CITY OF SHELBY 4/04/2016
DELINQUENT TAXES
As of 3/31/2016
# OF UNCOLLECTED
CITY FUND | TC District FUND NAME TAXPAYERS AMOUNT
CITY 0910 City of Shelby 131 143,383.74
1000 9981 Junk Vehicle 3 8,592.00
1000 9970 Noxious Weeds 16 13,884.13
1000 8971 Noxious Weeds 4 803.00
2400 9840 Lighting District 104 23,588.61
2500 9983 Street Maintenance 101 65,419.94
2550 9986 Curb, Gutter & Sidewalk-2012 3 5,181.06
2600 9860 Park Maintenance 108 2,219.88
3410 9980 Curb, Gutter & Sidewalk-1992 16 84,481.25
5210 9984 Curb Stop 0l 656.15
TEDTIFD TED Tax Increment Finance District 1 (1,066.66)

S 347,143.10

S:\shared documents\Tax Reports\CITY OF SHELBY DELINQUENT TAXES




Generic Employment Application

v" Please complete this application by typing or printing in ink. INCOMPLETE or UNSIGNED applications will not be considered.

We are an equal opportunity employer. We do not discriminate on the basis of race, religion, color, sex, age, national origin,
marital status, or disability.

v Do you need an accommodation to participate in the application or interview process? Fds  [No

Employer Job Order #
Jab Title
PERSONAL DATA
Name
Present Address City State Zip
Message Phone E-Mail Address
Drivers License: Operator[]  CDL[] CDL Type Endorsements
Are you a Veteran of Military Service [] Yes []No
| Ebucation
High School Diploma/GED/HISET? []Yes []No Post Secondary Degree? [ JAA [JBA [JMA []
Name of school beyond High School
Training Length Date Completed
Major Minor
WORK EXPERIENCE (List most recent work experience first)
Phone
Company Name Immediate Supervisor Complete Address
Job Street / P.O. Box City State Zip Code
Title Phone
Job Description (duties, skills, equipment used)
Dates: From mmvyy) - TO (mmiyy) Reason for leaving
| WORK EXPERIENCE
Company Name Immediate Supervisor Complete Address
Job Street / P.O. Box City State Zip Code
Title Phone

Job Description (duties, skills, equipment used)

Dates: From (mmyy) . TO (mm/yy) Reason for |eaViﬂg




| WORK EXPERIENCE ]

Company Name Immediate Supervisor Complete Address
Job Street / P.O. Box City State Zip Code
Title Phone

Job Description (duties, skills, equipment used)

Dates: From (mmyy) - TO (mmiyy) Reason for leaving

I ADDITIONAL INFORMATION THAT COULD HELP YOU QUALIFY FOR THIS POSITION I

Volunteer Work

Licenses, Certificates, special skills, etc.

I LIST REFERENCES (preferably persons who know about your work/training) l
Name Address Phone Number

The information that you provide on this application is  subject to verification. Falsifications or misrepresentations may disqualify you from
consideration for employment or, if hired, may be grounds for termination at a later date.
Do you want to be informed before we contact your present employer? []Yes []No

With my signature below (typed or written), | certify that all information on this and all attached pages is true, correct and complete to the best of
my knowledge and contains no willful falsifications or misrepresentations. | authorize all former employers to release job-related information
they may have about me and | release all persons or companies from any liability or responsibility for providing such information.

Signature: Date:
.y ficati — JOBf' smﬁfgff. &%, Montana Department of
i ication provided by: K .
B " seRvICE = T o e N S TRY

Rev. 06/14



EMPLOYMENT PREFERENCE FORM

Name
Position Applied For
Job Title Position No. Department Name

The Montana Veterans' Public Employment Preference Act and Persons with Disabilities Public Employment Preference Act

_allow eligible applicants to request a hiring preference when applying for a position with a public employer. Applying for a

preference is voluntary, and all information related to a preference will be kept confidential. Public Employers will only use
this information during the hiring process and will maintain the information in a separate confidential file. Applicants who wish
to claim an employment preference must complete and return this form along with their completed employment application.

Applicants requesting preference must provide the appropriate documentation along with their application to verify eligibility.

Contact the local Job Service Workforce Center for details on veterans' preference or the local Montana Vocational
Rehabilitation Services Office for details on obtaining a disability preference certification.

1. To claim Veterans' Employment Preference you must be a U.S. Citizen and (check one of the boxes below)

D A Veteran, if

1. you were separated under honorable conditions, AND

you served more than 180 consecutive days of active federal military duty other than for training in the Army, Air Force,
Navy, Marines, or Coast Guard or were a member of the reserves who served on federal military duty during a period
of war or in a campaign or expedition for which a campaign badge is authorized.

2. You are or were a member of the Montana Army or Air National Guard who satisfactorily completed a minimum of 6
years service in armed forces, the last 3 of which have been served in the Montana Army or Air National Guard.

[ ] ADisabled Veteran, if
1. you were separated under honorable conditions from military duty, AND
2. you have an established Armed Forces service-connected disability OR are receiving compensation, disability

retirement benefits, or pension from the U.S. Department of Veterans Affairs or military department, OR you have
received a Purple Heart.

D The spouse of a disabled veteran if the veteran's disability prevents him or her from working.
D The unremarried surviving spouse of a veteran or disabled veteran.

D The mother of a veteran, if

1. the veteran died under honorable conditions while serving in the Armed Forces, or the veteran has a service-
connected, permanent, and total disability, AND

2. your spouse is totally and permanently disabled, OR you are the unremarried widow of the father of the veteran.
2. To claim Montana Persons with Disabilities Employment Preference, you must be (check one of the boxes below):

[] A person with a disability certified by DPHHS, OR

[l The spouse of a totally (100%) disabled person certified by DPHHS AND have resided continuously in Montana for
at least 1 year immediately before applying for employment.

3. In the box below, check the attachment you have included to document your eligibility for employment
preference.

; EI DD-214 showing the character of discharge |:| Service-connected disability letter

D DPHHS Disability Certification D A document issued by the Office of the Adjutant General of
the Montana National Guard certifying service

SIGNATURE (typed or written): DATE SIGNED:

PD-25A (rev. 1/14)




EMPLOYEE NOTICE

This Personnel Policy manual is the property of the City of Shelby, Montana. It is assigned to you
during your term of employment with the City of Shelby, and must be returned in good order upon
your separation with the City.

You are responsible for the care and maintenance of this manual, and for properly inserting any
updates issued by the City of Shelby. The City may add to, subtract from and/or modify, at any time,
any of the policies contained in this manual. '

You are required to read, understand and comply fully with the contents of this manual, and any
updates that may be issued by the City of Shelby. If you have any questions about any of the
materials contained in this manual, you are to contact your immediate supervisor for clarification.

| also agree that by my acceptance of this Personnel Policy dated , Which
includes a Safety Policy dated and Drug & Alcohol Testing Policy dated
that | will abide by its provisions, specifically:

Adhering to safe work procedures

Wearing of protective equipment when required

Maintaining a workplace that is orderly and free of any recognizable hazard

Taking appropriate action to correct conditions that are unsafe or hazardous

| hereby acknowledge receipt of this Personnel Policy Manual, and understand my obligation to read,
understand and fully comply with the contents of the manual, and to properly insert any updates
issued by the City of Shelby. | also understand my obligation to care for the manual, and to return it
to the City in good condition upon my separation with the City.

Employee's Signature Date

| have also read and acknowledge my job description for the position of

Employee's Signature Date

Supervisor's Signature Date

iv.



SECTION | - GENERAL

1 The City of Shelby, as your employer, has the right to establish the requirements
of your employment. The City Council believes that the citizens of the City expect
and deserve quality and efficient services. In order to accomplish these

expectations, the City Council requires that you comply with all policies
established by the City of Shelby, and all City, County, State and Federal
regulations and laws. The City Council also requires that you perform all the
duties assigned by your supervisors. These duties may include those itemized in
your individual job description, and other duties as assigned. The City Council

requires that you perform your assigned duties in an efficient and professional
manner.

| 2. The City may add to, subtract from and/or modify at any time any of the policies
contained in this manual. In that event, the City will either notify you of such
changes by delivery of the modification or addition, by posting such notice, and/or

by issuing updates to this manual.

3 The following pages provide some general requirements of your employment.
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H. JOB RATING

1 Once points are awarded based on the six job analysis factors, the total
of those points are used to assign a grade to each position. The grading
process involves determining the relative value of a certain range of
peints. The grade computation system is found below.

e Job descriptions will be created for all newly created positions, and such
will be analyzed for the award of points and assigned a grade on the wage
scale.

k: GRADE COMPUTATION

Updated: 4/13/20l6danusry—15—203
POINTS GRADE POSITIONS
City Service Worker, General Office Clerk, General Office Clerk/Recreation
6-7 0
Attendant
8.9 1 City Service Worker, General Office Clerk |, Pump Attendant/Caretaker,
Recreation Attendant, Laborer (short term or temporary)
Animal Contral Officer/Recreation Attendant, City Service Worker 1, General
10-11 2 ;
Office Clerk |l
Animal Control Officer, Building Inspector/Pump Attendant & Caretaker, City
12-13 3 Service Worker 1l, Civic Center Manager, General Office Clerk Ill, Pool
Manager, Solid Waste Collector
City Service Worker Ill, Community Development Director, General Office Clerk
14-15 4 ;
IV, Mechanic
16-17 5 Building Inspector/Code Enforcement, City Service Worker IV, General Office
Clerk V, Landfill Operator
18-19 6 City Service Worker V, Deputy City Clerk, Recreation Director
20-21 7 Maintenance Foreman
22 + 8 City Finance Officer, City Superintendent, Planning Director
—POINTS- | -GRADE- - —ON-CALL-POSHIONS
4044 -2a - Ciy-Sepdee-orker!
1445 - g City-Sendce-WeorkertH-Mechanic—
4-64; “56-—; MM@F}M@BW i - i
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sloyees or applicants who believe they need a reascnable accommodation
to perform the essential functions of their job should contact the HR
Department to reguest such an accommcdation. The City will conduct an
investigation to identify the barriers that make it difficult for the
applicant or employee to have an equal opportunity to perform his or her
job. The City will then identify possible accommodations, if any, that
will help to eliminate the limitation or barrier. If the accommodation
is reasonable and will not impose an undue hardship on the City and/or a
direct threat to the health and/or safety of the individual or others,
the City will make the accommodation.

The City may also propose an alternative accommodation(s). The City is
not required to provide the accommodation preferred by the individual, to
reallocate essential job functions, or to provide personal use items
(i.e., eyeglasses, hearing aids, wheelchairs, etc.)

The City will also make reasonable accommodations for conditions related
to pregnancy, childbirth or related medical conditions, if requested
with the advice of the employee’s health care provider, as required by

law.
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K. VACATION LEAVE
1. Eligible Employees:

a. Permanent (an employee who is designated by the City as permanent and who
has attained or is eligible to attain permanent status) - Each permanent
full-time employee shall earn annual vacation leave credits from the
first day of employment. Vacation leave credits earned must be credited
at the end of each pay period. However, employees are not entitled to

CITY OF SHELBY PERSONNEL POLICIES a9,




5 Sick Leave Regquests:

a. It is City policy for employees to report illnesses to supervisors
or other department officials at the earliest possible moment.
Employees who do not report to work and fail to notify their
superviscor will be considered AWOL (Absent without Leave) and may
not be paid for the time off.

b. The City may require medical certification of sick leave charged
against any sick leave credits.

. Medical certification may also be required to certify that the
illness of a family member requires the immediate attention of the
employee.

d. Medical certification of maternity-related sick leave must be

obtained in the same manner and under the same conditions as
certification for other sick leave.

6. Conditions for Use of Sick Leave:

a. Illness

b. Injury

o Medical disability

d. Maternity-related disability

e. Quarantine resulting from exposure to contagious disease

£ Medical, dental or eye examination or treatment

. Necessary care of or attendance to an immediate family member, or
at the City's discretion, another person, for the above reasons.

h. Death or funeral attendance for an immediate family member, or at
the City's discretion, for another perscn.
(1) Death of Family Member: The immediate family shall be

defined as father, mother, sister, brother, spouse, children,
grandparents, grandchild, or immediate <family of spouse.
City employees shall be allowed a maximum of 16 hours
bereavement leave, at full pay, not charged against sick
leave, for absence from work, for each occurrence of death in
the employee's immediate family. Additional days may be
granted with the approval of the Department Head, and shall
be charged to accumulated sick leave or vacation or leave
without pay.

(2) Death of Employee: With the approval of the Department Head
or his/her duly authorized representative, employees may be
granted leave with pay, not to exceed four hours, toc attend
the funeral of a fellow employee or former city employee.

T BAbuse of Sick Leave: Misrepresentation of the actual reason for charging
an absence to sick leave 1s cause for dismissal and forfeiture of the
lump-sum payment. Chronic, persistent, or patterned use of sick leave

may be subject to progressive discipline. Absences improperly charged to
sick leave may, at the City' discretion, be charged to available
compensatory time or leave without pay. Annual leave may be used at the
mutual agreement of the employee and the City.

8. Lump-Sum Payment upon Termination: &An employee who terminates employment
with the City is entitled to a lump-sum payment equal to cne-fourth ()
of the pay attrlbuted to the accumulated 5lck leave, provided r7= Lhey

_____ ! calerll
The pay attrlbuted to the accumulated sick leave must be Computed on the
basis of the employes’s salary or wage at the time the employse
terminates employment with the City. Accrual of sick leave credits for
calculating the lump-sum payment provided for in this section begins July
1, 1871, Abuse of sick leave 1s cause for dismissal and forfeiture of
the lump-sum payments provided for in this section.

CITY OF SHELBY PERSONNEL POLICIES 53



P. MATERNITY LEAVE

L. It is City policy to allow female employees to be absent from work for up
to 90 days for maternity reasons including adoption.

2 A male employee may request sick leave to care for his family in cases of
the birth of a child.

o mem 3. Employees are asked to request the amount of maternity leave as far in
advance as possible. Employees are required to have a statement from a

physician that provides the approximate date of delivery and approval to
work throughout her pregnancy.

4. Employees may choose how and in which order maternity leave will be
recorded (sick leave, vacation leave or leave of absence without pay, if
necessary) .

55 If an employee intends to return to work six weeks or less after

delivery, a statement from her doctor certifying that she is fit for work
may be required by the Department Head or Mayor.

6. Women returning from maternity leave who wish to continue breastfeeding
or separate expression of milk for their child(ren) will be provided a
private space (other than a toilet stall) with suitable lighting and

electricity if necessary for pumping apparatus. The selection of the
space will be made on a case-by-case basis in consultation with the
employee. Standard break times will be primarily utilized with

additional unpaid break time provided as mutually agreed upon.
Additionally, the City will make every effort to provide suitable
facilities for milk storage during the employee’s daily work period. All
requirements listed in MCA 39-2-215, 39-2-216, 39-2-217, whether or not
specifically listed herein, will be complied with.

Q. JURY DUTY

Lix Employees will be allowed necessary time off without loss of pay for jury
duty or when summoned to appear or participate in any court case of

administrative proceeding, providing the employee is serving the Court
and is not a defendant.

2. Fees paid to the employee for such appearance shall be turned in to the
City Finance Officer or the employee may take annual leave or a leave

without pay and retain the fee. Employees may keep reimbursements for
parking, mileage, and meals.

3 Employees must notify their supervisor as far in advance as possible,

- MILITARY LEAVE (USERRA 38 USC Sec-4301-{4321] et seq)-as-well-as-all relevant state laws (te
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TRAVEL REIMBURSEMENT

1. This section outlines regulations for paying the expenses of employees
who are required to travel on City business.

a. Approval for Travel: Employees traveling on City business must
have approval by their immediate supervisor prior to leaving;

o7 Payment for Travel Expenses: Claims for reimbursement for travel
expenses will be recorded on the forms provided for such purposes
by the City Finance Officer, and submitted to the City Finance
Officer. Expenses incurred by the employee and approved by the
Audit Committee will be reimbursed with the next city claims. As a
minimum, lodging and miscellaneous expense receipts are required to
be attached to the voucher before reimbursement will be paid.
Receipts for meals are not required.

C. Reimbursable Expenses:
(1) One-day travel expenses: Travel and return in the same day:
Mileage if personal wvehicle is used. Expense for lunch and

dinner 1f employee 1s away from official station beyond
regular working shift;

(2) Multiple-day travel expenses: Mileage, meals, actual lodging
costs (for employee only), airfare, and taxi or other
transportation. Any miscellaneous expense related to work or
business travel;

(3) Registration or Tuition Fees;

(4) Long distance phone calls related to City business while in
travel status;

(5) Hotel accommodations shall be reasonable and shall be
reimbursed at actual and necessary cost. Accommodaticns
should be near the location of the conference of business
meeting.

2. Guidelines for Rates Allowed by the City:
a. Meals:
(1) In-state Travel: A per diem rate not to exceed the state

CITY OF SHELBY PERSONNEL POLICIES 58 .



AE.

regulations put forth by the Equal Employment Opportunity Commission, (EEOC).
The City of Shelby shall adhere to all relevant provisions of the Americans

with Disabilities Act, (ADA). The City of Shelby ensures equal employment
opportunity regardless of race, religion, color, creed, national origin, sex,
marital status, #fesmiii=t Veteran/Military status, political belief, age, or

mental/physical disability, (as defined by the ADA), unless such disability
effectively prevents the performance of the essential duties required of the
position and which are bona fide occupational qualifications that cannot be
accommodated without undue hardship to the City of Shelby. If an employee
believes that they have been subjected to discrimination, including harassment,

based upon any of these factors, they should immediately contact their

supervisor and pursue corrective action. If the employee feels they need to
resolve the prcblem by filing a grievance, they should pursue action through
the Grievance Procedures stated within the City’'s policy manual.

WELLNESS PROGRAM

The City of Shelby has made a commitment toward a wellness program for the

benefit of all permanent employees. Promoting physical activity and other

healthy behaviors among employees, the City of Shelby believes a wellness

program will create cost savings in reduced absenteeism, increased

productivity, increased staff morale and control rising health insurance costs.

e Annual Health Assessment - Each year employees who have the city’s health
insurance have the opportunity to take part in an annual health assessment at
no employee cost. The assessment includes a health assessment survey,
weight/BMI calculaticn/blood pressure/grip strength & flexibility test and
complete metabolic profile, CBC, lipid profile, TSH and optional PSA testing.
As a follow up to the assessment and blood draws, each person receives a
confidential personal summary of their health profile, health education
information and follow-up with a registered nurse. The profile is intended
to explain their test results and recommend follow-up.

e Physical Activity Facilities - Permanent employees have free access to the
Shelby Swimming Pool and Shelby Civic Center. The Swimming Pool is open 3
months out of the year offering lap swimming, water aerobics, swim lessons
and open swimming. The Civic Center is a multi-faceted recreation and
fitness center offering basketball and racquetball courts, a weight room
incorporating free weights as well as multi-functioning weight machines, two
fitness rooms featuring stair-steppers, treadmills, exercise bicycles,
elliptical trainers and stationary bicycles.

e Personal Training - Permanent employees have free access to personal training
and aerobic classes offered through the Shelby Civic Center, as well as

personal fitness programs designed for individual employees in relation to
the work they perform daily.

e "No Jive — Give Me Five” - The City of Shelby has an innovative weight
control and fitness program in “No Jive - Give Me Five” for employees who
have the city’s health insurance. The City will reimburse employees who have
the city’s health insurance $5.00 for every pound lost during the year.
Employees will weigh in each year during the annual health assessment and
again the following year to determine weight lost.

e Preventive Care Program - Employees who have the City’s health insurance have
free coverage for cancer screenings and related office visits, mammograms
every two years starting at age 40 to 49 and annually starting at age 50.

The preventative care program also offers pap tests and pelvic exams annually
starting at age 18; a coclonoscopy annually starting at age 50; and prostate
screening annually starting at age 50. The insurance also offers children’s
preventative care for children. The City of Shelby will also reimburse each
permanent employee for their annual birthday labs performed at the Marias
Medical Center. The City will also pay for an annual flu shot given by the
Toole County Health Nurse for all employees on the city’s health insurance.

e Employee Assistance Program - Employees who have the city’s health insurance
have free access to an Employee Assistance Program. Being healthy goes
beyond physical exercise and eating right. Emotional wellness, strong
personal relationships and positive attitudes are important building blocks
in your health that need to be maintained. Yet, at times we may feel unable
to resolve all the decisions, personal problems, family issues or career
difficulties we face. At such times, it’s a relief to have someplace to
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The City logo will be placed on the right front side and your name on the left.

Shirts - Work shirts must be purchased at any licensed business in Shelby and charged to
the City of Shelby.

The City logo will be placed on the right front side and your name on the left.

Coveralls - Coveralls (solid color work coveralls of a quality suited for rough
use) must be purchased at any licensed business in Shelby and charged to the City
of Shelby.

Footwear - Footwear must be purchased at any licensed business in Shelby, and
charged to the City of Shelby as follows: (l)Safety boots with steel or fiberglass
toe and slip resistant soles. Boot tops must be above the ankles. The boot, its
packaging, or receipt should clearly identify the boot as meeting the ANSI crush
and impact standards; (2) Insulated boots such as “sorrel” or “packs”; (3)
Overboots or Muck boots.

Gloves - Work gloves (suitable for rough use, lined or unlined) must be purchased
at any licensed business in Shelby and charged to the City of Shelby.

Hard Hats - Hard Hats must be purchased by new employees within the first six
months of employment to be eligible for up to a $30.00 reimbursement by the City.

TOOL ALLOWANCE

The City Service Worker/Mechanic position requires the emplcyee provide and
maintain a tool chest wvalued at $1,000 or more and shall be provided a tocl
allowance, toc be paid quarterly at a rate of $195 ($65/month).

The employee can be reimbursed for the actual cost of tool replacement up to the
above rate by providing receipts to the employer for eligible expenses. Any
unused tool allowance may not be carried forward to the next quarter or fiscal
year. The employee must provide a receipt before reimbursement can be made.

If an employee is off work for more than 90 calendar days on industrial accident,

disability leave, or leave without pay, the employee will not be eligible for
reimbursement for any tool expenses until the employee returns to work.

PUBLIC OFFICE LEAVE
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J. NONDISCRIMINATION-& SEXUAL HARASSMENT PREVENTION AND REPORTING

It is the policy of the City that harassment, based on a protected class
will not be tolerated. Each individual has a right to work in a '
professional atmosphere that promotes equal employment opportunities and
prohibits unlawful discriminatory practices, including harassment.

Therefore, employees are expected to act in a professional, cooperative
and respectful manner to all contacts.

'”it*is*the*pUthy46fﬂjﬁrfity‘tD—EnSUré—EQUHT—EmpIUyMEHt‘UppéftUﬁYEy'“—___
without discrimination or harassment on the basis of race, color,
religion, national origin, creed, sex, marital status, veteran/military
status, genetic history, political belief, age or disability both in or
outside the workplace, on or off shift, in person or via electronic
communication such as email, social media, etc.

Any employee who perceives a conversation or event as harassment, whether
the employee is involved or merely observing, should explain to the
offender in a calm, but firm manner that the action is perceived as
inappropriate and the employee wishes the behavior to stop. Should the
behavior continue, the employee should report the activity to their
immediate supervisor or the Mayor.

The City encourages reporting of all perceived incidents of discrimination
or harassment. It is the policy of the City to promptly and thoroughly
investigate such reports with due regard to confidentiality. The results
of the investigation will be communicated to the complainant and the
offender. Discipline will follow guidance found in the Discipline Policy.

A follow up review will be completed if harassment allegations have been
made to ensure the harassment has discontinued and all parties involved
are not subjected to retaliatory behaviors.

Definitions of Harassment
Sexual Harassment: According to the EEOC and Montana Human Rights Bureau,
sexual harassment may include, but is not limited to, unwelcome sexual

advances, requests for sexual favors, and other verbal or physical
advances of a sexual nature. For example:

e Occasions when such conduct, either explicitly or implicitly, is a term
or condition of employment

* Submission to, or rejection of, such conduct by an individual is used
as the basis for employment decisions affecting such individuals
* 5Such conduct has the purpose or effect of interfering with an

individual’s work performance or creating an intimidating, hostile or
offensive working environment.

Sexual harassment may include a range of subtle and not-so-subtle
behaviors and may involve individuals of the same or different gender.
Examples may include unwanted sexual advances or requests for sexual
favors; sexual jokes or innuendo; verbal abuse of a sexual nature;
commentary about an individual’s body, sexual prowess or sexual
deficiencies; gestures; suggestive objects of pictures or other physical,
verbal or wvisual conduct of a sexual nature.

Other Harassment: Harassing behavior based on any other protected
characteristic. For example: verbal, written or physical conduct that
denigrates or shows hostility or aversion toward another because of
his/her race, color, religion, national origin, creed, sex, marital
status, genetic history, sexual orientation, political belief, age or
disability

Retaliation
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K.

RESIGNATION AND RETIREMENT

"Resignation" is a termination actiocn that is initiated by the employee, and
the following rules shall apply:

L.

a. An employee who intends to resign from a position with the City must
submit a letter of resignation to the City Finance Officer stating the
effective date and the reason for the resignation;

b. Employees shall give at least 14 days notice before

leaving.
Supervisors shall give at least 30 days notice.

o Failure to comply with this policy may be cause for denying an employee
future re-employment.

d. The employer cor employee may request an exit interview.

The employee's final paycheck will be issued at the next regular
payroll period, during which the employee was separated from employment

or fifteen calendar days from the date of separation, whichever occurs
first.

"Retirement" 1s a termination action that is initiated by an employee who
meets the basic eligibility requirements of his/her appropriate retirement
system, and the following rules shall apply:

a. Any employee who is planning to retire from City employment is required to
submit a letter of intention to the City Finance Officer at the earliest
possible date. The employee should be aware that some retirement systems

take several months to review a case before compensation is released to a
retired person.

b. The employer or employee may conduct an exit interview.

The employee's final paycheck will be issued at the next reqular payroll
pericd during which the employee was separated from employment or fifteen
days from the date of separation, whichever occurs first.

LAWSUITS AGAINST THE CITY

1.

2)

The Mayor or City Attorney are the only authorized employees to accept any
legal process served against the City. If an employee 1is approached by a
process server, the employee should direct the server to the City Finance
Officer without accepting or signing anything.

Bn employee should not discuss any aspect of a situation that is subject to a

lawsuit or hearing without first consulting the City Attorney and/or his/her
supervisor.

INTERNET USE

In any specific situation, each individual's judgment of appropriate conduct is
relied upon. Guidelines include the following:

Employees should not do anything with City Internet access resources that would
otherwise be considered illegal or grossly inappropriate.
playing games, sending non-City business mass mailings, and running a private
business are obvious examples.
An employee wasting City time on personal interests using Internet access is
not appropriate. There are plenty of fascinating sites to explore; but City time
should be spent conducting City business. Personal use is to be limited to time
when the employee 1s not providing paid services to the City of Shelby.

All existing laws and City of Shelby policies apply to your conduct on the
Internet especially those that deal with intellectual property protection, privacy,
misuse of City resources, sexual harassment, data security and confidentiality.

CITY OF SHELBY PERSONNEL POLICIES
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SECTION V - DISCIPLINE & DISCHARGE

The City of Shelby as the employer has the right to discipline and or discharge
employees as the situation warrants and subject to the provisions of City policy
and the rules and regulations of state and federal statute, when the City finds
sufficient cause for such actions.

"Discipline”™ 1is for purposes of correcting inappropriate acts or practices.
Discipline can take the form of verbal and/or written disciplinary action with or

without pay, demotions in employment rank (reduction in the time credited for
service with the City), reduction in grade and/or assignment, and other acts.

"Discharge" is the complete involuntary separation from employment, made necessary
because of the severity of the act or practice, or because a form or forms of
discipline did not correct the totality of the employee's inappropriate act(s) or
practice(s).

The City of Shelby has the right to discipline or terminate a newly hired employee
during his/her original probationary period with the City.

Non-probationary employees may appeal all forms of discipline and discharge through
the grievance procedure, and suspensions without pay and discharge to final and
binding arbitration.

DISCIPLINE
The City of retion, may investigate and take alsc1pllndry
action upon cted viclation of federal, state or local laws,
City of She ulations, emplc conduct /behavior/performance
standards, Les, Or 6k r uct not in the best interests of
Ehe Citsy. the Mayor or Finance Officer or their designee
will notify suspected viclation and will then perfwrm an
investigation. hJIagej on 11m1n;>1ra‘1\e leave (with or without

pendinjrinvestigatiQQ.

employee will be notified in writing of the suspected vioclation or

nduct, will be included in the in tigative process and allowed to share

1eir account of the susg ed violation or misconduct in question before

r
(7}
]
=
]
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discipline is
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the Mayor or Finance Officer
including emg 3s

1 ~an_atten their
choosing b» prast 1 attendee will permitted to
observe only and will no ate in the interview.
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Suspension (with or without pay)
The supervisor aﬁd/,r WajJr or Finance Officer will mset with
‘ € 1issu tions moving forward and the =
o ly with the stated expectations. The summ
ion required and the dates and conditions of the
letter to the employee. Ths employe= and ths
——= hatteststhat the mesting TooKk pliass, —hat
the corrective action regquired. The
s personnel fils,

Demotion - Loss of Duty

The supervisor and/or Maycr or Finance Officer will meet with the employse
explain the issue(s), the expectations moving forward and the consequences

the employse not conform or comply with the stated expe

ctat ions. The summary of
the issue(s), the corrective action required and the specific conditions of tne
demoticon will be presented in a letter to the employse. The employes and the
supervisor will sign the summary which attests that the meseting took place, that
the employee understocd the proolam and the corrective action required. The

summary will be placed in the employee’s personnel file

Termination

If the City determines that the appropriate disciplinary action is termination,
Regular, Non-Probationary employees will receive a letter that documents the
problem and summarizes the results of the investigation. The letter will detail
the cause and date of discharge The letter shall alsoc include a copy of the
Grievance Procedure Policies. The supervisor and/or Mayor or Finance Officer
will meet with the employee and provide him/her with the letter. The letter will

be placed in the employee’s personnel file. All terminations must be approved by
the Mayor or Finance Officer.

He
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B. DISCHARGE FINAL PAYCHECK FOR DISCHARGED EMPLOYEE

x| P2y ] vy
= Txit CHpToy

immediato by GBeR S S —Beneflt cash outs shall be J_ssueci only w1th the
approval of the Mayor “and City Council who may determine that because the
employee was terminated for punitive reasons, some or all cash-outs are
forfeited.
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E

ST AH LY www.seaens.com Engineers and Land Surveyors

3530 Centennial Drive, Helena, MT 59601 | phone: 408-442-8594 | fax: 406-442-8557
W@' 851 Bridger Drive, Suite 1, Bozeman, MT 59715 | phone: 406-522-8594 | fax: 406-522-9528
CIRTY, 404 West Broadway, Lewistown, MT 59457 | phone: 406-535-8594

Memo

Date: 01/14/2016

Subject: Examining Land Surveyor Certification
To: Interested Parties

From: Dan Stahly, Stahly Engineering

Hi All,

The review service that Stahly Engineering performs includes Examining Land Surveyor
review and approval. As such, we've been advised that in addition to our typical review
and approval process, we need certify our review on the plat or certificate of survey per
76-3-611, MCA. Most surveyors are already printing this certification on their plats and

COS's so | don't anticipate much of a change needed on their end of things.

Here’s the good news: I've spoken with MACo/JPIA legal counsel and have been told that
the certification can be signed by County or City Clerks on my behalf. So as long as there
is a corresponding Document Approval Form, we will follow the policy of signing for me.
This is critical because it prevents the mylars from having to be mailed, which adds
unnecessary time to the review, approval, and filing process. Below is an example of the
certification:

Certification of Examination
Checked for errors and omissions in drafting and calculations
This Day of 20

1

Thanks and please don't hesitate to contact myself or Molly with any questions or
concerns.

R:\Planning\Subdivision Administration\ELS Review Tools\ELS Cert Memo.docx
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this survey.
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PURPOSE OF SURVEY

To relocate common boundaries between lots in a platted subdivision, and dedicate streets to public use.

LEGAL DESCRIPTION

Tracts 1A, 7A-1, 8A, 9, 11A, and 12A, Shelby Industrial Park Addition to the City of Shelby, located in the

SE1/4SE1/4 of Section 27, Township 32 North, Range 2 West, P.M.M., Toole County, Montana, according to

the records on file in the office of the Clerk & Recorder.

Together with and subject to all easements, restrictions, rights-of-way, reservatons, and exceptions

existing or of record.

Together with and subject to a 20 foot wide sanitary and stormwater sewer easement as shown herein
and in SRF Project C301225.

CERTIFICATE OF CITY/ COUNTY PLANNING BOARD

I, the undersigned, Chairman of the City/County Planning Board, do hereby certify that this
Amended Subdivision Plat of Shelby Industrial Park Addition has been submitted for examination
and has been reviewed and approved.

DATE:

CHAIRMAN
CITY/COUNTY PLANNING BOARD

CERTIFICATE OF APPROVAL, CITY COUNCIL

I, the undersigned, Chairman of the Shelby City Council, do hereby certify that this

Amended Subdivision Plat of Shelby Industrial Park Addition has been submitted for examination
and has been reviewed and approved.

DATE:

CHAIRMAN
SHELBY CITY COUNCIL

CERTIFICATE OF APPROVAL AND DEDICATION, CITY OF SHELBY

The City of Shelby does hereby certify that it has examined this Subdivision Plat and having found it
to conform to law, approves this Subdivision Plat and hereby accepts the dedication to public use of
all streets and alleys described and shown on this plat as being dedicated to such use.

DATE:

MAYOR, CITY OF SHELBY

ATTEST:

CITY ATTORNEY

CERTIFICATE OF EXAMINING LAND SURVEYOR
On behalf of the Governing Body, this document has been examined for errors
and omissions in calculation or drafting pursuant to 76-3-611(2)(a), MCA.

Dated this day of ,2016.

(Signature) Dan Stahly, PLS

NOTE: CITY OF SHELBY OWNS ALL TRACTS, THEREFORE THERE ARE NO TAXES OR ASSESSMENTS LEVIED.

CERTIFICATE OF TREASURER

l, , County Treasurer of Toole County, Montana, do hereby

certify that all real property taxes and special assessments assessed and levied on the land
to be subdivided have been paid.

Dated this day of , 20

Toole County Treasurer

STATE OF MONTANA)

SS
County of Toole)
Filed for record this day of ,20__ ,at o'clock __M.
Clerk and Recorder Deputy
On the basis of my knowledge, information, and belief,
| certify that as a result of a survey made on the ground COUNTY SANITARIAN
to the normal standard of care of Professional Land
Surveyors practicing in the State of Montana, | find that
the premises described and marked as shown on the subjoined Survey Commissioned by the City of Shelby
plat is in conformance with the Subdivision and Platting Act, FIELD WORK DONE: February, March, April 2016
(Sec. 76-3-101 thru 76-3-614, M.C.A.). ’ ’
DUBOIS SURVEYING SHEET
115 PLUM STREET 1 OF
SHELBY, MT 59474 1
434-9367 SHEETS
Date Guy G. Dubois e
y FOR: City of Shelby OWNER: City of Shelby
10155LS




Lorette Carter
CITY OF Community Development

112 1t Street South
Shelby, MT 59474
(408) 424-8799

M O NTAN A (408) 450-4067

Fax: (406) 424-8413
www.shelbymt.com

April 7, 2016

NCMEDD dba Sweetgrass Development
Ms. Sarah Converse, Executive Director
521 1st Avenue NW

Great Falls, MT 59404

Dear Ms. Converse:

On behalf of the City of Shelby, we would like to express our support for the
North Central Montana Economic Development Districts’ (NCMEDD)
application for a VISTA through Rural Dynamics Incorporated.

The Comprehensive Economic Development Strategies will provide a road map
for their efforts for the next five years. Assistance with identifying need,
planning and implementing the goals and objectives for our five county region.
The economic development capacity that a regional organization provides is a
great benefit to all citizens within the region, to create jobs, provide community
development opportunities and increase the quality of life. Increasing wages

and employment leads to a greater tax base and a more desirable destination
for new industry.

NCMEDD has been a very active and beneficial organization for the area and
we would like to see their efforts continue in the region, success of these
planning efforts is key to the viability and sustainability of the rural areas in
our region. Please keep us informed as the process continues. We look
forward to our continued participation and partnership with NCMEDD.

Sincerely, _
67« ol e Ccu\J A

Lorette Carter, Community Development Director
City of Shelby

Cc: Larry Bonderud,‘ Mayor
Shelby City Council



CITY OF SHELBY
MONTHLY ANIMAT, CONTROL REPORT
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/Rl Cortrol Officer.

e City Superintendent
City Council (deliver to City Hall 1st of month)
Animal Control file

I:\My Documents\Animal Control\1ANI.06.doc
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Date
1/09

2/3
2/4

373

«Shelby Fire Dept. 2016 1st Quarter Report

Incident

221 7® Ave. S.

False alarm

101 Main St.

False alarm

101 Main St.

False alarm

976 Hill St.

Veh. acc. with injuries

Resources 7
2 engines, 7 personnel

2 engines, 25 personnel
2 engines, 25 personnel

2 engines, 12 personnel



South Toole County Fire Dept. 2016 1st Quarter Report

Date Incident Resources '

1/04 115 MM 351 4 engines, 22 personnel
Veh. acc. without injuries '

1/13 1379 F Bridge Rd. 5 engines, 17 personnel
Trash fire

2/6 I15 MM 354 4 engines, 15 personnel
Veh. acc. without injuries

3/5 Hwy 2 & Wiegand Rd. 3 engines, 14 personnel

: False alarm

3/19 Santa Rita Hwy 3 engines, 16 personnel
Structure fire

3/27 Hwy 2 MM 300 4 engines, 16 personnel
Veh. acc. with injuries

3/29 Hwy 2 Homesteader Hill 1 engine, 11 personnel

Vebh. fire
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