety hazards and report unsafe conditions to
their supervisor. Employees must observe safety rules and practices. Personal protective gear, such as
safety boots or glasses, is provided to employees per applicable laws and best practices to maintain a
safe workplace. Supervisors are authorized to send an employee home immediately when their behavior
violates safety policies or creates a potential health or safety issue.

If a work-related illness or accident occurs, report it immediately to your supervisor, regardless of its
severity. If it's an emergency, call 911 immediately for medical attention. If the employee or the supervisor
believes that medical attention is prudent, go to the nearest available medical facility for treatment. Injured
employees may be eligible for worker's compensation payment.

The AWAIR program provides incentives to employees to actively acknowledge and approach their job in
a safe manner. Rewards are provided for every 90 days without a time loss accident, at intervals of 180
270, and 365 days. Rewards may include items such as lunch, vacation hours or other non-monetary or
monetary items; the rewards are determined by the city manager and may change from time to time. After
the 365-day accident-free interval ends, the incentive schedule restarts. If there is a time-loss accident,
the incentive schedule restarts the day after the accident.

The AWAIR program is monitored by the safety committee and the city manager. This program is subject
to budgetary constraints and may be suspended at any time.

4.3.002 Adverse Weather Conditions

The city provides appropriate levels of services to the community during adverse weather conditions.
Employee safety is paramount. The city manager may close certain city operations or facilities and
excuse employees from work, and department directors may cancel programs in adverse weather. When
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facilities are closed or programs cancelled, employees may use paid or unpaid time off. When facilities
remain open, employees may leave work with approval from their supervisor.

4.3.003 Drug and Alcohol-Free Workplace

A drug and alcohol-free workplace is essential to a safe and productive work environment. The city
conducts random and incident-related drug and alcohol testing for safety-sensitive positions. The
Minnesota Drug and Alcohol Testing in the Workplace Act establishes the requirements for testing
employees. See the appendix for our drug and alcohol testing policy and procedures. Following are
requirements that support a drug and alcohol-free workplace.

e Employees must perform assigned duties free from the effects of alcohol and drugs.

e Employees are prohibited from unlawfully manufacturing, distributing, possessing or using a
controlled substance on city property or while conducting city business.

e Employees must report any conviction under a criminal drug statute for violations while
conducting city business within five days after the conviction.

Employees are prohibited from working while using prescription drugs that may negatively affect safety,
work performance or vehicle or equipment operation. Employees are responsible for getting written
information from their health care provider regarding potential effects of medication and report this to their
supervisor if potential effects include job performance or safety issues.

Employees are prohibited from using alcohol during working hours, except at city-sponsored special
events when alcoholic beverages are served. The city provides a confidential employee assistance plan
for all benefits-eligible employees and firefighters: we encourage employees to use this resource as
needed. See policy 4.8.002 Employee Assistance Plan for more information. This policy is
nondiscriminatory in intent and application. Under Minnesota law, however, disability does not include
conditions resulting from alcohol or other drug abuse which prevent an employee from preforming the
essential functions of their job or that present a direct threat to property or the safety of people.

4.3.004 Drug and Alcohol Testing

In January 2020, the U.S. Department of Transportation significantly revised its drug and alcohol testing
requirements for safety-sensitive positions involving operations of a commercial motor vehicle, and it
imposed new reporting requirements. The League of Minnesota Cities created a model policy that
complies with both federal and state regulations. The city adopted this model policy, which is found in the
appendix.

4.3.005 Safe Driving

Employees who are required to drive while conducting city business must drive safely and legally and
maintain a good driving record. If you lose your driver's license or have restrictions on your license due to
driving behavior, you must notify your supervisor immediately.
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Minnesota’s “hands-free” law prohibits drivers from having a phone in their hand while driving. “Onetouch

functions” are allowed if the phone is accessed without holding it, typing or scrolling. As new vehicles are

added to the city’s fleet, they are equipped with hands-free connections; older vehicles are equipped with

phone holders. Employees may choose to purchase ear buds at their own expense for their own use. The
safest course of action is to safely pull to the side of the road if you need to make or receive a call.

Exception 3 in the hands-free law excludes emergency vehicles while operating under their official duty.

4.3.006 Tobacco-Free Workplace

Employees are prohibited from using tobacco and e-cigarette products on city property and vehicles or
while performing city business.
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Employment Cycle

4.4.001 Hiring

Our commitment is to recruit and hire individuals presenting the best match of education and experience
to successfully perform the job, consistent with all applicable laws. The city manager is the only employee
with hiring authority, although they may delegate hiring activities to the human resources manager, other
employees or a consultant.

Employment applicants must complete the city employment application in addition to other application
materials required for specific positions. The applicant evaluation process will, at a minimum, include
evaluating application materials. It may also include competitive written or oral examinations, training and
experience ratings, physical abilities assessments and other valid candidate evaluation tools. All
evaluation tools must be approved by the city manager or their designee.

Minnesota law requires cities to grant additional points to qualified veterans, as defined in the law, to
assist them into the interview stage of hiring.

Some positions may require background check, professional references check, drug and alcohol test or
pre-employment physical exam prior to hire. The city may review a candidate’s LinkedIn social media
account, if the candidate’s privacy settings allow, but will not access other social media accounts.

4.4.002 Performance Evaluation

Supervisors are expected to provide regular, ongoing, informal feedback about performance expectations
and job performance to their employees. They are also expected to have open lines of communication for
employee questions and feedback. The city has a formal performance evaluation process, which
augments, but does not replace, regular communications between supervisor and employee.

Performance feedback is especially critical in the first year of employment, transfer or promotion to a new
position. During this time, in addition to regular job performance communications, supervisors will conduct
a formal performance review with the employee (excluding seasonal, temporary and part-time benefits
ineligible staff) at their six-month employment anniversary. Following that, performance appraisals are
done annually during the employee’s hiring anniversary month.

There is no formal probationary or orientation period for new, transferred or promoted employees
because the employment at the city is “at-will” as described in the Introduction. However, the city wants
employees to be successful in their job, and regular feedback from their supervisor supports success.

4.4.003 Personal Conduct

Employees represent the City of Victoria and are expected to serve city residents helpfully, efficiently and
courteously. We are expected to perform our jobs to the best of our ability and ask for assistance or
clarification when needed.
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All illegal behaviors are prohibited on city property and while performing city business. Following are
some examples of conduct that may not be illegal but are prohibited by city policy.
¢ Disclosing confidential information or using confidential information for personal gain.

o Failing to observe safety regulations or report unsafe working conditions. Making a false
statement on a city document.

¢ Soliciting a loan or accepting money from a customer or resident. Speaking on behalf of the city
without prior approval.

e Using city property or equipment for unauthorized non-city business.
e  Willfully misrepresenting city policies, positions, or regulations.

Employees may be disciplined for violating any city policy or failing to meet job performance standards.
This policy is not a contract and serves only as a guide for employment discipline; employment at the city
is at-will.

Discipline will be administered in a non-discriminatory manner. The city may or may not do a formal
investigation into the employee’s conduct, depending upon the type of misconduct and its severity. The
following actions are known as “progressive discipline” and may be used; however, the level and order of
discipline will be at the discretion of the city, based upon the severity and frequency of the violation.

1. Verbal reprimand and warning

2. Written reprimand

3. Suspension without pay

4. Demotion

5. Termination

Suspension without pay or demotion requires department manager’s authorization. Termination requires
city manager’s authorization. Minnesota law provides additional protection to qualified veterans.

4.4.004 Separation — Involuntary

The city manager is the only employee with the authority to terminate an employee’s employment. The
city does not routinely provide severance pay or other severance benefits; however, the city manager
may determine that it is in the best interests of the city to provide some compensation or other benefit to
the terminated employee.

4.4.005 Separation — Voluntary

Employees must provide a written resignation notice, including the effective date of resignation, to their
supervisor at least ten working days before retiring or resigning their employment to be eligible for rehire.
The city reserves the right to place the resigning employee on paid administrative leave until the effective
date of their resignation.
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Hours of Work

4.5.001 Attendance

Regular attendance at work is essential for maintaining city operations and is an essential job function of
all positions within the City. For purposes of this policy, the workweek for the City of Victoria employees is
Sunday-Saturday. Employees are expected to work their assigned work schedules unless time off has
been approved in advance by your supervisor. Based on job duties, some employees may be asked to
work outside of their regular work schedules (e.g., snow plowing, water main break, city council meetings,
special events). Failure to properly notify your supervisor is an unauthorized absence, and subject to
corrective action up to and including dismissal.

4.5.002 Employee Classification

There are two job status classifications that apply to all employees: (1) the number of hours in their
regular workweek and (2) eligibility for overtime compensation. The first classification is set by the city,
and the second is set by the federal government under the Fair Labor Standards Act (FLSA).

4.5.002.1 Employee Classifications

Full Time 40 hours or more per week. Eligible for all benefits.

Part-Time Benefits Eligible 30-39 hours per week. Eligible for all benefits; paid time off is
accrued at prorated rates based on regular workweek.

Part-Time Benefit Ineligible 29 hours or fewer per week. Not eligible for benefits, except
those required by law.

Seasonal 180 days or fewer in a calendar year. Number of hours worked
per week may vary depending on operational needs. Not eligible
for benefits, except those required by law.

Temporary Time-limited employment. Number of hours worked per week
may vary depending on operational needs. Not eligible for
benefits, except those required by law.

Paid On-Call Firefighters Paid hourly for training, calls and officer status. Not eligible for
benefits, except those required by law and others as may be
specifically provided by the city.
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4.5.002.2 Employee Classifications per the Fair Labor Standards Act

The Fair Labor Standards Act (FLSA) is a federal law that establishes job classifications based on wage
level, duties performed, and education required. These job classifications, and by extension the
employees in the job, are classified as either nonexempt or exempt from overtime compensation.

Nonexempt employees must be paid overtime, at one and one-half times their regular hourly wage, for
hours worked in excess of 40 in a single workweek. The City offers up to 60 hours of compensatory
(comp) time off annually for nonexempt employees (See Policy 4.6.002 Overtime Pay and Compensatory
Time Off.)

Nonexempt staff must record and be paid for all time worked, both in and outside the office. (The Fair
Labor Standards Act defines what time is compensable when traveling on city business.) Nonexempt
employees must record all hours worked on their electronic time sheet. For hours worked outside of your
regular workday, the employee must record the start and end time of actual time worked and include a
brief description of the work performed in the notes section of the electronic timecard.

Nonexempt staff must not check or respond to business phone calls or email during non-working hours,
unless they are on-call or have a specific arrangement with their supervisor to do so. Likewise,
supervisors must not make calls or send emails to nonexempt staff during non-working hours unless the
staff will be paid for that time. Failure to comply with these requirements may subject employees to
discipline.

Exempt employees are not eligible for overtime compensation or compensatory time off. Exempt
employees are expected to spend the time necessary to perform their job. The City Manager may award
an exempt employee additional paid time off in recognition of exceptional efforts.

4.5.003 Flexible Work Schedule

A flexible work schedule is an employee benefit, which supports employees’ desire to balance their work
obligations with personal activities. Having a flexible work schedule is an employee benefit, not a right.
Some positions allow greater work schedule flexibility than others due to the nature of the work.

Flexible work schedules must meet city service needs. In addition, there is a significant legal constraint--
Fair Labor Standards Act--on types of flexible schedules for different job classifications.

The following are the principles of flexible work schedules.

o Flexible work schedules can be a mutually beneficial business strategy.
o Flexible work schedules can be a resource to improve employee productivity and morale.

e The operational and business needs of the city are the priority. Flexible work schedules must
align with the department’s goals, including productivity, cost effectiveness and service to internal
and external customers.

e The job tasks must fit in the flexible schedule.
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Flexible work schedules cannot include overtime compensation.

Flexible work schedules must be transparent and equitable. “Equitable” is not the same as
“equal;” some jobs may not be suitable for a flexible work schedule.

Flexible arrangements must be documented, regularly evaluated, and may be terminated at any
time.

Eligible employees may be allowed to work a flexible schedule with the approval of their supervisor.
Department directors are responsible for determining if flexible work schedules meet the business and
customer service requirements of their department and specific positions.

Employees must satisfy all the following criteria to be eligible for flextime.

Be a full-time employee.

Be employed by the city for at least six months.

Have a satisfactory attendance record.

Meet job performance expectations.

Demonstrate the ability to complete tasks and assignments by deadlines.
A flexible work schedule is defined as follows.

Nonexempt employees:

v" 40-hour workweek in 8-hour days with flexibility to establish consistent daily start and end
times

v" 40-hour workweek in days of 0-10 hours with flexibility to establish consistent daily start
and end times

Exempt employees: Working Monday-Friday with flexibility to establish consistent daily start and
end times and the option of working from home, sufficient to fulfill the responsibilities of their
position; exempt employees may need to work additional hours to complete assigned work.

All full-time employees have the option, with the approval of their supervisor, to combine their two
15-minutes breaks to create a paid meal break of 30 minutes as part of a flexible work schedule.

Following is the process for obtaining a flexible work schedule.

1.

2
3.
4

Employee completes flexible work schedule request form.
Supervisor approves or denies request.
City manager authorizes approved requests.

Flexible work schedules are resubmitted for evaluation and approval annually.

The City Manager may approve exceptions to this policy.
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4.5.004 Hours of Work

The city’s regular workweek is Sunday-Saturday. Department directors schedule employees’ work hours
to meet operational needs, which may be different among departments, job positions and seasons.

4.5.005 Meals and Rest Breaks

Employees are entitled to a 15-minute paid rest break for every four hours worked and a 30-minute
unpaid meal break for every eight hours worked. Rest and meal breaks may be combined with supervisor
approval.

The city will provide reasonable unpaid break time and a suitable location, for employees to express
breast milk for their child. Minnesota law describes a suitable location as a private room, which is not a
bathroom, in close proximity to the work area and free from intrusion (Policy 4.7.002.8.1 Reasonable
Work Time for Nursing Mothers).
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Compensation

Every job classification is assigned a compensation level and wage range. Upon hire, employees are
placed at an appropriate wage level within their job classification. Wage increases are considered at
regular intervals.

There are several laws governing compensation practices in Minnesota: Equal Pay Act of 1963; Equal
Pay for Equal Work Act; and Fair Labor Standards Act. Equal Pay Act of 1963 (federal law) prohibits
employers from paying unequal wages to men and women who perform jobs requiring substantially equal
skill, effort and responsibility, and performed under similar working conditions within the same workplace.
Job duties, not job titles, determine whether two jobs are equal or not.

Equal Pay for Equal Work Act (state law) prohibits employers from discriminating against employees on
the basis of gender by paying wages to employees at a rate less than the rate the employer pays to
employees of the opposite sex for “equal work.” Equal work is defined as that which requires equal skill,
effort, and responsibility and is performed under similar working conditions, except where such payment
is made in accordance with a seniority system, merit system, a system which measures performance on
the basis of production or based on something other than gender.

Minnesota’s Pay Equity requirement aims to eliminate discrimination against women who are paid less
than men for jobs requiring comparable levels of expertise. This goes beyond the familiar idea of "equal
pay for equal work" where men and women with the same jobs must be paid equally. The City of Victoria
is required to file a public pay equity implementation report with the state every three years.

Both the federal and state Fair Labor Standards Acts establish a minimum wage, which may increase
from time to time. The higher of the two minimum wages applies to city employees.

4.6.001 Job Classification

The city has a job classification system, in which positions are regularly evaluated and classified
according to their comparable work value. Positions requiring substantially equivalent knowledge and
skills, supervisory authority and working conditions are placed in the same classification level. Position
descriptions should be reviewed annually in conjunction with performance evaluations and significant
changes brought to the attention of the human resources manager. The city may redesign, restructure and
create new jobs to meet operational needs.

4.6.002 Overtime Pay and Compensatory Time Off

Nonexempt employees must be paid overtime, at one and one-half times their regular hourly wage, for
hours worked in excess of 40 in a single workweek (Sunday through Saturday). Under certain conditions,
employees may choose compensatory time off (“comp time”) instead of overtime compensation up to 60
hours each year; this irrevocable election must be made by filling out a comp time election form annually
before any compensatory time is earned and must be approved by your supervisor and HR Director. Non-
working hours, such as paid time off, paid holidays, paid volunteer time off, call-back pay and pager pay,
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do not count as “hours worked” for the purpose of determining eligibility for overtime compensation or
compensatory time off.

Comp time must be used in the same year in which it was accrued and must be used before an employee
may use PTO. Comp time cannot be accrued during the month of December. Accrued but unused comp
time is paid out with the last pay-period of the calendar year or when the employee leaves city
employment.

Nonexempt employees are prohibited from “volunteering” their services to the city when the volunteer
work is the same type of service the employee performs in their paid position.

Exempt employees are not eligible for overtime compensation or compensatory time off. They are paid on
a salaried basis, receiving a set amount of pay each pay period, and receiving their full weekly salary for
any week in which work is performed. Exempt employees must use paid time off when they conduct
personal business for four hours or more in a single day.

The following are the limited conditions under which exempt employees may receive less than their full
weekly salary. The employee is in a position that earns paid time off, receives a short-term disability
benefit or workers' compensation wage loss benefit and is absent for a full day due to sickness or
disability, but they are either not yet qualified to use the paid leave or they have exhausted all of their paid
leave.

e The employee is absent for a full workweek, and, for a specific reason, the absence is not charged
to paid leave.

e The very first workweek or the very last workweek of employment with the city, in which the
employee does not work a full week; the employee's salary is prorated on time worked.

e The employee is suspended without pay for a full day or more for disciplinary reasons for violations
of any written policy that is applied to all employees.

e The employee takes unpaid leave under the Family and Medical Leave Act.

e Garnishments, court levies, spousal maintenance and other legally required deductions from
salary are taken.

If the city inadvertently makes an improper deduction to an exempt employee’s salary, the city will
reimburse the employee and make changes to ensure future compliance.

4.6.003 Callback Pay

4.6.003.1 Administrative Callback

Nonexempt Administrative staff who respond to calls outside their regular workday receive 0.25 hours of
pay or pay for actual time worked, whichever is more. These hours must be recorded on employee’s
timesheet. They will be paid at the regular hourly wage rate or at the overtime rate, if the employee works
more than 40 hours that week. Non-working hours, such as paid time off, paid holidays, paid volunteer
time off, call-back pay and pager pay, do not count as “hours worked” for the purpose of determining
eligibility for overtime compensation or compensatory time off.
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4.6.003.2 Public Works Callback

Nonexempt public works staff who respond to calls outside of their regular workday will receive 0.25
hours of pay or pay for actual time worked, whichever more. The exception to this would be if you are
carrying the Pager (see section 6.3.3). They will be paid at the regular hourly wage rate or at the
overtime rate, if the employee works more than 40 hours that week. Non-working hours, such as paid time
off, paid holidays, paid volunteer time off, call-back pay and pager pay, do not count as “hours worked” for
the purpose of determining eligibility for overtime compensation or compensatory time off.

4.6.003.3 Public Works Pager Callback

The Public Works Director will assign one employee each day to carry the pager. The assigned employee
may not be using compensatory time off or PTO on the same day that they are carrying the Pager. The
assigned employee will receive one hour of their regular rate of pay for carrying the pager. Callbacks
occur for emergencies and unforeseen events that happen outside of regularly scheduled work hours.
Snow plowing is not defined as an unforeseen event. The actual time worked must be recorded on the
employee’s electronic time sheet with a description of work performed.

Nonexempt public works staff who respond to calls outside of their regular workday and are carrying the
pager will receive:

e On-call pager pay for overtime hours worked as required under the FLSA
e One and one-half times the regular hourly wage rate
e Minimum of two hours wages or for actual time worked in excess of that for each callback

The Public Works Director or Utility Superintendent may call in and authorize additional staff to work
during an emergency, those employees will receive pay for the actual time worked and will receive
overtime pay if they work in excess of 40 hours in that work week.

4.6.004 Training and Career Development

Staff training and development is essential to provide efficient, high-quality services and to support job
succession and retain employees. Training focuses on maintaining or increasing skills required for job-
related certifications or city operations. Development is an investment in employees for job enrichment and
mobility. Training and development funds are budgeted annually.

All expenses related to training, including work time as defined by the Fair Labor Standards Act, are paid
by the city, at rates established in finance policies, except as mutually agreed between city and employee
prior to travel. Common expenses may include registration, meals, transportation, parking and lodging.
Nonexempt employees will be paid for work time; this compensation cannot be waived, nor can staff be
required to use paid time off to attend city-funded training.

The city pays for specific job-related license and certification fees if the license or certification is required
to perform a job now or the city anticipates the need in the future. For jobs requiring driver’s license
endorsements, the city pays the endorsement fee, but not the basic driver’s license fee. Study materials
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and classes to obtain licenses and certifications may be eligible city-funded expenses per this policy with
the approval of the city manager.

Professional associations provide valuable benefits, such as details about new legislation or professional
requirements, technical reference materials and continuing education. Training and development funds
may be used to pay membership dues. Upon separation of employment, city-funded memberships are
transferred to another employee where possible.

The following general criteria is considered in allocating training and development funds.

e Required for employee to maintain required professional license needed for position.

e Provides a direct benefit to the city by keeping the employee abreast of current developments in
their professional field or expanding knowledge to meet operational or business goals.

e Relevant to employee's current job or career development with the city.

e Required or recommended in employee’s performance plan.

4.6.005 Wage Disclosure Protection

Minnesota wage disclosure protection requires the city to provide notice of employee’s rate of pay, payroll
deductions, pay dates and related information and to notify employees of changes in writing. If you have
any questions about your paycheck, contact the human resources manager. Per this law, the city does
not:

e Require nondisclosure by an employee of his or her wages as a condition of employment.

e Require an employee to sign a waiver or other document which purports to deny an employee the
right to disclose the employee's wage.

o Take adverse employment action against an employee for disclosing the employee's own wages
or discussing another employee's wages which have been disclosed voluntarily.

The city does not retaliate against an employee for asserting rights or remedies under this law.
Employees may bring a civil action against an employer for violations of this law.

4.6.006 Compensation Incentive for Water and Sewer License

Background

Full-time public works maintenance workers in the parks, streets and utility departments and the public
works streets and parks lead workers are generally assigned responsibilities in the following areas: water
and sewer; streets and storm water; and parks and downtown. All staff, however, rotate on-call
responsibilities so everyone must have a general level of knowledge in all functional areas of public
works.

Specific sewer and water licensure is required to operate the city’s sewer and water systems. While not
everyone needs a license(s), it is in the city’s best interests to have multiple employees with these
licenses.

W
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Earning Licenses

The city provides training opportunities for staff to gain the education and experience required to

test for sewer and water licenses as operations scheduling and budget allows. The city pays for license
testing as operations scheduling and budget allows.

Incentive Plan
Public works maintenance workers and public works lead positions are eligible for this incentive plan.

A. Licensure incentive pay is earned as follows.

License Annual Incentive
Pay

Class SD (Sewer) $350

Class SC (Sewer) $600

Class D (Water) $350

Class C (Water) $600

Class B (Water) $1,000

Class B (Sewer) $1,000

B. Employees must work for the city for 12 months following licensure and be on the on-call rotation
to be eligible for incentive pay. Incentive pay is paid in a lump sum on the last paycheck of each
year. Incentive pay is not prorated upon separation from employment; it is paid only to qualifying
employees employed by the city on the last payroll date of the year.

C. Employees may receive incentive pay for both sewer and water licensure but only for the highest
level of license earned in each utility operation. For example, an employee with class SD sewer
and class C water licenses receives incentive pay of $950 annually.

D. As the city grows, the utility maintenance worker classification may become more specialized. At
that time, this licensure incentive plan may phase out as the city may require a specific license for
a specific job upon hire.

4.6.007 Recognition of Employees

The City of Victoria encourages the recognition of employees who achieve longevity milestones in their
careers with the City. This program provides recognition for length of service in five (5) year increments to
the City of Victoria. This program is open to all full-time employees. Recognition awards may be
presented on an annual basis during the All-Employee Staff Meeting for employees who have reached
their service milestone the prior year. Recipients may receive a certificate and an item of recognition
based on funding available.
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Leaves

4.7.001 Holidays

Benefits-eligible employees receive straight-time pay for the following holidays, as long as they are on
paid status on their last workday prior to the holiday and first workday after the holiday. Part-time benefits-
eligible employees receive prorated holiday pay based on the number of hours normally scheduled.

e New Year’s Day e Labor Day

e Martin Luther King, Jr. Day e Veteran’s Day

e President’s Day e Thanksgiving Day

e Memorial Day o Friday after Thanksgiving Day
e Juneteenth e Christmas Eve Day

e Independence Day e Christmas Day

Holidays begin at 12:01 am on the observed holiday and continue for 24 hours. When a holiday falls on
Sunday, the following Monday is the "observed" holiday. When a holiday falls on Saturday, the preceding
Friday is the "observed" holiday. When Christmas Day falls on a Saturday, Christmas Eve Day and
Christmas Day holidays are observed on the preceding Thursday and Friday. When Christmas Eve Day
falls on a Sunday, Christmas Eve Day and Christmas Day holidays are observed on the following Monday
and Tuesday.

Employees required to work on a holiday, whether it is the observed holiday or the actual holiday, are
paid at their straight time rate for the eight hours of holiday time plus compensation for hours actually
worked on the holiday. The holiday hours worked are paid at the overtime rate only if the employee works
over 40 hours in that week.

Staff required to work on Thanksgiving Day, December 24 or December 25 are paid double-time for those
hours regardless of the hours actually worked that week. All staff are compensated at their straight time
rate for the eight hours of holiday time for the “observed” holiday.

Employees wanting to observe holidays other than those above may use paid time off or request unpaid
leave.

4.7.002 Leaves Mandated by Federal or State Law

4.7.002.1 Bone Marrow and Organ Donation

Employees working an average of 20 or more hours per week may take paid leave of up to 40 hours for
medical procedures to donate bone marrow or organs. This leave is in addition to accrued paid time off. A
physician's verification of the purpose and length of the leave requested is required.
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4.7.002.2 Court Appearances

Employees testifying in court on city-related business are paid their regular wage. Compensation received
for court appearances, such as subpoena fees, minus mileage reimbursement, must be turned over to the
city.

Employees subpoenaed or requested by the prosecutor to give testimony in a matter unrelated to city
business is entitled to reasonable time off to do this. Also, victims of violent crime and victim’s spouse or
immediate family members are granted reasonable time off to attend criminal proceedings related to the
case. In both situations, employees must use paid time off or unpaid time off if they lack accrued paid
time off.

4.7.002.3 Elections and Voting

Employees are allowed paid time off to vote on election day in a city, state or federal general election, an
election to fill a vacancy in the office of United States senator or representative, a special election or a
presidential primary. Employees must communicate this with their supervisor to avoid staff coverage
issues.

You are allowed time off to serve as an election judge if you provide your supervisor at least 20 days
written notice. If you serve in another jurisdiction, you must use paid time off. If you serve as an election
judge for the City of Victoria you receive your regular wage.

4.7.002.4 Family and Medical Leave

This policy covers family and medical leave under the Family and Medical Leave Act (FMLA). FMLA leave
may be paid or unpaid, depending on available paid time off or catastrophic time off accrued. Employees
must first use accrued paid time off compensatory time then use catastrophic time off prior to using
unpaid leave, except that employee may retain up to 24 hours of accrued paid time off. All time off is
counted as part of the 12 weeks allowed under FMLA.

Eligibility requirements are the following.

e The employee must have worked for the city for 12 months (or 52 weeks) prior to leave date.

e This time does not need to be consecutive; however, only service within the last seven years prior
to the most recent hire date is counted.

e The employee must have completed at least 1,250 hours of work time during the 12-month period
prior to leave date.

Eligible employees may take FMLA leave for the following reasons.

e Birth of a child, including prenatal care, or placement of a child with the employee for adoption or
foster care.

e Care of a spouse, child or parent who has a serious health condition.

e Presence of a serious health condition that makes employee unable to perform the essential
functions of their position.
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o Covered military member’s active duty or call to duty or to care for a covered military member (as
detailed in policy 7.2.5 FMLA Military Caregiver and Qualified Exigency Leave).

The following definitions are specific to the FMLA

e “Spouse” does not include domestic partners or common-law spouses.

e “Caring for” a covered family member includes psychological as well as physical care. It also
includes acquiring care and sharing care duties. An eligible “child,” with some exceptions, is
under 18 years of age.

e An eligible “parent” includes a biological parent or a person who stood in the place of a parent or
was charged with parental rights, duties, and responsibilities over the employee when the
employee was under the age of 18.

e “Serious Health Condition” is an illness, injury, impairment, or physical or mental condition that
involves one of the following impairments or health care.

o Absence plus treatment: A period of incapacity of more than three consecutive calendar
days that also involves continuing treatment by or under the supervision of a healthcare
provider.

o Chronic conditions requiring treatments: An incapacity from a chronic condition which
requires periodic visits for treatment by a health care provider, continues over an
extended period of time, and may cause episodic rather than a continuing period of
incapacity.

o Hospital care: Any period of incapacity or treatment connected with inpatient care (i.e., an
overnight stay) in a hospital, hospice, or residential medical care facility.

o Multiple treatments: Any period of absence to receive multiple treatments (including any
period of recovery therefrom) by a health care provider or by a provider of health care
services under orders of, or on referral by, a health care provider.

o Permanent/long-term conditions requiring supervision

o Pregnancy: Any period of incapacity due to pregnancy, prenatal medical care or child
birth.

Taking Leave

Employees are entitled to 12 weeks of leave in a 12-month period. The 12-month period is calculated on
a rolling basis, starting on the first day of leave. FMLA leave for birth or placement of child for adoption
must be taken within 12 months of this event.

FMLA leave may be taken in consecutive days, intermittently as needed or used to reduce the regular
workweek or workday. Intermittent leave may be taken when medically necessary for the employee’s
serious health condition or to care for a seriously ill family member. Intermittent leave must be
documented in the medical certification form as medically necessary. Intermittent leave may be taken to
care for a newborn or newly placed adopted or foster care child only with approval by the department
director.

When an employee takes intermittent leave, they may be temporarily transferred to a different position
with equivalent pay and benefits if this would better accommodate the intermittent work schedule.

NS)
N
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Employees requesting FMLA leave must provide written notice to their supervisor and the human
resources manager. When the need for the leave is foreseeable, the employee must give notice at least
30 days prior to the leave date or as much notice as possible. Failure to provide proper notice may result
in a delay of leave approval.

While on leave, employees may not engage in activities which have the same or similar requirements and
essential functions of an employee’s current position or engage in activity that violates any city policy.

Certification and Documentation Requirements

For leave due to a serious health condition, employees must submit a medical certification form to the
human resources manager within 15 calendar days after the leave request or provide a reasonable
explanation for the delay. Failure to provide proper certification may result in a delay or denial of leave
approval.

For leave due to an employee’s own serious health condition, a fitness for duty certification is required
prior to returning to work. Employees using intermittent leave may be required to recertify as frequently as
every 30 days if there is concern about the employee’s ability to do their job safely. Medical recertification
of an employee’s own serious health condition is required if the leave extends beyond one single leave
year. The city may require recertification if a leave extension is requested or the leave circumstances
change. Recertification may also be required if the validity of the certification is in doubt or the employee
is unable to return to work. The city may request a second, and in certain cases, a third medical opinion.
Failure to provide proper certification may result in a delay or denial of employee’s right to reinstatement
under the FMLA.

Employees on FMLA leave must report periodically to their supervisor about their status and intent to
return to work.

Reinstatement

Employees returning from FMLA leave will be reinstated in the same position or a position equivalent in
pay, benefits and other terms and conditions of employment. An employee on FMLA leave has no greater
right to reinstatement or other benefits and conditions of employment than if the employee had been
continuously employed during the FMLA leave period.

Employees on FMLA leave continue to be covered under the city's group health, dental and life insurance
plan under the same conditions as if they were continuously employed during the leave period.
Employees must continue payment of their portion of group insurance premiums. Changes in the city's
contribution levels apply to employees on FMLA leave. Rights to additional continued benefits depend on
whether leave is paid or unpaid.

All paid time off and disability leave, and worker’s compensation benefits run concurrently with FMLA. No
leave benefits, including parenting leave, can be used to extend FMLA or parental leave beyond 12
weeks.

Failure to Return to Work

Employees who do not return to work within 30 calendar days of the end of their FMLA leave are required
to repay the city’s portion of premiums for group health plan benefits. They may also be required to repay
other amounts paid on their behalf to maintain other benefits.
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Employees may be eligible for continuation of benefits under COBRA. If the employee does not pay their
portion of the insurance premiums during their leave and they do not return to work, group health
coverage may end. Loss of coverage due to failure to pay premiums is not a qualifying event for
continuation coverage under COBRA. For COBRA to apply, the employee must have been covered on
the day before the qualifying event. In this situation, the qualifying event would be at the time the
employee did not return from the leave.

Unpaid Medical Leave of Absence

If an employee is ineligible for FMLA leave or has exhausted available FMLA leave benefits, the city may
consider an employee’s request for an unpaid medical leave of absence. Time granted would be
determined on a cases-by-case basis, depending on staffing and business requirements and anticipated
return to work date. The city does not guarantee return to employment or return to the same position after
an unpaid medical leave of absence.

All the notification and certification requirements of FMLA leave apply to unpaid medical leaves of
absence.

4.7.002.5 Family and Medical Leave — Qualified Exigency and Military Caregiver

Leave
These two leaves are covered under FMLA but only apply to families of covered service members.

Qualified Exigency

Eligible employees (described in 7.2.4 Family and Medical Leave) whose spouse, son, daughter, or
parent is notified of an impending call to or already on covered active military duty may take up to 12
weeks of leave for reasons related to the family member’s call-up or service.

The following are qualifying exigency events.

e Childcare and school activities

e Counseling

e Financial and legal arrangements
e Military events and activities

e Parental care

e Post-deployment activities

e Rest and recuperation

e Short-notice deployment

e Other activities arising from active duty, provided that the city and employee agree on timing and
duration of leave
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Military Caregiver Leave

An employee eligible for FMLA leave who is the spouse, son, daughter, parent or next of kin of a covered
servicemember may take up to 26 weeks in a single 12-month period to care for that servicemember. The
employee is entitled to 26 weeks of leave during a “single 12-month period.” The “single 12-month period”
begins on the first day of the leave and ends 12 months later.

All FMLA leave counts towards this 26-week entitlement. If less than 26 weeks of military caregiver leave
is used during the “single 12-month period,” the remaining leave entitlement to care for the covered
servicemember is forfeited.

The covered servicemember must be a current member of the armed forces who has a serious injury or
illness incurred in the line of duty on active duty for which they are undergoing medical treatment,
recuperation, therapy, on outpatient status or on the temporary disability retired list. For purposes of this
policy, servicemembers on the permanent disability retired list are not “covered servicemembers.”

The following terms are defined in the FMLA.

“Son or daughter of a covered servicemember” is the covered servicemember’s biological,
adopted or foster child, stepchild, legal ward or child for whom the covered servicemember
stood in loco parentis any age.

“Parent of a covered servicemember” is a covered servicemember’s biological, adoptive, step,
foster parent or who stood in loco parentis to the covered servicemember. This does not include
parents “in law.”

“Next of kin of a covered servicemember” is the nearest blood relative, other than the covered
servicemember's spouse, parent, son, or daughter, in the following order unless the covered
servicemember has designated in writing another blood relative as their nearest blood relative
for purposes of military caregiver leave under the FMLA.

e Blood relatives who have been granted legal custody of the servicemember by court
decree or statutory provisions

e Brothers and sisters

e Grandparents

e Aunts and uncles

e First cousins

When no special designation was made, and there are multiple family members with the same level of
relationship to the covered servicemember, all family members are considered the covered
servicemember’s next of kin and may take FMLA leave to provide care to the covered servicemember,
either consecutively or simultaneously. When special designation was made, the designated individual is
the covered servicemember’s only next of kin.
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“Covered active duty” means:

e “Covered active duty” for members of a regular component of the Armed Forces means
duty during deployment of the member with the Armed Forces to a foreign country.

e “Covered active duty” for members of the reserve components of the Armed Forces
(members of the U.S. National Guard and Reserves) means duty during deployment of
the member with the Armed Forces to a foreign country under a call or order to active
duty in a contingency operation as defined in section 101(a)(13)(B) of Title 10 of the
United States Code.

“Covered servicemember” means:

e Armed Forces member (including the National Guard or Reserves) undergoing medical
treatment, recuperation, or therapy or otherwise in outpatient status or on the
temporary disability retired list, for a serious injury or illness.

e Veteran who is undergoing medical treatment, recuperation, or therapy, for a serious
injury or iliness and who was a member of the Armed Forces (including a member of the
National Guard or Reserves) at any time during the period of 5 years preceding the date
on which the veteran undergoes that medical treatment, recuperation, or therapy.

“Serious injury or illness” means:

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

e Inthe case of a veteran who was a member of the Armed Forces (including a member of
the National Guard or Reserves) at any time during a period when the person was a
covered servicemember, means a qualifying (as defined by the Secretary of Labor) injury
orillness incurred by a covered servicemember in the line of duty on active duty that
may render the servicemember medically unfit to perform the duties of his or her office,
grade, rank or rating.

Certification of Qualifying Exigency for Military Family Leave

Certification of the qualifying exigency for military family leave is required within 15 days of the request or
provide a reasonable explanation for the delay. Failure to provide certification may result in a denial of
continuation of leave. Provide the certification using the Department of Labor Certification of Qualifying
Exigency for Military Family Leave form.

Certification for Serious Injury or Illiness of Covered Servicemember for Military Family Leave

The City will require certification for the serious injury or illness of the covered servicemember. The
employee must respond to such a request within 15 days of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of continuation of leave.
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Provide the certification using the Department of Labor Certification for Serious Injury or lliness of
Covered Servicemember form.

All other provisions of the FMLA policy, including use of paid leave, employee status and benefits during
leave, procedure for requesting leave, and benefits during leave and reinstatement, are outlined above in
the FMLA policy.

4.7.002.6 Jury Duty

Employees are entitled to time away from work for jury duty. Notify your supervisor as soon as possible
after receiving your jury duty notice.

Benefits-eligible employees receive their regular pay as long as they reimburse the city for jury
compensation; employees may keep reimbursement for parking and mileage cost. Employees must get a
time and pay form from the court so the city can determine compensation due.

If you are excused from jury duty during your regular working hours, you must report to work as soon as
reasonably possible. Nonexempt (under the Fair Labor Standards Act) employees must use paid time off
for time not worked or not in jury service during their regular work week. Exempt employees are paid their
regular weekly salary during jury service.

4.7.002.7 Military Service

State and federal laws regulate military leave for employees who are called to military service, both in the
reserves and full-time service. Employees are entitled to a leave of absence without loss of pay, seniority
status, efficiency rating or benefits when engaged in training activities or other service authorized or
ordered by the proper authority, not exceeding 15 days per calendar year. The city compensates
employees for the first 15 days of leave in the amount of the difference between their regular
compensation and military service compensation.

Employees must notify the city at least 10 working days in advance of requested leave when possible.
Employees are eligible for continuation of insurance coverage under the same terms as an unpaid leave
of absence.

The unpaid leave of absence is valid only if the employee returns to city employment upon being relieved
from service, is prevented from returning by physical or mental disability, another cause not the fault of
the employee or is required to continue in military service beyond the 15-day paid leave of absence.
Employees on extended unpaid military leave receive 15 days paid leave of absence per calendar year,
to @ maximum of five years.

Employees returning from military service must notify the city of their intent to return to work. They must
submit a written application for reinstatement within 90 days following termination of military service.
Employees returning from military service are reemployed in the job that they would have attained had
they not been absent for military service and with the same seniority, status and pay, as well as other
rights and benefits determined by seniority. Unpaid military leave is considered hours worked for the
purpose of paid leave accrual; state law prohibits limiting the accrual of leave time.
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The city does not compensate employees on active duty in the armed forces unless required by law. In
this case, the city contributes to the cost of group medical, dental and life insurance at the same
contribution level for service less than 31 days or 12 weeks as provided by the Family and Medical Leave
Act. Continuation options under COBRA are available for longer leave periods. All changes to the city’s
contribution level or premium rates apply to employees on leave, too.

4.7.002.8 Pregnancy and Parenting

Employees who have worked for the city for at least an average of 20 hours per week for 12 months prior
to the start of pregnancy and parenting leave may take 12 weeks unpaid leave. Biological and adoptive
parents may take this leave in conjunction with the birth or adoption of a child; female employees may
use it for prenatal care or incapacity due to pregnancy, childbirth or related health conditions. Parental
leave must begin within 12 months after birth or adoption or within 12 months of child leaving the hospital,
whichever is later.

Employees must provide written notice to their supervisor at least 14 days in advance of taking the leave,
or a reasonable time based on the circumstances, and an estimated return to work date. Employees must
use catastrophic account leave, compensatory time off and paid time off, in that order, prior to unpaid
leave, although employees may retain up to 24 hours of accrued leave. Paid time off is not accrued nor
are salary increases given during unpaid leave. Employees using a combination of paid and unpaid leave
accrue prorated paid time off.

This leave runs concurrently with family and medical leave.

4.7.002.9 Safety Leaves

Employees may use paid time off for themselves or relatives who are providing or receiving assistance
because they or a relative is a victim of sexual assault, domestic abuse or stalking. The city cannot
penalize an employee for requesting or taking this time off. In this policy, “relative” includes only
employee's adult child, spouse, sibling, parent, mother-in-law, father-in-law, grandchild, grandparent and
stepparent.

4.7.002.10 School Conferences

Employees who work at least 20 hours a week may take up to 16 hours of unpaid leave during a 12-
month period to attend their child’s school conferences or classroom activities if the event cannot be
scheduled during non-work hours. Employees must provide reasonable prior notice of the leave and
make a reasonable effort to schedule it to avoid disruption of city operations. Employees may choose to
use accrued paid time off for this absence.

4.7.002.11 Reasonable Work Time for Nursing Mothers

As part of our family-friendly work environment, the City of Victoria supports breastfeeding mothers by
accommodating the mother who wishes to express breast milk during her workday when separated from
her newborn child. Any employee who is breastfeeding her child will be provided reasonable break times
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to express breast milk for her baby. Employees who wish to express milk during the work period shall
keep supervisors informed of their needs so that appropriate accommodations can be made to satisfy the
needs of both the employee and the city.

The City has designated the “wellness room” located at City Hall (1670 Stieger Lake Lane) for this
purpose. A small refrigerator reserved for the specific storage of breast milk is available. Any breast milk
stored in the refrigerator must be labeled with the name of the employee and the date of expressing the
breast milk. Any nonconforming products stored in the refrigerator may be disposed of. Employees
storing milk in the refrigerator assume all responsibility for the safety of the milk and the risk of harm for
any reason, including improper storage, refrigeration, and tampering. Breastfeeding employees are
responsible for keeping milk expression areas clean, using antimicrobial wipes to clean City provided
breastfeeding equipment (such as, hospital-grade pump, surface, and refrigerator). Employees are also
responsible for keeping the general room clean for the next user.

Nursing mothers wishing to use this room must request/reserve the room by reserving through the online
calendar system. Users may reserve/request up to 120 minutes in the room. Additional rules for use of
the room and refrigerator storage are posted in the room. Employees who work in other City locations
facilities are welcome to reserve and use the “wellness room” at City Hall, or can make a request with the
Human Resources Department to identify a private area in another City facility.

4.7.002.12 Reasonable Accommodations to an Employee for Health Conditions

Relating to Pregnancy

The city will attempt to provide a female employee who requests reasonable accommodation with the
following for her health conditions related to her pregnancy or childbirth without advice of a licensed
health care provider or certified doula:

e More frequent restroom, food, and water breaks;
e Seating; and/or
e Limits on lifting over 20 pounds.

Additionally, an employer must provide reasonable accommodations to an employee for health conditions
related to pregnancy or childbirth upon request, with the advice of a licensed health care provider or
certified doula, unless the employer demonstrates that the accommodation would impose an undue
hardship on the operation of the employer's business. In accordance with state law, no employee is
required to take a leave of absence for a pregnancy nor accept a pregnancy accommodation.

4.7.002.13 Earned Sick and Safe Leave (ESSL)

“Earned Sick and Safe Leave” is paid time off earned at one hour of Earned Sick and Safe for every 30
hours worked by an employee, up to a maximum of 48 hours of sick and safe leave per year. The hourly
rate of Earned Sick and Safe Leave is the same hourly rate an employee earns from employment with the
city. This specific leave applies to all employees (including temporary and part-time employees)
performing work for at least 80 hours in a calendar year for the city.
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The leave may be used as it is accrued in the increments of 0.25 hours. Leave may be used in the same
manner as paid-time off.

Advance Notice for use of Earned Sick and Safe Leave

Employees must provide notice of the need for Earned Sick and Safe time in writing as soon as
practicable. The city will not require an employee to disclose details related to domestic abuse, sexual
assault, or stalking or the details of the employee’s or the employee’s family member’s medical condition.
In accordance with state law, the city will not require an employee using Earned Sick and Safe leave to
find a replacement worker to cover the hours the employee will be absent.

Carry Over of Earned Sick and Safe Leave

Employees are eligible for carry over accrued but unused Earned Sick and Safe time into the following
year, but the total of Earned Sick and Safe Leave carry over hours shall not exceed 80 hours.

Retaliation prohibited

The city shall not discharge, discipline, penalize, interfere with, or otherwise retaliate or discriminate
against an employee for asserting Earned Sick and Safe Leave rights, requesting an Earned Sick and
Safe Leave absence, or pursuing remedies. Further, use of Earned Sick and Safe Leave will not be
factored into any attendance point system the city may use. Additionally, it is unlawful to report or
threaten to report a person or a family member’s immigration status for exercising a right under Earned
Sick and Safe Leave.

Benefits and return to work protections

During an employee’s use of Earned Sick and Safe Leave, benefits eligible employees will continue to
receive the city’s employer insurance contribution as if they were working, and the employee will be
responsible for any share of their insurance premiums.

An employee returning from time off using accrued Earned Sick and Safe Leave is entitled to return to

their city employment at the same rate of pay received when their leave began, plus any automatic pay
adjustments that may have occurred during the employee’s time off. Seniority during Earned Sick and

Safe Leave absences will continue to accrue as if the employee has been continually employed.

When there is a separation from employment with the city and the employee is rehired again within 180
days of separation, previously accrued Earned Sick and Safe Leave that had not been used will be
reinstated. An employee is entitled to use and accrue Earned Sick and Safe Leave at the commencement
of reemployment.

An employee will not be paid out accrued balances of Earned Sick and Safe Leave upon separation of
employment.

An employee will only accrue Earned Sick and Safe Leave for hours worked and will not accrue time
while on short- or long-term disability.
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4.7.003 Other Leaves

4.7.003.1 Funeral

Funeral leave of up to three consecutive paid working days is granted upon the death of an immediate
family member. Immediate family includes spouse, domestic partner, parents, children, siblings,
grandparents, grandchildren and the immediate family of an employee's spouse. One half-day funeral
leave may be granted for the funeral of a close friend or distant relative. Paid funeral leave is in addition
to paid time off employees have accrued; paid time off may be used to extend a funeral leave.

4.7.003.2 Without Pay

This policy is independent of leave without pay that may be applicable under the Family and Medical
Leave Act, pregnancy leave, military leaves or other leaves, paid or unpaid, as required by federal, state
or local laws. Nothing in this policy limits employees’ rights under applicable laws.

The city may grant an unpaid leave of absence, as approved by the city manager, for up to 90 days. All
paid leave time must be used prior to receiving an unpaid leave of absence. If an employee does not
return to work at the end of the leave, this is considered a voluntary resignation. Employees are not
guaranteed return to their original position or another city position. Employees do not accrue paid time off.
Employees may continue group insurance under the COBRA policy. The city may cancel an unpaid leave
of absence at any time for any reason upon written notice to the employee.

4.7.003.3 Without Pay — Fire Department Members

A leave of absence for personal reasons will be granted for a period of up to six months. Additional leave
of up to six months may be given upon the approval of the fire chief. In no case shall any personal leave
exceed 12 consecutive months. Any member unable to return after the leave shall be terminated. While
on leave, a member may be requested to surrender all fire department property and keys to a chief officer
or designee for the duration of their leave. No fire department functions shall be attended during the leave
except social functions. All requests for leave must be submitted in writing with a specific starting date. No
leave of absence is granted to a member on probation.

4.7.004 Paid Time Off

Employees can use accrued paid time off (PTO) for any reason in minimum of 30-minute increments.
Planned time off requires prior approval from their supervisor. Departments may establish time off
scheduling procedures to meet operational needs. Employees must report unanticipated absences, such
as illness, to their supervisor as soon as possible.

o Employees accrue PTO as follows. Employees must be in paid status; however, PTO is not
accrued while employees are receiving short- or long-term disability benefits.

o Benefits-eligible part-time employees accrue PTO time on a prorated basis.

e Benefits-ineligible part-time, seasonal, and temporary employees do not accrue PTO.
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e Years of service includes all continuous employment time, including authorized unpaid leave.
Rehired employees do not receive credit for prior service.

¢ Full-time employees will accrue combined PTO and ESSL per the following accrual chart:

ACCRUAL RATES

Years of Service Hours per pay- Days per year
period

0-5 Years 5.846 19

After 5t Anniversary 7.385 24

After 10" Anniversary 8.308 27

After 15" Anniversary & Department Directors 9.231 30

After 12" Anniversary Applied to employees 10.416 34

covered under union contract dated 12/31/2005

& City Manager

Employees may use or receive payment for PTO balance as follows.

e PTO accrues to a maximum of 320 hours. Once this limit is reached, PTO stops accruing. There
is no limit on the number of hours that may be carried over into the next calendar year.

e PTO balance is paid out to employee upon separation from service. ESSL balance is not paid out
upon separation from service. Employees hired on or before January 1, 2018 have a catastrophic
leave account (CAT). The catastrophic account is not replenishable or renewable. Once the
account balance is used, the account is closed.

e Employees hired before August 25, 2014 receive 45% of their CAT balance upon their fifteenth
employment anniversary; the remaining balance has no cash value. If employment is terminated
prior to 15 years of service, they do not receive any compensation for their CAT

e Employees hired after August 25, 2014 do not receive any compensation for their CAT

Employees who have an iliness covered under FMLA which requires an absence of more than 24 hours
must apply for FMLA leave or other benefits, including catastrophic leave that may apply. Employees
must first use a minimum of 24 hours of paid time off per condition; thereafter employees have the option
of using catastrophic leave hours instead of paid time off hours.

Leave in this account may be used for a worker's compensation covered injury or to supplement short or
long-term disability benefits.

PTO or catastrophic account time can be used to supplement income received from a worker’s
compensation claim or disability claim, up to 100% of income. Employees who have an illness requiring
an absence of more than ten working days, must contact their immediate supervisor and the human
resources manager to apply for family and medical leave or other benefits or conditions that may apply.
Employees must first use 24 hours of PTO per condition for a paid FMLA leave; employees may use their
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CAT bank instead of PTO for additional hours. The city may require a “fit for duty” release prior to
returning to work.

4.7.005 Paid Time Off — Donations

Employees or immediate family member may have a medical emergency requiring more paid time off
than they have in their leave bank. A “medical emergency" is a medical condition (e.g. heart attack,
cancer, etc.) requiring a prolonged absence, including intermittent absences, from work and a significant
loss of income. “Immediate family member” includes only spouse, domestic partner, child, parent, or other
relationship in which the employee is the legal guardian. The maximum amount of donated paid leave
time an employee may receive is 480 hours within a rolling 12-month period.

Employees who want to receive donated paid leave time submit a donation of paid leave time request to
human resources. The employee’s supervisor must approve the request. The employee’s supervisor must
approve the request. The human resources manager will verify that the medical reason for the request
meets the criteria in this policy; the medical information provided remains confidential.

Employees working in a benefits-eligible status for at least one year may donate PTO hours to coworkers.
The minimum leave donation is four hours, and the maximum is the lesser of 24 hours or not more than
50% of combined paid leave current balance. Hours are donated and received on an hour-for-hour basis
regardless of wage differences.

The human resources manager notifies staff of the request for donated paid leave time but does not
disclose the recipient or medical information. Staff wanting to donate paid leave hours submit a donation
form to human resources; only the number of paid leave hours donated is disclosed to the recipients.

Recipients must exhaust their own paid leave hours prior to using the donated hours. Donated hours may
only be used for the qualifying event for which they were approved; unused donated hours are restored to
the donor. Recipients may not liquidate donated leave for a cash payout.

This policy neither limits nor extends available leave time under the FMLA and related policies.

4.7.006 Volunteer Time-Off Program

Purpose
The purpose of our Volunteer Time-Off (VTO) Program is to support activities that enhance and serve
communities in which we live and work. The intention is to participate in giving back and supporting the

community and to allow our employees to share in that effort. At the same time, we recognize that
participating in service activities enriches the lives of our employees.

Policy

Employees may volunteer up to 8 hours (1 workday) per calendar year as a paid time off benefit. For the
benefit to be granted, employees must meet the criteria identified in this policy.
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The City of Victoria offers employees a “paid time off” volunteer program where employees may
participate in volunteer work outside of the employee’s regularly scheduled workday up to 8 hours per
calendar year. For this time to be considered as paid time off under the VTO program the following
criteria must be met:

o Employees must be full-time regular employees to be able to participate in the VTO Program and
use VTO time.

e Employees must be employed by the City of Victoria as a full-time regular employee for a
minimum of 60 days with the City to be eligible to participate in the VTO Program.

e The employee must perform volunteer work for an organization (e.g., non-profit organization,
school, government entity, etc.).

o The organization or activity for which volunteer work is performed cannot be politically
affiliated (e.g., participating in elections campaign activities, participating in a march or
rally or other event or activity that has a political agenda).

o The organization or activity for which volunteer work is performed cannot discriminate
based on creed, race, religion, sexual orientation, or other class protected by the
Minnesota Human Rights Act.

o Attendance or participation in an event where no service is performed is not eligible for
VTO pay (e.g. running in a 5K race organized by or for a charitable organization;
coaching a team or individual sport or extracurricular activity). The employee, however,
may elect to use paid time off (PTO) in accordance with City policy and with supervisor
approval in advance.

e Volunteer work may be performed for one or more organizations.
e The pay rate will be the employee’s current base salary on the day(s) the time is taken.
e VTO time is not counted as time worked for overtime purposes.

e VTO time will not be granted during an employee’s personal time including weekends, holidays,
non-scheduled workdays or before or after regularly scheduled work hours. VTO may only be
granted during an employee’s regularly scheduled work day where the employee would otherwise
be expected to be at work.

e VTO may be taken in two half-day increments or one full day.

e VTO must be approved in advance by your supervisor and City Manager. Every reasonable effort
will be made to accommodate requests; however, approval is contingent upon the following:

o City/department needs including adequate coverage of operations.
o Requested time for VTO does not conflict with other employees’ schedules.

o Requested time for VTO does not interfere with the employee’s work-related
responsibilities.

o Individual employee performance.

e VTO hours cannot be banked (e.g., carried over annually).
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Employees who do not use a portion or all of VTO time in a calendar year will not receive
compensation for unused time.

VTO hours will be refreshed annually at the beginning of each calendar year.

Usage of VTO time does not affect paid time off (PTO) accrual.

The City of Victoria reserves the right to amend or terminate this program at any time without prior notice.
The employee’s supervisor may revoke approval and deem an individual employee ineligible for
participation in the VTO Program if an employee is found to be misusing the program. The employee may
appeal this decision to the City Manager.

Procedure

Employees must complete and submit the Volunteer Enroliment Form to their supervisor at least
one week (5 business days) before the requested time off.

Approval is at the discretion of the employee’s supervisor and City Manager and will be
considered based on the criteria identified in this policy.

To receive VTO time as paid off time, employees must

o Submit proof of volunteer work performed to their supervisor and HR Director prior to the
end of the pay period.

= The following are considered acceptable forms for demonstrating proof of
volunteer work and at least one of these forms must be submitted to demonstrate
proof of volunteer work performed:

e asigned document provided by the organization that indicates the date
and time volunteered and the type of volunteer work performed; or

e acompleted VTO Acknowledgement Formed signed by an authorized
representative of the organization for which the volunteer work was
performed.

o Submit a Volunteer Work Program Report prior to the end of the pay period to the
employee’s supervisor, City Manager and HR Director that provides an overview of the
experience and what was learned/gained from the volunteer activity.

Failure to submit acceptable form of proof of volunteer work performed and a Volunteer Work
Program Report within the timeframe identified in this policy will result in forfeiture of VTO time
and PTO time will be applied. In the event that an employee does not have an adequate PTO
balance to cover the time off, the employee will not receive pay for the time not worked.
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Health and Welfare Benefits

4.8.001 Continuation of Coverage

Federal continuation of coverage (Consolidated Omnibus Budget Reconciliation Act “COBRA”) requires
public sector employers to offer a temporary extension of group health coverage to qualified beneficiaries
for up to 18-36 months, depending on the qualifying event. City employees are also covered under
Minnesota’s continuation of coverage law.

Continuation of coverage includes the following benefits provided by the city.

e Dental, medical and vision insurance
e Employee assistance program

e Health flexible spending account

e Term life insurance

Qualifying events include the following.

e Death of employee

e Dependents who lose coverage because they are no longer a dependent

e Disability of employee

e Divorce or legal separation

e Medicare enrollment, in some situations

e Reduction in work hours

e Retirement

e Voluntary or involuntary termination for reasons other than gross misconduct

Employees receive written notice of their COBRA rights at time of hire, annually and when a qualifying
event occurs. The employee or qualified beneficiary (such as a spouse or child) must notify the human
resources department of a divorce, legal separation or child losing dependent status event.

4.8.002 Employee Assistance Program

All city staff and volunteer firefighters can use our employee assistance program (EAP). It is provided by
Health Partners, but you do not need to be enrolled in Health Partners medical insurance plan to use the
employee assistance program. EAPs are voluntary, work-based programs providing free confidential
assessments, short-term counseling, referrals and follow-up services to employees who would like
assistance with personal or work-related problems.

The EAP can help with emotional wellness, financial, legal, parenting and childcare, relationships, senior
life, work and career and other issues. It is a confidential service. No information is shared with the city or
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your health plan. Information is only released with employee’s permission or when required by law. For
detailed information, see Appendix 4.10.003 Employee Assistant Plan Brochure.

Access the Plan

Call 866-228-2809
TTY 866-228-2809
Text USHEAP with your concerns to 919-324-5523

Log on to HPEAP.com
Password: hpeap

Download the iConnectYou mobile application
Passcode: 111032

4.8.003 Insurance

The city provides a health and welfare benefits package to all benefits-eligible employees. Some benefits
are provided at no cost to employees while other voluntary benefits require employee contributions.
Specific benefits may change from year to year, depending on cost, employee interest, new laws or other
reasons. Information about benefits is provided to employees at onboarding, annual open enroliment,
when changes are made and other times as needed. Benefits information is always accessible in the
city’s shared computer files and from the human resources manager. Benefits information is provided in
summary form while plan documents contain the legal details.

4.8.004 Retirement

The city participates in the Minnesota Public Employees Retirement Association, which provides pension
benefits for eligible employees. Participation in this program is mandatory for most employees; both the
city and employee contribute to your account in amounts determined by state law.
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Stewardship of Public Property and Information

4.9.001 City Property and Equipment

City property and equipment includes indoor and outdoor facilities, vehicles, machines, equipment,
computers, and other city-funded materials used to perform jobs. City property is used for city business.
Sometimes it may be available to the community for a specific purpose at a specific time with or without a
fee. City staff may only use city property for personal use under the same conditions as it is available to
the community. Employees are responsible for the safekeeping and care of city equipment assigned for
their use; equipment may only be used for city business. The city reserves the right to inspect, at any time
without notice, all items, data, documents, files, containers and related information stored in or within city
property.

When city property or equipment is obsolete, damaged or no longer needed, it is disposed of per city
policy. No property of value is given free to anyone.

Employees must return keys, equipment and other city property in their possession when they leave city
employment.

4.9.002 Information Technology

4.9.002.1 Hardware and Software

The city provides all information technology hardware and software required to do one’s job. Hardware
and software may only be used by city employees. The city reserves the right to inspect, at any time
without notice, all data, emails, files, settings and related information stored in city property.

Employees may not download, install or remove software without prior approval of their supervisor and
information technology manager. Staff are notified when required to perform software updates.

Storing personal files, including audio and video files, on city property is prohibited.

4.9.002.2 Records Retention

Electronic data is subject to the city’s records retention schedule. The city clerk is responsible for records
retention policies and procedures; consult them if you have questions. Here are some basic requirements
for electronic data retention.

e Store files on network drives in their assigned folder. Files may be temporarily stored on a laptop
hard drive when an employee is offsite; transfer them to the network as soon as possible. Files
stored on computer hard drives are not backed up.

e Electronic files, including emails and business-related materials created on an employee’s
personal computer, must be transferred to the city’s network as soon as possible.

o Files containing private or confidential data must be stored on the ¢ city’s network only.
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Occasional, limited personal use of city computers, such as email or internet search is allowed. This use
must not interfere with work or violate any city policy. Remember that all city property is subject to
inspection at any time without prior notice.

4.9.002.3 Security

Employees must properly use and care for computer equipment. Equipment must be secured while off
city premises; do not leave it in an unlocked vehicle or unattended when offsite. Do not expose it to
extreme temperature or humidity.

Use strong passwords and protect your password privacy. Do not share passwords or store them in an
area or on a device that can be accessed by other people.

Do not connect personal computer equipment to the city’s network without prior approval of the
information technology manager. This includes pe