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CITY OF COLFAX
ADMINISTRATIVE POLICY
MANUAL

PERSONNEL ADMINISTRATION TRANSPORTATION DRUG AND
ALCOHOL REGULATIONS AND TESTING PROCEDURES POLICY

The Citywide Policy may be more restrictive and should be referred to for policy direction and guidance
when so stated below and in the absence of specific direction not so defined within this Policy.

CITY OF COLFAX DRUG AND ALCOHOL REGULATIONS

PURPOSE

1. To provide for a work environment free of drugs and alcohol among employees performing
safety sensitive driving and driving-related functions and to ensure City compliance with
federal regulations.

2. To meet the requirements of the Omnibus Transportation Employee Testing Act of 1991, including

pre-employment, pre-placement, random post accident, reasonable suspicion, return to work and
follow-up testing.

REFERENCES

1 United States Department of Transportation regulations, 'Procedures for Transportation
Workplace Drug and Alcohol Testing Programs" 49 CFR Part 40.

2. United States Department of Transportation, Federal Highway Administration regulations
'Controlled Substances and Alcohol Use and Testing' 49 CFR Parts 382, et. al.

3. Federal Drug Free Workplace Act of 1988.

4, City of Colfax Drug and Alcohol Policy and Testing Procedure, Effective date: July 1, 1999.

APPLICABILITY

1. The operation of vehicles requiring a Commercial Drivers License is a safety sensitive
function and employees performing this function are covered by this policy and the Federal
Highway Administration (FHWA) regulations.

2. A listing of covered positions are maintained by the Personnel Services Agency, and a copy
will be provided to the affected employees.

NOTE. Employees covered by these regulations are also covered by the CITY OF COLFAX 's
Drug and Alcohol Policy, and its provisions which may be more restrictive than the
Department of Transportation requirements.












NON-COMPLIANCE

(SEE CITY OF COLFAX Drug and Alcohol Abuse Policy for further information and direction)

1.

A covered employee who violates any of the items listed in Section E may:
(a) be relieved of safety sensitive duties or of all duties;

(b) be referred to and submit to an examination by a SAP; and
(c) undergo treatment as indicated by the SAP. Employee accepts full responsibility for

the cost of the SAP counseling; and
(d) Dbe tested in compliance with Section L (Return to Duty Testing).

Refusal to submit to any required test shall be deemed a positive test result. The following actions
shall constitute refusal to submit to a test:

(a) refusal to take a required test;

(b) inability to provide sufficient quantities of breath or urine to be tested without a valid medical
explanation;

(c) tampering or attempting to adulterate the specimen or collection procedure;
(d) not reporting to the collection site in the time allotted; or
(e) leaving the scene of an accident without a valid reason before the tests have been conducted.

A covered employee who engages in any action described in Section O.3 shall be removed from
duty, and is subject to disciplinary action, up to and including termination.

A covered employee who violates any Section of this document may be liable for penalties as
provided in federal statute, and is subject to disciplinary action, up to and including termination.

TRANSPORTATION OF EMPLOYEE

1.

If a covered employee must take a test pursuant to Sections K (Reasonable Suspicion Testing) or
Section N (Post Accident Testing) of this policy for alcohol or drugs, the employee will be
transported to the testing site by a supervisor or designated employee. The supervisor or designated
employee will wait until the test is Completed and then transport the employee back to the job site or
the employee's home, whichever is appropriate.

If a covered employee who takes a test pursuant to Sections I (Pre-Employment Testing), J (Random
Testing), L (Return to Duty Testing), or M (Follow-Up Testing) of this policy and produces a test
result indicating an alcohol concentration, the lab will contact the City immediately and have the
employee stay there until that employee is transported by the City to the employee's home.

NOTE: CITY OF COLFAX Drug and Alcohol Policy contains a 'no tolerance’' level for alcohol, which
is more restrictive than the DOT regulations.



TESTING PROCEDURES

1. All tests conducted pursuant to this policy shall comply with the requirements of applicable
Federal law. Specific testing procedures are maintained by the Personnel Services Agency.

2. In accordance with 49 CFR, 382.505, when an employee is tested pursuant to Sections I (Pre-
Employment Testing), J (Random Testing), K (Reasonable Suspicion Testing), L (Return to
Duty Testing), M (Follow-Up Testing), or N (Post Accident Testing) of this policy and the
alcohol concentration is found to be positive, the employee shall not perform or continue to
perform safety sensitive functions less then 24 hours following the administration of the test.
The CITY OF COLFAX Drug and Alcohol Policy contains a 'no tolerance’ level for alcohol,
which is more restrictive then the DOT regulations.

3. Before performing an alcohol or controlled substance test, the City shall notify the employee
that law requires the alcohol or controlled substance test. No City representative shall require
an employee to have tests done other than identified by these regulations and the CITY OF
COLFAX Drug and Alcohol Policy.

PRE-EMPLOYMENT TESTING

1. An applicant seeking a Position which requires, as a condition of employment, the operation,
driving, or maintenance of a commercial motor vehicle and Possession of a commercial
driver's license shall be drug and alcohol tested. For further information; refer to Article IX,
Section 2 of the CITY OF COLFAX Drug and Alcohol Policy.

2. A current employee applying for, and who does not Currently hold, a position in which the
employee is required as a condition of employment to operate, drive, or maintain a
commercial motor vehicle and possess a commercial driver's license shall be drug and alcohol
tested.

3. A current employee who fails a pre-placement test will be referred to their Department Head
for evaluation pursuant to these regulations and the City's Drug and Alcohol Policy.

4, The City shall obtain information from an applicant's former employer as a result of the
Federal Highway Administration regulations (49, CFR Subtitle B, Chapter I1I, Part 382,
Section 382.415(a) through (g).

RANDOM TESTING

1. The City shall randomly select covered employees for alcohol and controlled substances
testing during each calendar year, in accordance with applicable Federal law. The minimum
annual percentage rate for random alcohol testing shall be twenty five percent (25%) of the
average number of covered employees, until further notification is received from the Federal
Department of Transportation. The minimum annual percentage rate for controlled
substances testing shall be fifty percent (50%) of the average number of covered employees,
until further notification is received from the Federal Department of Transportation.

2. The selection of covered employees for random alcohol and controlled substances testing
shall be made by a scientifically valid method. Under the selection process used, every
covered employee shall have an equal chance of being tested each time selections are made.

3. The City shall ensure that the random tests are unannounced and that the dates for
administering the random tests are spread reasonably throughout the calendar year. Every
covered employee who is notified of selection for random testing shall cease to perform
safety-sensitive functions and shall immediately proceed to the test site.

4, A covered employee shall be subject to random testing at the following times, while the
covered employee is Performing safety-sensitive functions, just before the covered employee
is performing safety-sensitive functions, or just after the covered employee has ceased
performing such functions.



K.

5. Extra-help, temporary, limited-term and provisional employees, if they are also covered
employees, are subject to random testing.

6. In the event, a covered employee who is selected for a random test is on vacation or off-duty, the

City can either select another driver or keep the original selection confidential until the driver
returns.

REASONABLE SUSPICION TESTING

NOTE: Refer to the CITY OF COLFAX Drug and Alcohol Policy for further testing procedures
information.

1. A covered employee shall be tested for alcohol or a controlled substance within two (2) hours
from the observation, and under no circumstances later than eight (8) hours. Supervisors shall
document the observations made, and if the testing is not completed within two (2) hours, such
documentation shall include the cause for the delay. If the test is not administered within eight
(8) hours, attempts to obtain a test shall cease and the reasons for not administering the test shall
be recorded.

2. The observation and determination that a reasonable suspicion exists will be made by trained
supervisors and managers in detecting the symptoms of alcohol misuse and use of controlled
substances as per the regulations. The training shall consist of at least sixty (60) minutes of
training on alcohol misuse and at least an additional sixty (60) minutes of training on controlled
substance use.

3. After a reasonable suspicion assessment for alcohol has been made but no test is given within
the prescribed time periods stated in Section K.1 above, a covered employee shall not return to
work until the employee has a Return to Duty test with negative results for alcohol concentration
or 24 hours have elapsed since the observation.

NOTE: The CITY OF COLFAX Drug and Alcohol Policy contains a ""no tolerance" level for alcohol,
which is more restrictive than the DOT regulations.

RETURN TO DUTY TESTING

L. Before a driver returns to duty requiring the performances of a safety-sensitive function, after
engaging in Prohibited Conduct (Section E), he/she shall undergo a Return-to-Duty alcohol test
with a negative result and/or a controlled substances test with a verified negative result.

NOTE: CITY OF COLFAX Drug and Alcohol Policy contains a "no tolerance’ level for alcohol,
which is more restrictive than the DOT regulations.

FOLLOW-UP TESTING

NOTE: Refer to Section P 'Substance Abuse Professional’ for further information.

1. A covered employee who has been referred to a SAP pursuant to these regulations, shall be
subject to unannounced controlled substance and/or alcohol testing as directed by the SAP.

2. There shall be at least six (6) tests within the first twelve- (I12) months following return to duty.
These tests shall be at no cost to the employee.

3. The period for follow-up testing shall not exceed five (5) years from the date of return to work
4. Follow-up testing is separate from and in addition to any testing required by Sections I (Pre-

Employment Testing), J (Random Testing), K (Reasonable Suspicion Testing), L (Return to
Duty Testing), or N (Post Accident Testing), of this policy.



POST ACCIDENT TESTING

After any accident, as defined in Section D.1 'Accident’, involving a commercial motor vehicle,
the covered employees) driving the vehicle(s) shall be tested for alcohol and controlled
substances.

A covered employee shall remain readily available for testing after an accident until tests are
completed pursuant to Section N-3 or Section N.4.

A covered employee shall be tested for alcohol within two (2) hours following the accident and
under no circumstances later than eight (8) hours. If the testing is not completed within two (2)
hours, the manager/supervisor shall document the cause for the delay. If the testing is not
completed within eight (8) hours, the manager/supervisor shall document the reason the test was
not conducted.

Employees shall be tested for controlled substances within thirty-two (32) hours following an
accident. If the testing is not completed within 32 hours, the manager/supervisor shall document
why the testing was not conducted.

Failure of the covered employee to remain available for testing as set forth in Section N.2
constitutes a refusal.

Nothing herein is intended to delay obtaining medical treatment after the accident, or to prohibit
a covered employee from leaving the scene of the accident for the period necessary to obtain
assistance in responding to the accident, or to obtain medical care.

An accident that does not involve a fatality or citation may result in reasonable suspicion testing
of covered employee(s), as outlined in Section K (Reasonable Suspicion Testing) or in
accordance with the CITY OF COLFAX Drug and Alcohol Policy.

MEDICAL REVIEW OFFICER (MRO)

1.

If the controlled substance test produces a positive result, the MRO will review such results in
accordance with 49 CFR 40.33.

Before making the decision to verify a positive test result for a covered employee, the MRO shall
give the employee an opportunity to discuss the test result.

@ If the employee chooses to have the split sample tested, the employer will pay for such
testing.

If the MRO is unable to contact the employee, he/she shall call the City, who shall contact the
employee and direct him/her to call the MRO immediately.

(a)  The City shall document the time and date of the instruction to the employee to contact
the MRO.

The MRO will notify the City as to whether or not the test is negative or positive, based on the
review of the test results and communication or non-communication with the employee in
accordance with 49 CFR 40.33.

If the test is positive, the MRO will immediately notify the designated City representative of the
results and refer the case to the designated Substance Abuse Professional (SAP).



SUBSTANCE ABUSE PROFESSIONAL (SAP) as Approved by-the City

* (Placer County Sheriff/Police Chief and his assignees as SAP Liaison Officer to the City of Colfax)

NOTE: CITY OF COLFAX Drug and Alcohol Policy Contains a ""no tolerance' level for alcohol, which

is more restrictive than the DOT regulations.

1. An employee who tests positive for the presence of controlled substances or has an alcohol
concentration, shall contact the City designated SAP * for evaluation and for treatment.

2. The SAP will determine what if any assistance the employee needs in resolving problems
associated with alcohol misuse and controlled substance use.

3. If the SAP determines assistance is necessary, the follow-up testing program, as described in
Section M ((Follow-up Testing) will be invoked.

4. The employee accepts the responsibility for the cost of the evaluation and rehabilitation provided
for under the law.

RECORD RETENTION

1. The City shall retain all records in accordance with applicable Federal law. Personnel Services

Agency shall maintain the record retention schedule and ensure the confidentiality of records
retained.

EMPLOYEE-INFORMATION

1. The City shall distribute an employee packet containing this Policy and its forms and schedules to
each covered employee, on an individual basis, prior to the implementation of the alcohol and
controlled substance testing procedures. The City shall also distribute this document to every
covered employee hired after its adoption, and to every Covered employee transferred into a
position requiring driving a commercial vehicle.

2. Employees will be required to sign a statement acknowledging receipt of this document.

3. Employees having questions concerning these regulations and procedures should contact the City
Manager.

EFFECT

1. This policy shall take effect July 1, 1999
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CITY OF COLFAX

ADMINISTRATIVE POLICIES AND PROCEDURES

07-2008
Subject: Expense Guidelines and Reimbursement Policy for Legislative Body Members,
Commissioners and Staff
Effective Date: June 10, 2008 City Manager:

POLICY

Guidelines for the reimbursement of expenses incurred in the course of performing official duties
for the city.

OBJECTIVES
To be in compliance with all legal requirements in reimbursing elected officials, appointed
commissioners and staff for expenses incurred in the performance of their official duties. The

policy meets the requirements of AB 1234.

PROCEDURES

A. Authorized Expenses

The following types of occurrences qualify any of the City’s legislative body members, which
include City Council members, Planning Commission members, Parks and Recreation
Commission members, Economic Development Commission, and other Board and Committee
members, to receive reimbursement for expenses incurred in the performance of official duties
relating to travel, meals, lodging, and other actual and necessary expenses that constitute
authorized expenses, provided the requirements of this policy are met:

1) Communicating with representatives of federal, regional, state and/or local
government(s) on issues or matters affecting the City or on City adopted policy or
political positions;

2) Attending conferences and/or educational seminars designed to improve the
member’s expertise and information levels, including, but not limited to, ethics

training required pursuant to Government Cod Section 53234;

3) Participating in regional, state, and national organizations whose activities or
interests may affect the City’s interests;

4)  Attending City sponsored or co-sponsored events or other community events; and

5) Implementing a City-approved strategy for City-related activities/business.
1



The following expenses require prior approval of the City Council:
1) Out-of-state or international travel,
2) Expenses which exceed any annual budgeted limits established for each member; and
3) Expenses exceeding $1,500 per trip per member.

All other reimbursement expenses that are not specifically authorized by this policy shall be
approved by the City Council in a public meeting before the expense is incurred.

Examples of personal expense that the City will not reimburse include, but are not limited to:

1) The personal portion of any trip taken at City expense;

2) Political contributions or events;

3) Travel companion expenses, including spouse, friend, or partner expenses when
accompanying a member on City-related business, as well as children or pet-related
expenses;

4) Charitable contributions;

5) Social or other recreational events, unless the event has a direct relationship to City
business, if approved by the City Council or City Manager as appropriate and does
not exceed $250.

6) Entertainment expenses, including theater, movies (either in-room or at the theater),
sporting events (including gym, massage, and/or golf related expenses), or other

cultural events;

7) Non-mileage automobile expenses incurred, including repairs, traffic citations,
insurance, or gasoline; and

8) Personal losses incurred while on City business (e.g., theft or property destruction).

Any questions regarding the propriety of a particular type of expense should be resolved before
the expense is incurred.

B. Expense and Reimbursement Guidelines

To conserve City resources and keep expenses within appropriate standards for public agencies,
expenditures, whether paid directly by the City or reimbursed to a member of the City’s
legislative bodies, should comply with the following guidelines. Unless otherwise specifically
provided herein, reimbursement for travel, meals, lodging, and other actual and necessary
expenses shall be at the Internal Revenue Service rates presently in effect as established in
Publication 463 or any successor publication. All expenses not covered by this policy, or which
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are in excess of the reimbursable rates set forth in this policy, shall not be reimbursable unless
approved by the City Council at a public meeting before the expense is incurred.

Transportation

The most economical mode and class of transportation reasonably consistent with scheduling
needs and space requirements must be used, using the most direct and time-efficient route. In the
event that a more expensive transportation form or route is used, the cost borne by the City will
be limited to the cost of the most economical, direct, efficient, and reasonable transportation
form. Government and group rates offered by a provider of transportation services shall be used
when available.

Airfare at the economy class rate is reimbursable.

Automobile mileage is reimbursable at Internal Revenue Service rates presently in effect; as such
rates may be periodically adjusted (see www.irs.gov). These rates are designed to compensate
the driver for gasoline, insurance, maintenance, and other expenses associated with operating the
vehicle. This amount does not include bridge and road tolls, which are also reimbursable.

Reasonable and necessary charges for public transportation, taxi, or shuttle service are
reimbursable at actual cost with receipts.

Rental vehicles may be used during out-of-County travel. Rental vehicles may be used when the
efficient conduct of City business preludes the use of other means of transportation or when a car
rental is the most economical mode available. Unless the prior approval of the City Manager is
obtained, the reimbursable amount shall not exceed the best available rate for an intermediate or
mid-sized car. Itemized receipts must be submitted with vehicle rental reimbursement requests.

Lodging

Lodging costs will be reimbursed or paid for when travel on official City business reasonably
requires an overnight stay. Government and group rates offered by a provider of lodging
services shall be used when available. In the event that government or group rates for lodging
are not available at the time of booking, lodging rates that do not exceed the Internal Revenue
Service (IRS) per diem rates for a given area (as established by IRS Publication 463, or any
successor publication) .are presumed reasonable and hence reimbursable.

If such lodging is in connection with a conference or organized educational activity, lodging
costs shall not exceed the maximum group rate published by the conference or activity sponsor,
provided that lodging at the group rate is available to the member at the time of booking. If the
group rate for lodging in connection with a conference or organized educational activity is not
available, the member shall use comparable lodging that is: (a) consistent with the IRS rates as
set forth above; (b) at a government rate, if offered by a lodging provider; or (c) otherwise
consistent with the limits set forth in this policy.

Non-reimbursable lodging-related expenses include, but are not limited to, costs for an extra
person staying in the room, costs related to late check-out (unless related to City business) or
uncancelled reservations, in-room pay-per-view movie rentals or mini-bar service, and non-City

3
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Baggage handling fees of up $2.00 per bag and gratuities of up to 15 percent will be reimbursed
or paid when incurred by the member in the performance of official duties.

Miscellaneous expenses for registration, tuition, parking, educational materials provided at
conferences, and telephone charges are reimbursable for City authorized business. All
miscellaneous expenses must be supported with itemized receipts.

Expenses for which members receive reimbursement from another agency are not reimbursable.

C. Expense Report Content and Submission Deadline

Expense reimbursement requests must be submitted on a form provided by the City. Expense
reports must document that the expense in question meets the requirements of this expense
reimbursement policy.

Members must submit their expense reports within 45 days of an expenses being incurred, which
shall be accompanied by receipts documenting each expense. Restaurant receipts, in addition to
any credit card receipts, are also part of the necessary documentation. Receipts for gratuities and
tolls under $15.00 are not required.

D. Audits of Expense Reports

All expenses are subject to verification of compliance with this policy.

E. Brief Reports to Legislative Body

At the next regularly scheduled meeting of the legislative body following the event for which
expenses are incurred, the member shall briefly report, orally or in writing, on the meeting
attended at City’s expense. If multiple members attended the meeting at the City’s expense, a
joint report may be made to the legislative body.

F. Compliance with Laws

Members should keep in mind that some expenditure may be subject to reporting under the
Political Reform Act and other laws. All documents related to reimbursable agency
expenditures, including, but not limited to, expense reports, receipts, and written evidence of
direct City advances or payments for expenses, are public records subject to disclosure under the
Public

Records Act.

Approved by City Council June 10, 2008
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Unprotected Sides and Edges - Any side or edge (except at entrances to points of
access) of a walking/working surface, e.g., floor, roof, ramp, or runway where there is
no wall or guardrail system at least 42 inches high.

Vertical Lifeline - A component consisting of a vertically hanging flexible line for
connection to an anchor point at one end that serves as a means for connecting other
components of a personal fall arrest system to the anchor point.

Walking/Working Surface - Any surface, whether horizontal or vertical, on which an
employee walks or works including, but not limited to floors, roofs, ramps, bridges and,
runways. Does not include ladders, vehicles, or trailers on which employees must be
located to perform their work duties.

Wall Opening — An opening in a wall or partition not provided with a glazed sash,
having a height of at least 30 inches and a width of at least 18 inches, through which a
person might fall to a level 30 inches or more below.

Warning Line System - A barrier (lines/ropes/barricades/warning tape) erected on a
roof or structure to warn workers that they are approaching a leading edge or
unprotected side or edge.

5.0 Responsibilities

5.1 The Community Services Director has the overall authority and

responsibility for implementing the provisions of the Fall Protection

Policy for Colfax. Specific responsibilities include, but are not limited to:

* Responsibility and authority for ensuring this program is fully implemented;
Providing funding to successfully implement the program requirements

» Ensuring that the policy and program requirements are enforced;

* Implementing all other relevant responsibilities as identified in the Injury
lliness Prevention Program (lIPP).

5.2 The Community Services Director is responsible for:

* Monitoring the effectiveness of the Fall Protection program by performing a
program review and completing the Program Review and Certification Form
(Attachment A)

» Monitoring fall protection training to ensure its effectiveness and scheduling
refresher training for affected departments if necessary.

* Providing Managers and Supervisors guidance on the laws and regulations
governing the Fall Protection Program. Conducting the necessary research
to determine those requirements and the standards that apply

* Assisting in the development of training programs for use by Competent
Persons and Supervisors in matters concerning fall protection.

January 1, 2017









7.4

7.5

7.6

01/01/17

Other Fall Protection Equipment

The following includes (not limited to) other fall protection equipment devices

that should be used as needed for maximum fall protection, or when required.

* Lanyards — must be secured to a substantial member of the structure or to
securely rigged lines

» Connectors

* Lifelines

» Self-Retracting Lifelines

Equipment Inspections:

7.5.1 Colfax employees will inspect personal fall protection systems prior to
each use. These inspections must follow the manufacturer’s guidelines
for determining wear, damage and other deterioration. Remove
defective components from service and tagged as being unusable.

7.5.2 A competent person will inspect all personal fall arrest systems not less
than twice annually in accordance with the manufacturer’s
recommendations using the Fall Protection Equipment Inspection Form
(Attachment C), or similar.

7.5.3 Identify defective equipment and immediately removed from service.

7.5.4 Any lifelines or lanyards that have been subject to impact loading must
immediately be removed from service and shall not be used again for
employee safeguarding.

7.5.5 Before using personal protective equipment or fall arrest equipment
each person must perform a pre-donning inspection of that equipment.

Fall Protection Plan

For general industry employers, a site-specific fall protection plan (FPP) may

be used under very specific conditions as long as conventional fall protection

systems or other approved protective measures cannot be used. If a Fall

Protection Plan for the following types of activities is used, a qualified person

will verify and authorize that other conventional fall protection systems or

approved protective measures were not possible using Attachment E.

 Construction Activities (CCR Title 8, Article 24, §1671.1): When performing
construction operations where using conventional fall protection equipment
is impractical or creates a greater hazard, a site-specific fall protection plan
may be used.

+ Skylights (CCR Title 8, §3212(e): When it can be demonstrated that fall
protection methods for skylights (Attachment B) are impractical or creates a
greater hazard, a Fall Protection Plan may be used.

@2016 DKF Solutions Group, LLC



7.7

01/01/17

7.6.1 The fall protection plan must:
= Be prepared by a qualified person
= Be kept up to date
= |dentify the qualified person

7.6.2 Any changes to the FPP must be approved by the qualified person.
7.6.3 A competent person must supervise the FPP implementation.

7.6.4 The plan shall identify the competent person responsible for
implementation. Use attachment E to develop the fall protection plan.

7.6.5 The fall protection plan will identify the location(s) where conventional
fall protection methods cannot be used and such locations shall be
classified as a controlled access zone.

7.6.6 Referto 8 CCR 1671.1 Fall Protection Plan for details.

7.6.7 If using a fall protection plan, a controlled access zone will be
implemented to include the following requirements:

= Signs shall be posted to warn unauthorized employees to stay out of
the control zone;

= Control lines or other barriers shall be erected not less than 6 feet nor
more than 25 feet from the unprotected or leading edges;

= The control line shall extend along the entire length of the unprotected
or leading edge and shall be approximately parallel to the unprotected
or leading edge;

=  The control line shall be securely anchored on each end;

= Control lines shall be at least 39 inches in height and have a minimum
breaking strength of 200 pounds.

Fall Rescue Plan
Prior to performing a non-routine job activity that requires the use of fall arrest,

work positioning, or fall restraining systems, the Supervisor or Lead shall
prepare a fall rescue plan.

7.7.1 The fall rescue plan shall include the rescue type based on the elevated
work being done, the location, and the rescue equipment available.

7.7.2 The fall rescue plan shall be aligned with the emergency procedures
outlined in the site Emergency Action Plan.

7.7.3 The fall rescue plan must include procedures for assisting a worker who
has fallen and is unable to rescue him/herself.












10.5

10.6

10.7

10.8

10.9

10.10

01/01/17

Scaffolds shall be maintained in a safe condition and shall not be altered or
moved horizontally while they are in use or occupied.

Damaged or weakened scaffolds shall be immediately repaired and shall not
be used until repairs have been completed.

A safe means must be provided to gain access to the working platform level
through the use of a ladder, ramp, etc.

Overhead protection must be provided for personnel on a scaffold exposed to
overhead hazards.

Guardrails, mid-rails, and toeboards must be installed on all open sides and
ends of platforms more than 7% feet above the ground or floor. Wire mesh
must be installed between the toeboard and the guardrail along the entire
opening, where persons are required to work or pass under the scaffolds.

Employees shall not work on scaffolds during storms or high winds or when
covered with ice or snow.

11.0 Elevated Work Platforms and Aerial Devices

11.1

11.2

January 1, 2017

Scissor Lift or Other Elevating Work Platforms (CCR, Title 8, §3642)

11.1.1 If the guardrails on scissor lifts or other elevated work platforms are
between 39 and 42 inches in height, no fall protection is required.

11.1.2 If guardrails on scissor lifts or other elevated work platforms are less
than 39" high, an approved personal protection system must be used.

11.1.3 Employees are not permitted to stand on the side rails or use
planks/ladders to gain greater working height.

11.1.4 In the event that the work platform is to be moved while occupied in a
raised position, the occupants must be connected to the platform using
a shock absorbing lanyard that limits free fall to a maximum of 6 feet.

Aerial Devices (CCR, Title 8, §3648)

11.2.1 Employees are required to wear a full-body harness with a 6-foot shock-
absorbing lanyard when working from aerial devices. Body positioning
belts are not permitted.

11.2.2 Employees elevated in a crane personnel basket are required to wear a
full-body harness with a 6-foot shock-absorbing lanyard. The personnel
basket must be inspected prior to use and trial lift procedures followed
as per Cal-OSHA requirements in California Code of Regulations Title
8, General Industry Safety Orders, Article 98, Section 5004.

@2016 DKF Solutions Group, LLC 13



11.3
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Elevating Employees with Lift Trucks (Forklifts) (CCR, Title 8, §3657)

11.3.1

11.3.2

11.3.3

11.3.4

11.3.5

11.3.6

Work platforms shall be large enough to accommodate the employee
and materials, but not less than two (2) feet by two (2) feet.

The platform must be secured to the boom, forks or mast to prevent
tipping, slipping or falling and have standard guardrails and toe boards.

If clearance restrictions or the nature of the work prohibits the use of
guardrails, and an employee is exposed to a fall of four feet or more, a
personal fall arrest system, fall restraint system, or work positioning
device shall be used as an alternate means of protecting employees
from falling. The lanyard length shall allow the operator freedom of
movement in the working area, but shall be rigged so that an employee
can neither free fall more than four feet nor contact any lower level.

Elevating employees using variable reach, boom-type, rough-terrain
industrial trucks must be within limitations of the load chart, or shall not
exceed 1/3 of rated capacity.

Work platform back guards must extend from foot level to 7 feet with
openings less than 1" to keep the occupant from the forklift machinery.

The lift truck must be equipped with a means to prevent the raised
platform from lowering at a rate in excess of 135 feet per minute in case
of a failure in the load supporting hydraulic control circuits.

12.0 Openings (Ground, floor, wall, pits) (CCR, Title 8, §3211, §3212, §3213)

121
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Floor and Wall Openings

Floor openings and holes, wall openings and holes, and the open sides of
platforms may create hazards. People may fall through the openings or over
the sides to the level below. Objects, such as tools or parts, may fall through
the holes and strike people or damage machinery on lower levels.

12.1.1

Every floor opening into which persons can accidentally walk or fall
through shall be protected by either

+ A standard guardrail (to include toe boards where people may pass
below the opening)

A cover of standard strength and construction. When the floor
opening cover is removed, a temporary guardrail shall be in place, or
an attendant stationed at the opening to warn of the hazard.
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Height
Trigger

30 Inches

4 Feet

7 V2 Feet

No height
trigger

30 inches

6 Feet

January 1, 2017
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ATTACHMENT B
Cal-OSHA Fall Protection Trigger Heights

List of common fall protection heights above which guardrails or a personal fall protection system must be used

Work Location/Type

Buildings: Open sides of unenclosed
elevated work locations

Other elevated locations: Unprotected
sides where an employee can fall 4 feet
or more.

When construction work activities
expose employees to falling more than 7
Y. feet from the perimeter of a structure,
unprotected sides and edges, leading
edges, through shaftways and openings,
sloped roof surfaces steeper than 7:12
or other sloped surfaces steeper than 40
degrees.

Skylights or skylight openings where
employees approach within 6 feet

Wall or partition opening (without a
glazed sash) that is at least 30 inches in
height and 18 inches in width

Crossing over trenches/excavations
wider than 30 inches

Requirement

Guardrails if location is accessed
frequently (> 12 times each year)

Infrequent work — may use personal
fall protection system instead
Guardrails if location is accessed
frequently (> 12 times each year)
Infrequent work — may use personal
fall protection system instead
Personal fall arrest

Personal fall restraint

Positioning system.

Skylight screens that support 400 Ibs
or 2x the weight of an employee

Guardrails

Covers that support 400 Ibs or 2x the
weight of an employee

Fall Protection Plan

Guardrails

Other barrier capable of withstanding
a force of at least 200 pounds applied
horizontally at any point

Walkways or bridges with standard
guardrails

@2016 DKF Solutions Group, LLC

CalOSHA
Section

§ 3210(a)

§ 3210(b)

§1670 (a)

§ 3212(e)

§ 3211(a)

§ 1541())















10. Rescue Procedures: Complete and attach the Fall Rescue Plan Checklist (Attachment G).

11. Plan Changes: A Qualified Person shall approve any revisions to the FPP. The reasons for revisions
shall be documented. Revision changes can be verbal and then followed up by written confirmation.

12. Plan Documentation: A copy of the Fall Protection Plan for each location where used, and all revisions to
the plan, must be on-site.

Signature of Qualified Person Preparing this Plan:
In signing, | verify that | am trained and competent in recognizing fall hazards and implementing fall
protection systems and hereby authorize this Fall Protection Plan to be implemented by the Competent
Person. | understand that | am responsible for the proper use of this Fall Protection Plan.
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PROCEDURES AND GUIDELINES

This document discusses the most important elements of financial management in one
comprehensive centralized format and is organized into the following areas of discussion:

A.
. Revenues

OmmUOw

Operating Budget

Expenditures

Cash Management and Investments

Capital Financing and Debt Management
Fund Accounting and Reserve Fund Policies
Financial Reporting

A. Operating Budget

1. The budget will be adopted by the City Council no later than June 30™ of each year.

a.
b.

The City Manager will develop and present a biennial budget.
The City should strive to develop a multi-year financial plan that is updated as part of the
periodic budget process.

2. A calendar of events related to budget development will be presented to City Council by
April 1* of each year.

a. Scheduled activities will encourage early involvement with the City Council and the
public.

3. A balanced provisional budget will be presented to City Council for review and adoption
with total projected expenditures not exceeding total estimated revenues.

a.

b.

g.

The budget will be developed in a way that facilitates public study and effectively
communicates key economic and fiscal issues to City Council and the public.

Actual revenues, expenditures, reserve balances and fund balances for the prior fiscal
year and estimates for the current year will be provided.

Forecasts require clearly stated assumptions. Estimations should be conservative but
reasonable.

The City budget must comply with the annual determination of the City’s appropriations
limit calculated in accordance with Article XIIIB of the Constitution of the State of
California and must adopt an annual resolution to this effect.

One-time revenue sources are not to be relied upon to fund ongoing operations.

Should it be necessary, City Council may approve a planned use of accumulated fund
balances in prior years for inclusion in the budget.

A multi-year capital improvement plan should be developed so that project priorities and
debt capacity can be analyzed.

4. The Finance Department will maintain a system for monitoring the City’s budget
performance.

a.

The City Manager will provide the City Council with a mid-year review of the City’s
financial activities. The review will be presented in February and compare annual budget
projections with actual results.



B. Revenues

The City will strive to maintain a diversified and stable revenue base to minimize the impact

of economic fluctuation.

a. Revenue forecasts shall be realistically estimated and based on the best information
available. The City will follow a vigorous policy of collecting revenues.

b. Trends analyzing the dependence on distinct revenue sources shall be included in the
budget documents for consideration by the City Council.

The City will seek out, apply for, and effectively administer federal, state, and other grants

that address the City’s current operating and capital priorities.

a. All potential grants will be carefully examined for matching requirements.

b. Grants may be rejected if programs must be continued with local resources after grant
funds are exhausted.

The City shall develop and maintain a comprehensive list of various fees and charges.

a. The City should strive to cover the full cost of providing non-tax and discretionary fee-
based service operations except to the extent that City Council approves defined subsidy
levels by program area.

b. Enterprise funds will have revenues sufficient to meet all cash operating expenses, capital
expenses, approved cash reserves and any debt service.

c. Rate studies should be conducted periodically (three to five years) to ensure the proper
balance of costs and service charges.

Economic downturns and gaps in cash flow will be addressed as soon as recognized.

a. Council may approve inter-fund loans to address short term downturns in revenues or
temporary gaps in cash flow.

b. Deficit financing and borrowing to support on-going operations is not the policy of the
City as a response to long-term revenue shortfalls

i. Revenue forecast will be revised and expenses will be reduced to conform to the
revised long-term forecast
ii. Revenue increases will be considered as appropriate.

The City will review contracts and leases, which result in revenues to the City on a timely

basis in order to provide for careful evaluation by the City Council.

C. Expenditures

1.

The City will propose operating expenditures, which can be supported from ongoing

revenues.

a. Before the City undertakes any agreements that would create fixed on-going expenses,
the cost implications of such agreements will be fully determined for current and future
years.

b. The City will invest in technology and other efficiency tools to maximize productivity

c. The City will hire additional staff only after the need of such positions has been
demonstrated and documented.

d. The City will strive to pay competitive market level compensation to its employees.

e. All compensation planning and collective bargaining will focus on the total cost of
compensation, which includes salary, health care benefits, paid leave, pension
contribution and other benefits.



The City will maintain expenditure categories according to state statute and administrative
regulation.

Costs of service will be budgeted and charged to the fund performing the service. Cost
allocation methodology will be reviewed and approved in the annual budgeting process.

D. Cash Management and Investments

1.

The City’s investment policy will be reviewed annually as part of the budget process.

The responsibility of investing City funds rests with the City Manager and Finance Director
who are to exercise due diligence to adhere to the investment policy. Quarterly (or more
frequent) reports will be provided to City Council presenting a summary of the portfolio
status and compliance with the conditions set forth in the investment policy.

Investments shall be made in conformance with the City’s investment policy with the
primary objectives of:

a. Preservation of Capital and protection of Principal

b. Maintenance of sufficient liquidity to meet operating needs

c. Security of City Funds and investments

d. Maximization of return on the portfolio

E. Capital Financing and Debt Management

1.

2.

The City will seek to maintain a high credit rating through sound financial practices as a

basis for minimizing borrowing costs.

Major capital improvement projects will be funded using the most financially prudent

method available.

a. The City will make every effort to use pay-as-you-go financing for capital improvement
projects. Debt financing for a project can be used if the overall project cost exceeds
anticipated available resources and/or if the cost of financing is favorable as compared to
the use of City investment holdings over the financing term.

The City will monitor all forms of debt annually in conjunction with the budget preparation

process and report concerns and remedies, if necessary, to City Council. The City will

diligently monitor its compliance with bond covenants.

The City will not issue long-term debt to finance current operations. Debt financing should

only be used for long-term capital improvement projects with a useful life exceeding the term

of the financing and for which the project revenues or specific identified revenue sources are
sufficient to service the long term debt.

The City will use a lease-purchase method of financing for equipment if the lease rates are

more favorable than the City’s expected overall investment rate of return.

Fund Accounting and Reserve Fund Policies

The City will use Governmental Accounting Standards Board (GASB) definitions of fund
balance for the annual financial reports (audits) and for all other financial reporting.

Fund Descriptions are as follows:

a. Governmental Funds












Threats or other conduct which in any way create a hostile environment, impair agency
operation; or frighten, alarm, or inhibit others are prohibited. Psychological intimidation
or harassment includes making statements which are false, malicious, disparaging, or
derogatory, rude, disrespectful, abusive, obnoxious, insubordinate, or which have the
intent to hurt others’ reputations.

In addition, the City prohibits retaliation against individuals who raise complaints of
discrimination or harassment or who participate in workplace investigations. All such
conduct violates City policy.

NON-DISCRIMINATION

The City is committed to compliance with all applicable laws providing equal
employment opportunities. This commitment applies to all persons involved in City
operations. The City prohibits unlawful discrimination against any job applicant,
employee or unpaid intern by any employee of the City, including supervisors and
coworkers.

Pay discrimination between employees of the opposite sex or between employees of
another race or ethnicity performing substantially similar work, as defined by the
California Fair Pay Act and federal law, is prohibited. Pay differentials may be valid in
certain situations defined by law. Employees will not be retaliated against for inquiring
about or discussing wages.

ANTI-RETALIATION

The City will not retaliate against you for filing a complaint or participating in any
workplace investigation or complaint process, and will not tolerate or permit retaliation

by management, employees or co-workers.
City of Colfax - Employee Handbook
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REASONABLE ACCOMMODATION

Discrimination can also include failing to reasonably accommodate religious practices or
gualified individuals with disabilities where the accommodation does not pose an undue
hardship.

To comply with applicable laws ensuring equal employment opportunities to qualified
individuals with a disability, the City will make reasonable accommodations for the
known physical or mental limitations of an otherwise qualified individual with a disability
who is an applicant or an employee unless undue hardship would result.

Any job applicant or employee who requires an accommodation in order to perform the
essential functions of the job should contact the City Clerk and discuss the need for an
accommodation. The City will engage in an interactive process with the employee to
identify possible accommodations, if any, that will help the applicant or employee
perform the job. An applicant, employee or unpaid intern who requires an
accommodation of a religious belief or practice (including religious dress and grooming
practices, such as religious clothing or hairstyles) should also contact the City Clerk and
discuss the need for an accommodation. If the accommodation is reasonable and will
not impose an undue hardship, the City will make the accommodation.

The City will not retaliate against you for requesting a reasonable accommodation and
will not knowingly tolerate or permit retaliation by management, employees or
coworkers.

COMPLAINT PROCESS

If you believe that you have been the subject of harassment, discrimination, retaliation



or other prohibited conduct, bring your complaint to your supervisor, any other City
supervisor, the City Manager, City Attorney, or Finance Director as soon as possible
after the incident. You can bring your complaint to any of these individuals. If you need
assistance with your complaint, or if you prefer to make a complaint in person, contact
the City Clerk. Please provide all known details of the incident or incidents, names of
individuals involved and names of any witnesses. It would be best to communicate your
complaint in writing, but this is not mandatory.

The City encourages all individuals to report any incidents of harassment,
discrimination, retaliation or other prohibited conduct forbidden by this policy
immediately so that complaints can be quickly and fairly resolved.

You also should be aware that the Federal Equal Employment Opportunity Commission
and the California Department of Fair Employment and Housing investigate and

prosecute complaints of prohibited harassment, discrimination and retaliation in
City of Colfax - Employee Handbook
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employment. If you think you have been harassed or discriminated against or that you
have been retaliated against for resisting, complaining or participating in an
investigation, you may file a complaint with the appropriate agency. The nearest office
can be found by visiting the agency websites at www.dfeh.ca.gov and www.eeoc.gov.
Supervisors must refer all complaints involving harassment, discrimination, retaliation or
other prohibited conduct to the City Manager so the City can try to resolve the
complaint.

When the City receives allegations of misconduct, it will immediately undertake a fair,
timely, thorough and objective investigation of the allegations in accordance with all
legal requirements. The City will reach reasonable conclusions based on the evidence
collected.

The City will maintain confidentiality to the extent possible. The City cannot promise
complete confidentiality. The employer's duty to investigate and take corrective action
may require the disclosure of information to individuals with a need to know.
Complaints will be:

e Responded to in a timely manner.

e Kept confidential to the extent possible.

e Investigated impartially by qualified personnel in a timely manner.

e Documented and tracked for reasonable progress.

e Given appropriate options for remedial action and resolution.

¢ Closed in a timely manner.

If the City determines that harassment, discrimination, retaliation or other prohibited
conduct has occurred appropriate and effective corrective and remedial action will be
taken in accordance with the circumstances involved. The City also will take
appropriate action to deter future misconduct. Any employee determined by the City to
be responsible for harassment, discrimination, retaliation or other prohibited conduct will
be subject to appropriate disciplinary action, up to and including termination.
Employees should also know that if they engage in unlawful harassment, they can be
held personally liable for the misconduct.



CITY OF COLFAX
ADMINISTRATIVE POLICIES AND PROCEDURES

Subject: Investment Policy
Effective Date: October 8, 2014
Resolution: Resolution No. 29-2014

SCOPE AND AUTHORITY

The purpose of this policy is to establish a prudent and systematic Investment Policy, and to
organize and formalize investment-related activities.

The City's Investment Policy is authorized under the California Government Code, section
53600, et, seq.as it applies to the investment of public funds.

It is intended that this policy cover all funds and investment activities under the direct authority
of the City of Colfax. Investments authorized by Fiscal Agents pursuant to bonded debt are
controlled by the terms and conditions of the specific bond, and may not necessarily coincide
with the Investment Policy outlined herein. Investments must conform to Government Code
Section 53600.5 concerning safekeeping of purchased securities by financial advisers, fiscal
agent, or consultants. Wherever practical, investments made by a Fiscal Agent on behalf of the
City will be consistent with this Policy.

INVESTMENT OBJECTIVES

Safety — It is the primary duty and responsibility of the City Staff to protect, preserve and
maintain cash and investments on behalf of the citizens of Colfax.

Liquidity — An adequate percentage of the City's investment portfolio should be maintained in
liquid short-term securities which can be converted to cash if necessary to meet disbursement
requirements. Since all cash requirements cannot be anticipated, investments in securities with
active secondary or resale markets is highly recommended. Emphasis should be on marketable
securities with low sensitivity to market risk.

Yield — Yield should become a consideration only after the basic requirements of safety and
liquidity have been met.

A. The overall yield should be designed to attain a market-average rate of return
throughout budgetary and economic cycles, taking into account the City's risk
constraints, the cash flow characteristics of the portfolio, and State and local laws,
ordinances or resolutions that restrict investments.

Public Trust — All participants in the investment process shall act as custodians of the public
trust. Investment officials shall recognize that the investment portfolio is subject to public review
and evaluation. The overall investment program shall be designed and managed with a degree of
professionalism that is worthy of the public trust.



Diversification — The investment portfolio will be diversified to avoid incurring unreasonable
and avoidable risks regarding specific security types or individual financial institutions.

A. In a diversified portfolio it must be recognized that occasional measured losses are

inevitable, and must be considered within the context of the overall portfolio's
investment return, provided that adequate diversification has been implemented.

Prudence — The City adheres to the "prudent person rule™ which obligates a fiduciary to insure
that: "...investments shall be made with the exercise of that degree of judgment and care, under
circumstances then prevailing, which persons of prudence, discretion and intelligence exercise in
the management of their own affairs, not for speculation but for investment considering the
probable safety of their capital as well as the probable income to be derived."

INVESTMENT STRATEGY

The most effective method of increasing investment yields without sacrificing safety is to extend
the investment horizon commensurate with the City's cash requirements. To that end, improved
cash forecasting and management is the preferred investment strategy for the City.

A. Cash management activities include accurate cash projections, the expeditious collection
of revenue, the control of disbursements, cost-effective banking relations, and a short-
term borrowing program, when needed, that coordinates working capital requirements
and investment opportunity.

ALLOWABLE INVESTMENT INSTRUMENTS

The Government Code, Sections 53601, 53601.1 and 53635 shall govern the City's allowable
investments, and the length of those investments, unless specifically limited by this policy.
Although the maximum maturity for any deposit or investment is five years, most investments
should be for no longer than 2-3 years. All investments of City funds shall be made in
accordance with California Government Code Sections 53601, et seq. and 53635 et seq., or in
accordance with California Government Code 16429.1 authorizing investments into the State
Local Agency Investment Fund (LAIF). Investments will be authorized by the City Manager,
City Treasurer, Finance Director or Mayor only.

REPORTING REQUIRMENTS

City staff shall submit a quarterly investment report to the City Council. The report must be
submitted to the City Manager for the agenda within 30 days following the end of the month
covered by the report, and is required under Government Code Section 53646. Such report shall
include at least the following information:

e Types of investments;
Name of the institution in which funds are invested or deposited;
Date of maturity, if applicable;
Par and dollar amount investment for all securities;
Percent distribution of each type of investment or deposit; current market value as of the
date of the report, including source of the valuation except those under LAIF;
e Rate of interest;



e Average weighted yield of all investments;

e A statement relating the report to the City's Investment Policy; and

e A statement that there are sufficient funds to meet the City's next six months' financial
obligations.

Staff shall also submit the above information annually to the external auditors.
Periodic reports shall be prepared as required by circumstances or as directed by Council. Such
circumstances include, but are not limited to, notification that any City investment may be in

jeopardy or a sudden and significant drop in the current market value of any City investment.

INTERNAL CONTROLS AND GENERAL GUIDELINES

A system of internal control shall be implemented to prevent losses of public funds arising from
fraud, employee error, misrepresentation of third parties, unanticipated changes in financial
markets, or imprudent actions by employees and officers of the City.

Controls deemed most important include:

The control of collusion and separation of duties;

Custodial safekeeping of funds invested or on deposit;
Minimizing the number of authorized Investment Officers; and
Written documentation of procedures and transactions.

In selecting financial institutions for the deposit or investment of City funds, the City shall
consider the credit-worthiness of the institution. Such credit-worthiness shall be monitored on a
regular basis throughout the period in which City funds are deposited or invested.
A. Any deposit or investment of funds shall be in writing, signed by the City and the
authorized representative of the institution.
B. All transfers must be made by authorized personnel and properly logged and
documented.

City staff shall encourage peer review of the City’s investments and investment practices. In
addition, the City's cash management and investment practices shall be included in any outside
financial audit of the City.

An annual Cash Flow Forecast may be prepared by the City, and would be used to assist in the
development of the annual operating budget for the City.

This Investment Policy shall be reviewed by the City Council on an annual basis as part of the
budget process.



CITY OF COLFAX

CITY MANAGER DIRECTIVES

2009-01

Subject: Smoking in City Buildings and City Vehicles

Effective Date: September 2, 2009

State of California Government Code 7597 (a) states that no public employee or member
of the public shall smoke any tobacco product inside a public building, or in an outdoor
area within 20 feet of a main exit, entrance, or operable window of a public building, or
in a passenger vehicle, as defined by Section 465 of the Vehicle Code.

This will serve to restate the law and remind everyone that smoking must be done outside
of any public building at a minimum distance of 20 feet and smoking will not be allowed
in any city-owned vehicles effective immediately.

Please sign and return to City Hall to be included in your personnel file.

Employee Signature



CITY OF COLFAX
ADMINISTRATIVE POLICIES AND PROCEDURES

Subject: Technology Policy
Effective Date: September 9, 2015
Resolution: Resolution No. 36-2015
PURPOSE

The purpose of this policy is to provide guidelines to City employees and volunteers regarding
the appropriate use of internet, email, text messaging and other electronic devices.

POLICY

Employees are expected to use electronic communication devices legally, ethically and in an
appropriate manner that best represents the City of Colfax. Employees have no right or
expectation of personal privacy in any matter stored in, created, received, or sent over the Cityds
electronic communication systems. Employees understand and acknowledge that any electronic
device provided by the City and internet usage or communication utilizing that device may be
subject to monitoring, whether or not the form of usage or communication is specifically
mentioned in this policy. The use of City electronic communication resources is primary to the
business of the City. Any personal use is secondary and employees have no expectation of
privacy related to any and all use of City electronic communication resources used to gain access
to personal web-based email accounts, social networks, blogs, and personal websites. The City
of Colfax, in its discretion, reserves and may exercise the right to monitor, access, retrieve, and
delete any matter stored in, created, received, or sent over the Cityos informational technological
or electronic communication resources including e-mails, text messages, instant messages, faxes,
voicemails, scanners, copiers, blogs, websites, and computers, for any reason and without the
permission of any employee. The City reserves the right to review Internet usage.

The City of Colfaxds policies against sexual or other harassment apply fully to the e-mail, text,
instant messaging, and internet system, and any violation of those policies is grounds for
discipline including discharge. In addition, employees are prohibited from sending, receiving,
displaying, printing, or otherwise disseminating material that is fraudulent, harassing,
embarrassing, sexually explicit, profane, obscene, intimidating, defamatory, or otherwise
unlawful, inappropriate, offensive, or disruptive to City activities. Employees are also prohibited
from downloading such material from the Internet or displaying or storing such material in the
Cityds computers. Employees encountering or receiving this kind of material should
immediately report the incident to their supervisor, Human Resources, or the City Manager.
Employees are expected to remain respectful of the City, its managers and employees, and the
public in any electronic communications.

Any employee who discovers misuse of the e-mail system or Internet should immediately

contact Human Resources or the City Manager. Violations of any of these provisions may result
in disciplinary action including discharge.
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CITY OF COLFAX
ADMINISTRATIVE POLICIES AND PROCEDURES

Subject: Travel Policy

Effective Date: September 9, 2015
Resolution: Resolution No. 36-2015
PURPOSE

The City of Colfax will provide reasonable travel and expense funds for authorized travel to
attend business or professional conferences, training seminars, meetings, or other authorized City
business travel.

APPLICATION

The travel policy applies to all City Employees, including part-time and temporary (seasonal)
employees, City Council Members, Board and Committee Members, and VVolunteers herein after
"Traveler.”

ACCOUNTABILITY

A. Travelers are required to use fiscal prudence in the conduct of City business. The location
and cost of the travel, and any available alternatives, should be reviewed to ensure the best use of
City funds.

B. Each traveler is required to receive authorization prior to making any travel arrangements,
obtain all necessary travel documents, complete Travel Expense Reimbursement Request forms
and provide these forms and documents to the Finance Director within established timelines.

C. Personal business should not be mixed with official City business if it will result in any cost
to the City, result in lost work time, or cause harm to the City's reputation or interest.

GENERAL

A. Non-Local travel should be on an as-needed basis. City Travelers shall work with their
supervisors to determine if a local venue or webinar will have the same or similar event within a
reasonable time frame before scheduling non-local travel.

B. All travel costs including registration, airfare, hotel, and rental car should be made, whenever
possible, by City purchase card. The City purchase card should not be used for items which will
be covered by per diem or mileage reimbursement.

C. For all travel related expenses, City Travelers shall obtain a receipt and if necessary
additional documentation.
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D. The Traveler must complete a Travel Expense Reimbursement Request, when there have
been expenses that require reimbursement or have been advanced, have it signed by their
manager and/or Department Head, and submit it to the Finance Division within ten (10) working
days of their return. A Travel Expense Reimbursement Request is not required when approved
charges associated with the event have been paid by City purchase card.

E. Travel Expense Reimbursement Requests shall include a copy of the registration, flight
itinerary (when applicable), location, dates and purpose of the travel, and the original itemized
receipts for expenses (except those that will be covered by per diem or mileage reimbursement).
For a receipt that covers more than one Traveler, the names of all Travelers should be included
on the receipt.

F. An individual may not authorize or approve reimbursement for his/her own travel. Travel
Expense Reimbursement Requests and City purchase card statements must be approved by the
Traveler's manager and/or Department Head. The City Manager will approve travel expenses for
City Council Members. The Finance Director will approve travel expenses for the City
Manager.

G. A Traveler may be accompanied by a companion who is not a City employee/board member
if his/her presence does not detract from the attendee’s performance of City duties. The City will
not reimburse any expenses attributable to any companion.

TRANSPORTATION

A. The most economical and reasonable form of transportation, based on distance, time and total
cost to the City, shall be utilized.

B. City employees should use a City vehicle rather than a personal vehicle whenever practical.
Other travelers will use personal vehicles.

C. Personal Vehicle: When a Traveler must use their personal vehicle for transportation,
accurate mileage records must be kept by the Traveler, and the most direct route that is practical
must be used. Mileage reimbursement rate is established annually by the City, based on the IRS
rate. Mileage will be computed either from City offices or from the Traveler's home, whichever
is less.

Mileage must be verified by MapQuest or similar means, showing the starting location and
destination. Documentation regarding the purpose of the trip must accompany the Mileage
Reimbursement Form. Mileage reimbursement shall not exceed the cost of the most economical
combination of airfare, shuttle and parking, relative to the destination for non-local travel.
Travelers shall be reimbursed at the lesser amount of the actual mileage reimbursement or
combination of airfare, shuttle and parking cost. Any additional lodging and meal expense
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C. The Traveler shall request a standard single room at the conference or government rate,
whichever is lower. Lodging costs shall not exceed the group rate published by the event
sponsor, unless group rate rooms are sold out.

D. The City will pay for lodging for the evening preceding and/or subsequent to a business
related event when the Traveler would have to travel unreasonably early or late in order to reach
the destination.

E. Conference/meeting time is for the actual business related event and not for optional tours,
sporting or social events.

F. Lodging expenses will not normally be reimbursed for local travel except in the following
conditions:

e The length of the conference is more than one day and the distance is more than 100
miles from the Traveler's residence; or

e The Traveler will be required to be away for more than twelve (12) hours; or

e The Traveler's presence is required for activities before or after the regular conference
hours; or

e In special circumstances approved by the City Manager or his designee.

G. The City will pay for business telephone calls and internet service if needed for work during
travel on official City business. The City shall not pay for personal telephone calls or other
optional hotel services that are not required for work.

MEAL AND INCIDENTAL REIMBURSEMENT

A. Per IRS regulations (Publication 463, Travel, Entertainment, Gift and Car Expenses),
reimbursement shall only be given when the trip includes an overnight stay.

B. The City provides a reimbursement of expenses up to $60 per day for a Traveler's meals and
incidental expenses during an overnight trip:

e Incidentals include baggage handling and gratuities.

e Receipts for per diem meals and incidentals are required.

e If the Traveler spends an amount in excess of the allowed amount, the excess expense
is not eligible for reimbursement.

UNAUTHORIZED EXPENSES

A. The following are examples of unauthorized expenses:

Alcoholic beverages
In-room movies
Spa/gym services
Tours
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CITY OF COLFAX
ADMINISTRATIVE POLICIES AND PROCEDURES

Subject: Use of City-Owned Vehicles
Effective Date: September 9, 2015
Resolution: Resolution No. 36-2015
PURPOSE

The purpose of this policy is to provide guidelines to City employees and volunteers regarding
the appropriate use of City-owned or leased vehicles in the performance of their assigned duties.

POLICY

It is the policy of the City to provide, at its discretion, vehicles for use by employees to assist in
the efficient performance of their duties. It is the goal of the City to procure and provide those
vehicles that are best suited for their intended purpose. It shall remain a management right to
determine if a vehicle will be provided and the types and numbers of vehicles to be provided.

The provision of City-owned vehicles is generally to facilitate the work of the employee within
the City limits or within the immediate area. It shall be the responsibility of the department head
to determine when it is more effective for City vehicles to be used outside of the jurisdiction for
an extended period of time as opposed to the employeeds use of their personal vehicle or the use
of alternative transportation. Authorized use of a personal vehicle for City business shall be
reimbursed at the rate set periodically by the IRS for business travel.

City vehicles shall only be used to perform such functions as are included in the user employeebs
job duties or related duties as may be assigned. City vehicles shall not be used and shall not be
allowed to be used for personal business or personal use by the employee. The City Manager
may waive this restriction in limited circumstances by prior agreement.

Authorization for take-home of a City vehicle shall be limited to special instances only when
formally approved by the supervisor prior to such use.

The use of City vehicles shall be authorized for the following purposes:

1) Performance of assigned duties;

2) Transportation between work locations;

3) Transportation inside and outside of City to attend meetings, seminars, special
events, and conferences that have been appropriately authorized,;

4) Transportation to procure supplies, equipment, materials or services for City use;

5) Transportation to make deliveries related to City business.

City employee