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CITY COUNCIL MEETING
PACKET

FOR
Tuesday, June 18, 2024

Sherwood City Hall
22560 SW Pine Street
Sherwood, Oregon

5:30 pm City Council Executive Session
(ORS 192.660(2)(i), Performance Evaluation and ORS 192.660(2)(e), Real Property Transactions)

6:00 pm City Council Work Session

6:30 pm Community Enhancement Program (CEP) Committee Mtg.
(See CEP Meeting Agenda)

7:00 pm City Council Regular Meeting

URA Board of Directors Meeting
(Following the Regular 7:00 pm City Council Meeting)

This meeting will be live streamed at
https://www.youtube.com/user/CityofSherwood
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5:30 PM CITY COUNCIL EXECUTIVE SESSION
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ﬂ> SHERWOOD CITY COUNCIL

and 192.660(2)(e), Real Property Transactions)

1. ORS 192.660(2)(i), Performance Evaluation

(Sebastian Tapia, Interim City Attorney) 6:30 pm Community Enhancement
2. ORS 192.660(2)(e), Real Property Transactions Program (CEP) Cpmmittee Mtg.
(Sebastian Tapia, Interim City Attorney) (See CEP Meeting Agenda)
6:00 PM CITY COUNCIL WORK SESSION 7:00 pm City Council Regular Session

6:00 pm City Council Work Session

1. City Manager Next Steps (Sebastian Tapia, Interim City Attorney)

6:30 PM COMMUNITY ENHANCEMENT PROGRAM (CEP) MEETING

URA Board of Directors Meeting
(Following the 7:00pm City Council Meeting)
(See URA Board Meeting Agenda)

1. See CEP Meeting Agenda Sherwood City Hall
22560 SW Pine Street
7:00 PM REGULAR SESSION Sherwood, OR 97140
This meeting will be live streamed at
1. CALL TO ORDER https://www.youtube.com/user/CityofSherwood

2. PLEDGE OF ALLEGIANCE

3. ROLL CALL

4. APPROVAL OF AGENDA

5. CONSENT AGENDA

A.
B.

Approval of June 4, 2024, City Council Meeting Minutes (Sylvia Murphy, City Recorder)
Resolution 2024-038, Reappointing Michelle Nedwek to the Sherwood Cultural Arts
Commission (Chanda Hall, Arts Center Manager)

Resolution 2024-039, Approving the City Investment Policy and Authorizing Investments
(David Bodway, Finance Director)

Resolution 2024-040, Certifying the Provision of Certain Municipal Services in Order to
Qualify the City to Receive State Revenues (David Bodway, Finance Director)

Resolution 2024-041, Authorizing the City Manager Pro Tem to execute a construction
contract for the Downtown Streetscapes Phase 1 Furnishing Repainting Project

(Jason Waters, City Engineer)

Resolution 2024-042, Adopting the City of Sherwood Employee Handbook 2024

(Lydia McEvoy, HR Director)

Resolution 2024-043, Authorizing City Manager Pro Tem to sign an MOU with American
Federation of State, County and Municipal Employees (AFSCME) Local 1777 regarding
Workers Compensation (Lydia McEvoy, HR Director)

Resolution 2024-044, Authorizing the City Manager Pro Tem to sign an MOU with Sherwood
Police Officers Association (SPOA) Regarding Workers Compensation

(Lydia McEvoy, HR Director)
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6. CITIZEN COMMENTS

7. PRESENTATIONS
A. Patriot Award Presentation (Tim Rosener, Mayor)

8. NEW BUSINESS

A. Resolution 2024-045, Adopting the Capital Improvement Plan (CIP) for FY2024-25
(Craig Sheldon, City Manager Pro Tem)

9. PUBLIC HEARINGS

A. Resolution 2024-046, Declaring the City’s Election to Receive State Shared Revenues
(David Bodway, Finance Director)

B. Resolution 2024-047, Adopting a Schedule of Fees as authorized by the city zoning and
community development code, establishing fees for miscellaneous city services and
establishing an effective date (David Bodway, Finance Director)

C. Resolution 2024-048, Adopting the FY2024-25 budget of the City of Sherwood, making
appropriations, imposing and categorizing taxes, and authorizing the City Manager to take
such action necessary to carry out the adopted budget (David Bodway, Finance Director)

10. CITY MANAGER REPORT

11. COUNCIL ANNOUNCEMENTS

12. ADJOURN TO URA BOARD OF DIRECTORS MEETING

How to Provide Citizen Comments and Public Hearing Testimony: Citizen comments and public hearing testimony may be provided in person, in writing, or by
telephone. Written comments must be submitted at least 24 hours in advance of the scheduled meeting start time by e-mail to Cityrecorder@Sherwoodoregon.gov and
must clearly state either (1) that it is intended as a general Citizen Comment for this meeting or (2) if it is intended as testimony for a public hearing, the specific public
hearing topic for which it is intended. To provide comment by phone during the live meeting, please e-mail or call the City Recorder at Cityrecorder@Sherwoodoregon.gov
or 503-625-4246 at least 24 hours in advance of the meeting start time in order to receive the phone dial-in instructions. Per Council Rules Ch. 2 Section (V)(D)(5), Citizen
Comments, “Speakers shall identify themselves by their names and by their city of residence.” Anonymous comments will not be accepted into the meeting record.

How to Find out What's on the Council Schedule: City Council meeting materials and agenda are posted to the City web page at www.sherwoodoregon.gov, generally
by the Thursday prior to a Council meeting. When possible, Council agendas are also posted at the Sherwood Library/City Hall and the Sherwood Post Office.

To Schedule a Presentation to the Council: If you would like to schedule a presentation to the City Council, please submit your name, phone number, the subject of
your presentation and the date you wish to appear to the City Recorder, 503-625-4246 or Cityrecorder@Sherwoodoregon.gov

ADA Accommodations: If you require an ADA accommodation for this public meeting, please contact the City Recorder's Office at (503) 625-4246 or
Cityrecorder@Sherwoodoregon.gov at least 48 hours in advance of the scheduled meeting time. Assisted Listening Devices available on site.
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SHERWOOD CITY COUNCIL MEETING MINUTES
22560 SW Pine St., Sherwood, Or
June 4, 2024

WORK SESSION

CALL TO ORDER: Council President Young called the meeting to order at 5:34 pm.

COUNCIL PRESENT: Council President Kim Young, Councilors Keith Mays, Taylor Giles, Renee Brouse,
Doug Scott, and Dan Standke. Mayor Tim Rosener was absent.

STAFF PRESENT: City Manager Pro Tem Craig Sheldon, Assistant City Manager Kristen Switzer, Interim
City Attorney Sebastian Tapia, Public Works Utility Manager Rich Sattler, Police Chief Ty Hanlon, IT Director
Brad Crawford, Finance Director David Bodway, HR Director Lydia McEvoy, Records Technician Katie
Corgan, Economic Development Manager Bruce Coleman, City Engineer Jason Waters, and City Recorder
Sylvia Murphy.

. TOPICS:

A. Sherwood West Pump Station Update

City Manager Pro Tem Craig Sheldon stated that this work session was to discuss putting in a pump station
by the property on Roy Rogers and explained that Clean Water Services (CWS) had completed several
renderings for Council’s consideration. He stated that CWS needed to know if Council wanted to move
forward or not by the end of the work session. CWS representatives Andy Braun, Joe Gall, Jeff Hart, and
Chris Faulkner introduced themselves and Mr. Braun explained that CWS wished to support the growth of
Sherwood West through infrastructure needs. Jeff Hart presented the “Chicken Creek Pump Station”
PowerPoint presentation (see record Exhibit A) and explained that the purpose of this work session was to
reach a consensus on next steps regarding the construction of a pump station on city property. He provided
an overview of CWS and pump stations and reported that CWS currently had 44 pump stations within
Washington County. He explained that CWS was responsible for the operation and maintenance of its pump
stations. He outlined that a new pump station was needed to provide sewer service for the planned expansion
of Sherwood city limits, the decommission of an aging trunk sewer through the Tualatin River National Wildlife
Refuge, and the upgrading and optimization of the Sherwood Pump Station. He explained that the current
pipeline and pump station did not have the capacity to handle the forecasted growth of the Sherwood West
area over the next 20 years. He explained that the pipeline that traversed the Tualatin River National Wildlife
Refuge was aging and was difficult to maintain. Mr. Hart explained that a new pump station would alleviate
the outlined issues. The new pump station would capture the flow from the Brookman area and potentially
the urban reserve area. He outlined that constructing a new pump station would expand Sherwood's path
network and trail access, the pump station would be integrated to connect the natural environment and
essential public infrastructure, and a public amenity would be enhanced while creating an educational
opportunity for the community. He noted that restrooms and a parking area could be constructed alongside

City Council Minutes 4
June 4, 2024
Page 1 of 7



DRAFT
the pump station to help add a public benefit. Mr. Hart provided an overview of the city’s trail plan/network
near the potential pump station site on pages 7-8 of the presentation. Councilor Scott asked if the existing
Sherwood pump station would still be utilized if a new pump station was constructed and Mr. Hart replied
that it would still be utilized. Councilor Scott asked if the existing pump station could be upgraded to handle
a higher capacity and Mr. Hart explained that the existing pump station’s capacity could be upgraded, but
the waste would not be able to reach the existing pump station due to the limitations of the gravity pipeline.
He provided an overview of the rendering of a potential site layout. He outlined that the pump station would
be roughly 7,500 square feet in size and would include a parking lot, restroom facilities, a play area, and an
open space. He provided an overview of the Dawson Creek Pump Station on page 10 of the presentation
and explained that the new pump station could be similar in design. He outlined how a pump station worked
and explained that there was an extensive odor control system in place and the station would abide by city
noise ordinances. Mr. Hart provided an overview of the various pump station architectural styles on pages
12-13 of the presentation. Councilor Mays commented that this was potentially forcing the city’s hand in
deciding how this space would be utilized. He explained that Council had not had the opportunity to discuss
what could be done with this property beyond leveraging its natural areas. He asked how much CWS would
pay the city for the property and CWS staff replied that they estimated they would pay around $824,000.
Councilor Mays stated that he supported building out and ensuring that the city’s waste was handled but he
wanted to make certain that the site offered parking, bathrooms, other amenities, and “significant” money for
the property if the city were to proceed. Councilor Scott commented that a park was one of several options
for the space and stated that he would like to see a more fleshed out plan and that bathrooms and a parking
lot were required. He asked that city staff and/or the Parks and Recreation Advisory Board provide input on
the types of amenities that would be suitable for the site. Councilor Standke commented he liked that the
external design of the pump station was so customizable. Councilor Scott asked that staff have final sign off
on the design of the pump station. Councilor Giles commented that his biggest concerns were noise, odor,
aesthetics, and ensuring that the trees were kept. He referred to the potential park and stated that the city
was looking to provide different play opportunities throughout the city and commented that there was already
a traditional park close to this site. He stated that he supported the project. Councilor Mays asked that a
maintenance agreement be drafted to clearly define CWS’ obligations. Councilor Scott commented that the
property was highly visible and in a prime location. Council President Young stated that she agreed with
other Councilor's comments regarding the necessary aesthetics of the new pump station and asked that city
staff work with CWS to determine more details on the project.

4. ADJOURN:
Council President Young adjourned the work session at 6:03 pm and convened a Community Enhancement
Program (CEP) meeting. See CEP meeting records. The City Council’s regular meeting started after the CEP

meeting.

REGULAR SESSION

1. CALL TO ORDER: Council President Young called the meeting to order at 7:11 pm.

2. COUNCIL PRESENT: Council President Kim Young, Councilors Keith Mays, Taylor Giles, Renee Brouse,
Doug Scott, and Dan Standke. Mayor Tim Rosener was absent.

3. STAFF PRESENT: City Manager Pro Tem Craig Sheldon, Assistant City Manager Kristen Switzer, Interim
City Attorney Sebastian Tapia, Community Development Director Eric Rutledge, Public Works Utility
Manager Rich Sattler, Police Chief Ty Hanlon, IT Director Brad Crawford, Finance Director David Bodway,
HR Director Lydia McEvoy, and City Recorder Sylvia Murphy.
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4. APPROVAL OF AGENDA:

MOTION: FROM COUNCILOR GILES TO AMEND THE AGENDA, MOVING PRESENTATIONS BEFORE
CITIZEN COMMENT. SECONDED BY COUNCILOR MAYS. MOTION PASSED 6:0; ALL PRESENT
MEMBERS VOTED IN FAVOR (MAYOR ROSENER WAS ABSENT).

MOTION: FROM COUNCILOR MAYS TO APPROVE THE AMENDED AGENDA. SECONDED BY
COUNCILOR BROUSE. MOTION PASSED 6:0; ALL PRESENT MEMBERS VOTED IN FAVOR (MAYOR
ROSENER WAS ABSENT).

Council President Young addressed the next agenda item.
5. CONSENT AGENDA:

Approval of May 21, 2024, City Council Meeting Minutes

Resolution 2024-033, Reappointing Diane Foster to the Sherwood Police Advisory Board
Resolution 2024-034, Reappointing Mike Schultz to the Sherwood Police Advisory Board
Resolution 2024-035, Reappointing Richard Amicci to the Sherwood Police Advisory Board
Resolution 2024-036, Reappointing Jason Wuertz to the Sherwood Traffic Safety Committee
Resolution 2024-037, Reappointing Tony Bevel to the Sherwood Traffic Safety Committee

mmoow»

MOTION: FROM COUNCILOR BROUSE TO APPROVE THE CONSENT AGENDA. SECONDED BY
COUNCILOR MAYS. MOTION PASSED 6:0; ALL PRESENT MEMBERS VOTED IN FAVOR (MAYOR
ROSENER WAS ABSENT).

Council President Young addressed the next agenda item.
6. PRESENTATIONS:
A. Recognition of 2024 Robin Hood Festival Association Maid Marian Court

Jessica Mulkey came forward and introduced the court members and provided a brief bio for each member.
The Council presented Maid Marian Rileigh Petty and Court members Sophie Fletcher, Madeline Lapp,
Samantha Russell, Hazel Helmick, Cora Lotsberg, Eloise McKinney, and Aylin Thompson with certificates.

Council President Young addressed the next agenda item.
7. CITIZEN COMMENT:

Sherwood resident Jim Claus came forward and spoke on exhausting administrative remedies and reaching
finality. He spoke on the city’s record destruction policies and stated that there were issues with the Urban
Renewal District. He spoke on the spending of public money in the Urban Renewal District and Old Town.
He stated that citizens would need to turn to federal agencies to prosecute “waste, fraud, and abuse of public
money.” He spoke on sign regulations. He stated that the city did not hold public meetings because citizens
were not given the opportunity to provide feedback. He spoke on waste, fraud, abuse of public money,
restraint of trade, restrictions to the 14" Amendment, the Tucker Act, and Title 42 USC 1983.

Sherwood resident Susan Claus came forward and stated that it was a mistake to “clear the meetings and
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to discourage citizens involvement.” She stated that this did not mean that the citizens did not care, it meant
that people did not want to show up and be “harassed.” She referred to the Urban Renewal District, $166
million and spoke on home rule charter and citizen oversight. She stated that Council was not open to citizen
input, which troubled her, and she spoke on the wildlife refuge. She referred to the Highway 99W pedestrian
bridge and stated that the bridge only served to extend the skate park. She stated that the cost of the
construction of the pedestrian bridge was taking away the city’s ability to pay for other projects. She referred
to city boards and committees and stated that they only served to make recommendations to Council, but
Council could change any part of their recommendations. She referred to the previous Urban Renewal District
and Sherwood Center for the Arts and spoke on the need for citizens to have more input into Council
decisions.

Sherwood resident Mike Lowry came forward and stated that he agreed with Jim and Susan Claus and
expressed his displeasure with Council. He explained that he felt unsafe as a pedestrian in town due to the
speeding of drivers. He stated that Council “did not take the time” and asked that Council be more aware of
the issue. He stated that he was “ashamed of the City of Sherwood.”

Council President Young addressed the next agenda item.
8. CITY MANAGER REPORT:

City Manager Pro Tem Craig Sheldon reported that the three design concepts for the Murdock Park Master
Plan would be published on the city’s website and the city was seeking public feedback on the designs. He
reported that Crusin’ Sherwood would be held on June 15™.

Council President Young addressed the next agenda item.
9. COUNCIL ANNOUNCEMENTS:

Councilor Mays gave his kudos to City Manager Pro Tem Sheldon and city staff and spoke on the budget
process.

Councilor Scott reported that the Parks and Recreation Advisory Board had several vacancies and
encouraged residents to apply. He reported that he attended the most recent Parks and Recreation Advisory
Board.

Councilor Standke reported that the Planning Commission did not meet last week and reported that there
was a vacancy on the Commission. He thanked city staff for their work on the budget.

Councilor Brouse reported she would attend the upcoming Water Consortium meeting. She reported that
Cruisin’ Sherwood was seeking volunteers to help with the event.

Councilor Giles reported on his attendance at the most recent Sherwood School District meeting where the
new Superintendent was announced. He encouraged citizens to reach out to Council to provide feedback.

Council President Young reported on her attendance at the Region 1 Commission on Transportation meeting
where they heard an update on summer projects. She gave her kudos to city staff for their work on the budget
process.

10. ADJOURN:
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Council President Young adjourned the regular session at 7:43 pm and convened a work session.

WORK SESSION

CALL TO ORDER: Council President Young called the meeting to order at 7:45 pm.

COUNCIL PRESENT: Council President Kim Young, Councilors Keith Mays, Taylor Giles, Renee Brouse,
Doug Scott, and Dan Standke. Mayor Tim Rosener was absent.

STAFF PRESENT: City Manager Pro Tem Craig Sheldon, Assistant City Manager Kristen Switzer, Interim
City Attorney Sebastian Tapia, Community Development Director Eric Rutledge, Public Works Utility
Manager Rich Sattler, Police Chief Ty Hanlon, IT Director Brad Crawford, Finance Director David Bodway,
HR Director Lydia McEvoy, and City Recorder Sylvia Murphy.

. TOPICS:

A. Employee Manual Review

City Manager Pro Tem Craig Sheldon recapped that the goal was to implement the new employee handbook
by July 1%t to coincide with the new AFSCME contract. HR Director Lydia McEvoy presented the “City of
Sherwood Proposed Employee Handbook 2024” PowerPoint presentation (see record, Exhibit B.1) and
referred to the “Employee Handbook 2024” (see record, Exhibit B.2), “Use of City Email and Electronic
Equipment and Services Policy” (see record, Exhibit B.3), and extracted pages from the 2024 Employee
Handbook (see record, B.4) handouts. She explained that the documents in front of Council had been edited
since they were previously sent to Council via email (see record, Exhibit C and Exhibit D). Ms. McEvoy
outlined that the 2024 employee handbook contained a combination of the approved 2012 City of Sherwood
handbook, the 2018 draft employee handbook, the 2020 draft employee handbook, existing stand-alone
policies, and the 2024 CIS recommended and approved employee handbook. She recapped that the 2024
handbook was a complete overhaul of the 2012 employee manual and provided an overview of the key
changes to the manual on page 3 of Exhibit B.1. She addressed the “Proposed Policies/Sections Added”
slide of Exhibit B.1 and explained that the non-highlighted items were sections of the draft handbook that
were included in the CIS recommended handbook and/or sections that had not been edited beyond updating
verbiage. She explained that the green highlighted sections mirrored AFSCME policy and was new to the
handbook but was included in the collective bargaining agreement. She addressed the Telecommuting Policy
and reported that this was new to the handbook and was not a CIS policy. She stated that this policy had
been overseen by previous HR leadership and the City Attorney and the policy had been discussed with the
city’s senior leadership team. She outlined that the policy clarified that working from home was “not a right”
and was a discretionary policy that was subject to certain rules and frameworks. Councilor Mays asked if
staff had reviewed other local municipalities’ policies and Ms. McEvoy replied that she had, and discussion
occurred. Councilor Mays asked if Council should adopt the telecommuting policy separately. Councilor Scott
asked if the policy should be adopted on a temporary basis instead and HR Director McEvoy explained that
the policy stated that it could be revoked at any time. Councilor Giles referred to the “Ad-hoc” section of the
telecommuting policy and asked for clarification. Ms. McEvoy explained that it meant that an employee who
had a city-issued laptop could work from home in the event of an unforeseen circumstance that kept them
from coming into the office and provided the example of someone experiencing car trouble. Councilor Scott
asked if there were any positions within the city that would be eligible for 100% remote work and Ms. McEvoy
replied that senior leadership had determined that no position should be eligible for 100% remote work.
Councilor Giles commented that leadership should be open to 100% remote work eligibility for difficult-to-fill
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positions. HR Director McEvoy explained that senior leadership had determined that it would be too difficult
for the city to navigate HR rules and payroll taxes for employees working outside of Oregon at this time. She
reported that she was seeking Council feedback regarding if the employee handbook’s policies could be
updated individually as needed. She provided an overview of the “Key Recommended Modifications” on
slides 6-7 of Exhibit B.1 and stated that these were not new policies but were policies that had been updated
and provided an overview of the modifications. Ms. McEvoy referred to the changes under “Workers
Compensation” and explained that she recommended that the same policy be used within the handbook, the
SPOA contract, and the AFSCME contract. She provided an overview of the Workers Compensation Policy
and Council signaled their agreement with the proposed policy. Councilor Mays commented that updating
the city’s employee handbook was long overdue and asked if changes to the handbook had to be tracked
similar to legislation. Interim City Attorney Sebastian Tapia replied that ordinarily, yes, changes would need
to be tracked but this was an entirely new handbook. Ms. McEvoy added that there was a version control
page within the handbook to track future changes. She asked for Council feedback on if Council wished to
review future policy changes. Councilor Scott stated he would like to review any policies that had a “significant
financial impact” and commented that the other policies were administrative in nature, and he did not have
enough context to weigh-in on such policies. Councilor Mays asked what the best practices were for
employee manuals. HR Director McEvoy replied that Council would need to adopt the 2024 employee
handbook, but Council could decide that going forward, only policies with certain elements would need to be
reviewed and adopted by Council. Councilor Giles recommended that staff be able to update the
administrative policies as needed, but have Council review the updated policies every year or two and
discussion occurred. Ms. McEvoy stated that she preferred that Council give the city the ability to “own” the
handbook as it was mainly an internal document and come to Council if there was something that was of a
substantive financial impact. Council President Young commented that she agreed. Councilor Mays asked
regarding best practices for tracking changes and record retentions for employee manuals. The City
Recorder stated that if an employee manual was adopted via legislation, it had a permanent retention. She
explained that in such a case, every time there was an update, those updates would need to be adopted and
the document would need to be amended via legislation. HR Director McEvoy asked Interim City Attorney
Tapia if it could be determined that only certain elements of the handbook needed to come before Council in
order to change them. Mr. Tapia replied that the new handbook must be approved by Council, but some
operational items that were not included in the handbook could be updated. He clarified that any changes to
policies within the adopted handbook would have to be approved by Council. Ms. McEvoy asked if Council
approved of updates to the handbook being placed on the agenda under consent. Council stated they
approved of handbook updates that did not have a substantial financial impact to the city be placed on the
consent agenda. Councilor Scott asked that the resolution adopting the new handbook include language that
stated that the new handbook superseded any previous policy or manual. Ms. McEvoy referred to the
stipulation that the City Manager did not need Council approval to sign contracts under $150,000 and
suggested that a similar financial threshold be used for updating the employee handbook. She continued
that any employee handbook update with a higher financial impact than $150,000 would not be placed on
the consent agenda and Council signaled their agreement. Councilor Giles asked regarding potential
significant future policies and reviewing the handbook on an annual basis and HR Director McEvoy replied
that if there was a policy that was significant, she would not wait for the yearly Council review of the handbook
to introduce it. Discussion occurred and Interim City Attorney Tapia clarified that the employee handbook
was intended to give managers discretion on certain matters, and a small change would be within that
discretion. If an entire policy was expanded or restricted, that would come to Council for discussion and
approval. Ms. McEvoy recapped that if there was a minor change to a policy, the change would be placed
on the consent agenda. If there was a change that altered the intent of a policy that changed the way the city
managed its employees, then a work session would be needed. Council President Young referred to COLA
(cost-of-living adjustment) language in the handbook that referenced the Budget Committee and stated that
that language was incorrect, and the City Council was the approving body. HR Director McEvoy replied that
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she would update the language. Council President Young referred to paragraph two of the PERS section of
the handbook and stated that she recommended changing the wording from “will” to “may” for the workback
program. Ms. McEvoy replied that changing the language from “will” to “may” could open the city up to
discrimination litigation. Council President Young recapped next steps and City Manager Pro Tem Sheldon
reported the handbook would be on the June 18" City Council meeting agenda for implementation on July
15, He commented that the city’s safety manual also needed to be reviewed and updated.

5. ADJOURN:

Council President Young adjourned the work session at 8:31 pm.

Attest:

Sylvia Murphy, MMC, City Recorder Tim Rosener, Mayor

City Council Minutes 10
June 4, 2024
Page 7 of 7



City Council Meeting Date: June 18, 2024

Agenda Item: Consent Agenda

TO: Sherwood City Council
FROM: Chanda Hall, Arts Center Manager
Through: Kristen Switzer, Assistant City Manager and Craig Sheldon, City Manager Pro Tem

SUBJECT: Resolution 2024-038, Reappointing Michelle Nedwek to the Sherwood Cultural
Arts Commission

Issue:
Should the City Council reappoint Michelle Nedwek to the Sherwood Cultural Arts Commission?

Background:

Michelle Nedwek served a partial term in Position 6 on the Cultural Arts Commission since
September 2023. She has already been such an asset to the Arts Commission and she would like
to serve a full term. The Arts Commission currently has two other vacancies. The Council Liaison to
the Arts Commission, Keith Mays, Arts Center Manager Chanda Hall, and Chairperson Winnie
Parmar unanimously recommend the reappointment of Michelle Nedwek. The mayor has
recommended this reappointment to Council. In accordance with City Council Rules of Procedure,
all such appointments are subject to the approval of City Council by resolution.

Financial Impacts:
There are no financial impacts from this proposed action.

Recommendation:
Staff respectfully recommends City Council’s adoption of Resolution 2024-038, reappointing Michelle
Nedwek to the Sherwood Cultural Arts Commission.

Resolution 2024-038, Staff Report
June 18, 2024
Page 1 of 1
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RESOLUTION 2024-038
REAPPOINTING MICHELLE NEDWEK TO THE SHERWOOD CULTURAL ARTS COMMISSION

WHEREAS, Michelle Nedwek currently holds Position 6 on the Cultural Arts Commission; and

WHEREAS, the term was a partial term which expires on June 30, 2024 and she is seeking reappointment;
and

WHEREAS, the Mayor has recommended to City Council that Michelle Nedwek be reappointed; and

WHEREAS, in accordance with Council Rules of Procedure, all such appointments are subject to the
approval of the City Council by resolution.

NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS:

Section 1. The Sherwood City Council hereby reappoints Michelle Nedwek to Position 6 of the Cultural
Arts Commission for a term expiring at the end of June 2027.

Section 2. This Resolution shall be effective upon its approval and adoption.

Duly passed by the City Council this 18" of June 2024.

Tim Rosener, Mayor

Attest:

Sylvia Murphy, MMC, City Recorder

Resolution 2024-038
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City Council Meeting Date: June 18, 2024

Agenda Item: Consent Agenda

TO: Sherwood City Council
FROM: David Bodway, Finance Director
Through: Craig Sheldon, City Manager Pro Tem

SUBJECT: Resolution 2024-039, Approving the City Investment Policy and Authorizing
Investments

Issue:
Should the City of Sherwood continue with its current investment policy?

Background:

On June 12, 2018 a work session was held with City Council to discuss this policy and options for
investments and on June 19, 2018 City Council approved Resolution 2018-058 adopting an
Investment Policy and Authorizing Investments.

This policy is required to be re-submitted not less than annually to the City Council for approval.
There are no recommended changes to the current policy.

Financial Impacts:
There are no immediate financial impacts of approving this policy. However, the policy will allow
the City to continue to diversify investments, thereby potentially increasing revenues.

Recommendation:
Staff respectfully recommends City Council adoption of Resolution 2024-039, Approving the City
Investment Policy and Authorizing Investments.

Resolution 2024-039, Staff Report
June 18, 2024
Page 1 of 1
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RESOLUTION 2024-039

APPROVING THE CITY INVESTMENT POLICY AND AUTHORIZING INVESTMENTS

WHEREAS, the City of Sherwood is permitted under ORS 294.035 and 294.805 to invest in various
classes of securities and in the State of Oregon’s Local Government Investment Pool; and

WHEREAS, the City wishes to establish a conservative set of investment criteria to prudently protect the
City’s assets and provide liquidity to meet the City’s cash needs while enabling the City to generate a

market rate of return from its investment activities; and

WHEREAS, the City’s current investment policy was originally adopted by Resolution 2018-058 on June
19", 2018; and

WHEREAS, this policy must be re-submitted not less than annually to the City Council for approval; and
WHEREAS, no changes or modifications to the policy are proposed.
NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS:

Section 1. Re-approval of the Investment Policy. The City Council of the City of Sherwood,
Oregon hereby re-approves the Investment Policy attached hereto as Exhibit A.

Section 2. Effective Date. This Resolution shall become effective upon its approval and adoption.

Duly passed by the City Council this 18" day of June 2024.

Tim Rosener, Mayor

Attest:

Sylvia Murphy, MMC, City Recorder

Resolution 2024-039
June 18, 2024 14
Page 1 of 1, Exhibit A (12 pages)



SKEevood CITY OF SHERWOOD

Oregon
Home of the Tualatin River National Wildlife Refuge F I N A N C IA L P 0 LI CY

DEPARTMENT: Finance

POLICY STATEMENT: Investment Policy

ORIGINATION DATE: June 19, 2018

RE-APPROVAL DATES: June 18, 2019, June 16, 2020, June 15, 2021, June 29, 2022,
June 20, 2023, June 18, 2024

REVISION DATES:

Purpose

The City of Sherwood (“the City”) was incorporated in 1893. As a Council-Manager form of
government, it is governed by an elected City Council and Mayor, who in turn appoint a
professional city manager to whom they delegate the administration of the City. The City
provides law enforcement, public works, library, community services and community
development functions to its citizens.

This Investment Policy defines the parameters within which funds are to be invested by
the City. This policy also formalizes the framework, pursuant to ORS 294.135, for the
City’s investment activities to ensure effective and judicious management of funds
within the scope of this policy.

These guidelines are intended to be broad enough to allow designated investment
staff to function properly within the parameters of responsibility and authority, yet
specific enough to adequately safeguard the investment assets.

Governing Authority

The City’s investment program shall be operated in conformance with Oregon law and
applicable federal law. Specifically, this investment policy is written in conformance
with ORS 294.035, 294.040, 294.052, 294.135, 294.145, and 294.810. All funds within
the scope of this policy are subject to laws established by the state of Oregon. Any
revisions of applicable laws shall be automatically incorporated into this Investment
Policy immediately upon their effective date.

Scope

This policy applies to activities of the City with regard to investing the financial assets of
all funds. The amount of funds falling within the scope of this policy over the next three
years is expected to range between $5 million and $35 million.

General Objectives
The primary objectives, in priority order, of investment activities shall be:

1. Preservation of Invested Capital
Investments shall be undertaken in a manner that seeks to ensure the preservation
of capital in the overall portfolio. The goal is to mitigate credit risk and interest rate
risk.

2. Liquidity
The investment portfolio shall remain sufficiently liquid to meet all reasonably
anticipated operating requirements. Furthermore, the portfolio shall consist largely of
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securities with active secondary or resale markets. A portion of the portfolio also
may be placed in the Oregon Short Term Fund which offers next-day liquidity.
Where possible and prudent, the portfolio should be structured so that investments
mature concurrent with anticipated demands.

Return

The investment portfolio shall be designed with the objective of attaining a market
rate of return throughout budgetary and economic cycles, taking into consideration
the safety and liquidity needs of the portfolio. Although return consists of both
principal return (gains and losses due to market value fluctuations) and income
return (yield), this policy discourages active trading and turnover of investments.
Investments should generally be held to maturity.

V. Standards of Care

1.

Prudence

The standard of prudence to be used by investment officials shall be the "prudent
person" standard and shall be applied in the context of managing an overall
portfolio. Investment officers acting in accordance with written procedures and this
investment policy and exercising due diligence shall be relieved of personal
responsibility for an individual security's credit risk or market price changes,
provided deviations from expectations are reported and appropriate action is taken
to control adverse developments within atimely fashion as defined in this policy.

The "prudent person" standard states:

“Investments shall be made with 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.”

Ethics and Conflicts of Interest

Officers and employees involved in the investment process shall refrain from
personal activity that could conflict with the proper execution and management of the
investment program, or that could impair their ability to make impartial decisions.
These employees and investment officials shall disclose any material interests in
financial institutions with which they conduct business. Disclosure shall be made to
the governing body. They shall further disclose any personal financial/investment
positions that could be related to the performance of the investment portfolio. These
employees and officers shall refrain from undertaking personal investment
transactions with the same individual(s) or firm(s) with whom business is conducted
on behalf of the City of Sherwood. These officers and employees shall, at all times,
comply with the State of Oregon Government Ethics requirements set forth in ORS
Chapter 244.

3. Delegation of Authority and Responsibilities

i. Governing Body
The City Council will retain ultimate fiduciary responsibility for invested funds.
It will receive reports, pursuant to, and with sufficient detail to comply with,
ORS 294.085 and 294.155.

ii. Delegation of Authority
Authority to manage investments within the scope of this policy and operate
the investment program in accordance with established written procedures
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and internal controls is granted to the Finance Director, hereinafter referred to
as the Investment Officer, and derived from ORS 294.035 to 294.053, 294.125
to 294.145, and 294.810.

No person may engage in an investment transaction except as provided
under the terms of this policy and the procedures established by the
Investment Officer. The Investment Officer shall be responsible for all
transactions undertaken and shall establish a system of controls to regulate
the activities of subordinate officials.

All participants in the investment process shall seek to act responsibly as
custodians of the public trust. No such officer or designee may engage in an
investment transaction except as provided under the terms of this policy and
supporting procedures.

iii. Investment Municipal Adviser

The City Council may engage the services of one or more external
investment managers to assist in the management of the entity’s investment
portfolio in a manner consistent with this investment policy. Investment
advisers may be hired on a non-discretionary basis. All investment
transactions by approved investment advisers must be pre-approved in writing
by the Investment Officer and compliant with this Investment Policy. If the City
hires an investment adviser to provide investment management services, the
adviser is authorized to transact with its direct dealer relationships on behalf
of the City.

VL. Transaction Counterparties, Investment Advisers and Depositories

1.

Broker/Dealers

The Investment Officer shall determine which broker/dealer firms and registered
representatives are authorized for the purposes of investing funds within the scope
of this investment policy. The Investment Officer will maintain a list of approved
broker/dealer firms and affiliated registered representatives.

The following minimum criteria must be met prior to authorizing investment
transactions. The Investment Officer may impose more stringent criteria.

i. Broker/Dealer firms must meet the following minimum criteria:
A. Beregistered with the Securities and Exchange Commission (SEC)
B. Be registered with the Financial Industry Regulatory Authority (FINRA)
C. Provide most recent audited financials
D. Provide FINRA Focus Report filings

ii. Approved broker/dealer employees who execute transactions with the
City of Sherwood must meet the following minimum criteria:
A. Be a reqistered representative with the Financial Industry Regulatory
Authority (FINRA);
B. Be licensed by the state of Oregon;
C. Provide certification (in writing) of having read; understood; and agreed
to comply with the most current version of this investment policy.
iii. Periodic (at least annual) review of all authorized broker/dealers and
their respective authorized registered representatives will be conducted
by the Investment Officer. Factors to consider are:
A. Pending investigations by securities regulators
B. Significant changes in net capital
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C. Pending customer arbitration cases
D. Regulatory enforcement actions
2. Direct Issuers
Obligations that are permitted for purchase by this policy may be purchased directly
from the issuer.

3. Investment Advisers
The Investment Officer will maintain a list of approved advisers selected by
conducting a process of due diligence.

i. The following items are required for all approved Investment Advisers:

A. The investment adviser firm must be registered with the Securities
and Exchange Commission (SEC) or licensed by the state of Oregon
(Note: Investment adviser firms with assets under management >
$100 million must be registered with the SEC, otherwise the firm
must be licensed by the state of Oregon).

B. All investment adviser firm representatives conducting
investment transactions on behalf of the City must be
registered representatives with FINRA.

C. All investment adviser firm representatives conducting investment
transactions on behalf of the City must be licensed by the state of
Oregon.

D. Certification must be provided by all of the adviser representatives
conducting investment transactions on behalf of this entity of having
read, understood and agreed to comply with this investment policy.

ii. A periodic (at least annual) review of all investment advisers under contract
will be conducted by the Investment Officer to determine their continued
eligibility within the portfolio guidelines. Factors to consider are:

A. Pending investigations by securities regulators
B. Significant changes in net capital

C. Pending customer arbitration cases

D. Regulatory enforcement actions

4. Depositories
All financial institutions who desire to become depositories must be qualified Oregon
Depositories pursuant to ORS Chapter 295.

5. Competitive Transactions

i. The Investment Officer shall obtain and document competitive bid
information on all investments purchased or sold in the secondary market.
Competitive bids or offers should be obtained, when possible, from at least
three separate brokers/financial institutions or through the use of a
nationally recognized trading platform.

ii. In the instance of a security for which there is no readily available competitive
bid or offering on the same specific issue, then the Investment Officer shall
document quotations for comparable or alternative securities.

iii. When purchasing original issue instrumentality securities, no competitive
offerings will be required as all dealers in the selling group offer those
securities as the same original issue price. However, the Investment Officer
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is encouraged to document quotations on comparable securities.

iv. If an investment adviser provides investment management services, the
adviser must retain documentation of competitive pricing execution on
each transaction and provide it to the City upon request.

VIl.  Administration and Operations

1. Delivery vs. Payment
All trades of marketable securities will be executed (cleared and settled) by delivery
vs. payment (DVP) to ensure that securities are deposited in the City’s safekeeping
institution prior to the release of funds.

2. Third-Party Safekeeping
Securities will be held by an independent third-party safekeeping institution selected
by the City. All securities will be evidenced by safekeeping receipts in the City’s
name. Upon request, the safekeeping institution shall make available to the City a
copy of its Statement on Standards for Attestation Engagements (SSAE) No. 16.

3. Internal Controls
The Investment Officer will establish and maintain a system of written internal
controls consistent with this Policy designed to prevent the loss of public funds due
to fraud, error, misrepresentation or imprudent actions by third parties or by
employees of the City. The internal control structure will be designed to provide
reasonable assurance that these objectives are met.

The concept of reasonable assurance recognizes that the cost of a control should not
exceed the benefits likely to be derived and the valuation of costs and benefits
requires estimates and judgments by management.

The internal controls shall address the following points at a minimum:

i. Compliance with Investment Policy

ii. Controls to prevent collusion

iii. Separation of transaction authority from accounting and record keeping

iv. Custodial safekeeping

v. Avoidance of physical delivery of securities whenever possible and address
control requirements for physical delivery where necessary

vi. Clear delegation of authority to subordinate staff members

vii. Confirmation of transactions for investments and wire transfers in
written or digitally verifiable electronic form

viii. Dual authorizations of wire and automated clearing house (ACH) transfers

ix. Staff training

x. Review, maintenance and monitoring of security procedures both
manual and automated

4. An external auditor shall provide an annual independent review to assure
compliance with applicable law and City of Sherwood policies and procedures.

VIll. Suitable and Authorized Investments

1. Permitted Investments
The following investments are permitted pursuant to ORS 294.035, 294.040, and
ORS 294.810. (Note: The scope of permitted investments under this policy may be
more restrictive than ORS 294.035and 294.810).

e US Treasury Obligation: Direct obligations of the United States Treasury
Page 5 of 12
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whose payment is guaranteed by the United States. ORS 294.035(3)(a).

e US Agency Primary Agency Obligations: US Government Agencies, Government
Sponsored Enterprises (GSEs), Corporations or Instrumentalities of the US
Government — Federal Instrumentality Securities include, but are not limited to
Federal National Mortgage Association (FNMA), the Federal Home Loan Mortgage
Corporation (FHLMC), Federal Home Loan Banks (FHLB), and the Federal Farm
Credit Bureau (FFCB). ORS 294.035(3)(a).

e US Agency Secondary Agency Obligations: Other US government sponsored
enterprises that are less marketable are considered secondary GSEs. They
include, but are not limited to: Private Export Funding Corporation (PEFCO),
Tennessee Valley Authority (TVA), Financing Corporation (FICO) and Federal
Agricultural Mortgage Corporation (Farmer Mac).

e Corporate Indebtedness: Corporate Indebtedness must have a long-term rating on
settlement date of AA- or better by Standard and Poor's or Aa3 or better by
Moody’s. ORS 294.035(3)(i). In the case where multiple rating agencies provide
ratings on the corporation, the lowest rating will be used.

e Municipal Debt: Lawfully issued debt obligations of the states of Oregon, California,
Idaho and Washington and political subdivisions of those states that have a long-
term rating on the settlement date of AA- or better by S&P or Aa3 or better by
Moody’s. ORS 294.035(3)(b). In the case where multiple rating agencies provide
ratings on the corporation, the lowest rating will be used.

e Time Deposit Open Accounts and Savings Accounts: Time deposit open accounts
and savings accounts in insured institutions as defined in ORS 706.008, in credit
unions as defined in ORS 723.006, or in federal credit unions, if the institution or
credit union maintains a head office or a branch in this state. ORS 294.035(3)(d).

o Certificates of Deposit: Certificates of deposit in insured institutions as defined in
ORS 706.008, in credit unions as defined in ORS 723.006, or in federal credit
unions, if the institution or credit union maintains a head office or a branch in this
state. ORS 294.035(3)(d).

e Commercial Paper: Commercial Paper that is rated A1 by Standard and Poor’s or
P1 by Moody’s. In the case where multiple rating agencies provide ratings on the
corporation, the lowest rating will be used.

Local Government Investment Pool: State Treasurer's local short-term investment
fund up to the statutory limit per ORS 294.810.

2. Approval of Permitted Investments
Additional types of securities will not be eligible for investment until this policy has
been amended by the City Council.

3. Prohibited Investments
i. Private Placement or “144A” Securities
Private placement or “144A” securities are not allowed. For purposes of the
policy, SEC Rule 144A securities are defined to include commercial paper
privately placed under section 4(a)(2) of the Securities Act of 1933.

ii. US Agency Mortgage-backed Securities
US agency mortgage-backed securities such as those securities issued by
FNMA and FHLMC are not allowed.
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Securities Lending
The City of Sherwood shall not lend securities nor directly participate in a
securities lending program.

4. Demand Deposits and Time Deposits

i. All demand deposits and time deposits (examples of time deposits are
certificates of deposit and savings accounts) shall be held in qualified
Oregon depositories in accordance with ORS Chapter 295.

ii. Demand deposits in qualified depository institutions are considered cash
vehicles and not investments and are therefore outside the scope and
restrictions of this policy. Pursuant to ORS 294.035(3)(d), time deposits,
certificates of deposit and savings accounts are considered investments
and within the scope of this policy.

IX. Investment Parameters
1. Credit Risk

Credit risk is the risk that a security or a portfolio will lose some or all of its value due
to a real or perceived change in the ability of the issuer to repay its debt. Credit risk
will be mitigated by the following guidelines:

Diversification

It is the policy of City of Sherwood to diversify its investments. Where
appropriate, exposures will be limited by security type, maturity, issuance,
issuer, and security type. Allowed security types and Investment exposure
limitations are detailed in the table below.

Recognized Credit Ratings

Investments must have a rating from at least two of the following nationally
recognized statistical ratings organizations (NRSRO): Moody’s Investors
Service; Standard & Poor’s; and Fitch Ratings Service as detailed in the table
below. Ratings used to apply the guidelines below shall be investment level
ratings and notissuer level ratings.

Portfolio Average Credit Rating

The minimum weighted average credit rating of the portfolio’s rated
investments shall be Aa/AA/AA by Moody’s Investors Service; Standard &
Poor’s; and Fitch Ratings Service respectively.

Page 7 of 12
21

Resolution 2024-039, EXH A
June 18, 2024, Page 7 of 12



iv. Exposure Constraints and Minimum Investment Credit Ratings

The following table limits exposures among investments permitted by this

policy.
US Treasury Obligations 100% None
US Agency Securities 100% -
Per Agency (Senior Obligations Only) 50% -
Oregon Short Term Fund (LGIP) g"earxg;{“sngj'_g’%ed
Time Deposits/Savings  Accounts/Certificates  of 50%
Deposit(" ° i
Per Institution 25%
Corporate Debt (Total) 15%® -
Corporate Commercial Paper 15%®@
Per Issuer 2.5%® A1/P1/F1
Corporate Bonds 10%®@
Per Issuer 2.5%® Aa/AA/AA
Municipal Debt (Total) 10% -
Municipal Commercial Paper 10% A1/P1/F1
Municipal Bonds 10% Aa/AA/AA

@ As authorized by ORS 294.035(3)(d)
) 35% Maximum per ORS 294.035(D)
)59 Maximum per ORS 294.035(D)

v. Determining a Security’s Rating
A single rating will be determined for each investment by utilizing the lowest
security level rating available for the security from Standard and Poor’s,
Moody’s Investor Services and Fitch Ratings.

vi. Restriction on Issuers With Prior Default History
Per ORS 294.040, the bonds of issuers listed in ORS 294.035(3)(a) to (c)
may be purchased only if there has been no default in payment of either the
principal of or the interest on the obligations of the issuing county, port,
school district or city, for a period of five years next preceding the date of the
investment.

2. Liquidity Risk
Liquidity risk is the risk that an investment may not be easily marketable or
redeemable. The following strategies will be employed to mitigate liquidity risks:

i. The value of at least 25% of funds available for investing or three months of
budgeted operating expenditures, whichever is greater, will be invested in
the Oregon Short Term Fund, with a qualified depository institution, or in
investments maturing in less than 90 days to provide sufficient liquidity for
expected disbursements.

ii. Funds in excess of the above liquidity requirements are permitted to be
invested in investments maturing in greater than one year. However,
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longer-term investments tend to be less liquid than shorter term
investments. Portfolio investment maturities will be limited as follows:

Total Portfolio Maturiti Constraints:

Under 90 days Greater of 25% or three
months Estimated Operating
Expenditures

Under 1 year 35%

Under 5 years 100%

iii. Reserve or Capital Improvement Project monies may be invested in
securities exceeding the maximum term if the maturities of such
investments are made to coincide as nearly as practicable with the
expected use of the funds.

iv. Larger issuance sizes enhance liquidity as there are likely to be a greater
number of investors. Issuance sizes above a minimum amount qualify a
corporate or municipal debt bond issuance for index eligibility. Index eligible
bonds have a significantly larger investor base which improves liquidity.

v. Limiting investment in a specific debt issuance improves secondary market
liquidity by assuring there are other owners of the issuance.

US Agency Securities 50%

Corporate Debt (Total) -
Corporate Commercial 100%
Paper Corporate Bonds 25%

Municipal Bonds 25%

*The par amount issued under a single CUSIP.

3. Interest Rate Risk
Longer-term investments have the potential to achieve higher returns but are also
likely to exhibit higher market value volatility due to the changes in the general level
of interestrates over the life of the investment(s). Interest rate risk will be mitigated by
providing adequate liquidity for short term cash needs, and by making longer-term
investments only with funds that are not needed for current cash flow purposes.
Certain types of securities, including variable rate securities, securities with principal
pay-downs prior to maturity, and securities with embedded options, will affect the
interest rate risk profile of the portfolio differently in different interest rate
environments. The following strategies will be employed to control and mitigate
adverse changes in the market value of the portfolio due to changes in interest rates:

i. Where feasible and prudent, investment maturities should be matched
with expected cash outflows to mitigate market risk.

ii. To the extent feasible, investment maturities not matched with cash
outflows, including liquidity investments under one year, should be
staggered to mitigate re- investment risk.

iii. No commitments to buy or sell securities may be made more than 14 days
prior to the anticipated settlement date, or receive a fee other than interest
for future deliveries.
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iv. The maximum percent of callable securities in the portfolio shall be 35%.

v. The maximum stated final maturity of individual securities in the portfolio
shall be five years, except as otherwise stated in this policy.

vi. The maximum portfolio average maturity (measured with stated final maturity)
shall be 3 years.

X. Investment of Proceeds from Debt Issuance

1. Investments of bond proceeds are restricted under bond covenants that may be
more restrictive than the investment parameters included in this policy. Bond
proceeds shall be invested in accordance with the parameters of this policy and
the applicable bond covenants and tax laws.

2. Funds from bond proceeds and amounts held in a bond payment reserve or
proceeds fund may be invested pursuant to ORS 294.052. Investments of bond
proceeds are typically not invested for resale and are maturity matched with
outflows. Consequently, funds within the scope of ORS 294.052 are not subject to
this policy’s liquidity risk constraints within section 1X (2).

XI. Investment of Reserve or Capital Improvement Funds

1. Pursuant to ORS 294.135(1)(b), reserve or capital improvement project monies may
be invested in securities with maturity dates occurring when the funds are expected
to be used (and exceeding five years) when the funds in question are being
accumulated for an anticipated use that will occur more than 18 months after the
funds are invested, upon the approval of the City Council.

XiIl. Guideline Measurement and Adherence

1. Guideline Measurement
Guideline measurements will use market value of investments.

2. Guideline Compliance
i. If the portfolio falls outside of compliance with adopted investment policy
guidelines or is being managed inconsistently with this policy, the
Investment Officer shall bring the portfolio back into compliance in a
prudent manner and as soon as prudently feasible.

ii. Violations of portfolio guidelines as a result of transactions, the actions
taken to bring the portfolio back into compliance, and the reasoning
behind the actions taken to bring the portfolio back into compliance shall
be documented and reported to the City Council.

iii. Due to fluctuations in the aggregate surplus funds balance, maximum
percentages for a particular issuer or investment type may be exceeded at
a point in time. Securities need not be liquidated to realign the portfolio;
however, consideration should be given to this matter when future
purchases are made to ensure that appropriate diversification is maintained.

Xlll. Reporting and Disclosure

1. Compliance
The Investment Officer shall prepare a report at least quarterly that allows the City
Council to ascertain whether investment activities during the reporting period have
conformed to this investment policy. The report will include, at a minimum, the
following:

Page 10 of 12
24

Resolution 2024-039, EXH A
June 18, 2024, Page 10 of 12



i. A listing of all investments held during the reporting period showing: par/face
value; accounting book value; market value; type of investment; issuer; credit

ratings; and yield to maturity (yield to worst if callable)
ii. Average maturity of the portfolio at period-end
iii. Maturity distribution of the portfolio at period-end

iv. Average portfolio credit quality of the portfolio at period-end

v. Average weighted yield to maturity (yield to worst if callable
investments are allowed) of the portfolio

vi. Distribution by type of investment

vii. Transactions since last report

viii.Distribution of transactions among financial counterparties such as
broker/dealers

ix. Violations of portfolio guidelines or non-compliance issues that occurred
during the prior period or that are outstanding and actions (taken or planned)
to bring the portfolio back into compliance.

2. Performance Standards/ Evaluation

At least annually, the Investment Officer shall report comparisons of investment
returns to relevant alternative investments and comparative Bond Indexes. The
performance of the portfolio should be compared to the performance of alternative
investments such as available certificates of deposit; the Oregon Short Term Fund;
US Treasury rates; oragainst one or more bond indices with a similar risk profile.

When comparing performance, all fees and expenses involved with managing the
portfolio shall be included in the computation of the portfolio’s rate of return.

Marking to Market
The market value of the portfolio shall be calculated at least quarterly and a
statement of the market value of the portfolio shall be issued at least quarterly.

Audits

Management shall establish an annual process of independent review by the
external auditor to assure compliance with internal controls. Such audit will include
tests deemed appropriate by the auditor.

XIV. Policy Maintenance and Considerations

1.

Review

The investment policy shall be reviewed by the Investment Officer at least annually to
ensure its consistency with the overall objectives of preservation of principal,
liquidity and return, and its relevance to and compliance with current law and
financial and economic trends.

The annual report will also serve as a venue to suggest policies and improvements

to the investment program, and shall include an investment plan for the coming year.

Exemptions

Any investment held prior to the adoption of this policy shall be exempt from the
requirements of this policy. At maturity or liquidation, such monies shall be
reinvested as provided by this policy.
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3. Policy Adoption and Amendments

This investment policy and any modifications to this policy must be formally
approved by resolution of the City Council. This policy must be submitted to the
Oregon Short Term Fund (OSTF) Board for review if:

This policy allows maturities beyond 18 months unless the funds are being
accumulated for a specific purpose, including future construction projects, and
upon approval of the City Council, the maximum maturity date matches the
anticipated use of the funds. ORS 294.135(1)(b) and 294.135(3).

And either:

A. This policy has never been submitted to the OSTF Board for
comment;

Or

B. Material changes have been made since the last review by the OSTF
Board.

Regardless of whether this policy is submitted to the OSTF Board for comment, this
policy shall be re-submitted not less than annually to the City Council for approval.
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City Council Meeting Date: June 18, 2024

Agenda Item: Consent Agenda

TO: Sherwood City Council
FROM: David Bodway, Finance Director
Through: Craig Sheldon, City Manager Pro Tem

SUBJECT: Resolution 2024-040, Certifying the Provision of Certain Municipal Services in
Order to Qualify the City to Receive State Revenues

Issue:
Should the City certify to the State of Oregon that the City of Sherwood provides sufficient services
to be eligible to receive state revenues?

Background:

The State of Oregon distributes a portion of Cigarette, Liquor taxes and Highway Apportionment
Fees to eligible municipalities. One of the requirements of state law under ORS 221.760 is that our
city provides four or more of the following municipal services to be eligible to receive these
revenues:

o Police protection

e Fire protection

e Street construction, maintenance and lighting
e Sanitary sewers

e Storm sewers

e Planning, zoning and subdivision control

o One or more utility services

The City of Sherwood does meet this requirement and this resolution provides the required
certification to the State of Oregon.

Financial Impacts:

There is a portion of the allocation of this revenue that is based on population. In Sherwood’s case,
this amounts to $420,100 in FY2024-25 General Fund revenue and $1,676,050 in FY2024-25
Street Fund revenue. The non-per capita based portion amounts to $385,100 in the General Fund.

Recommendation:
Staff respectfully recommends City Council adoption of Resolution 2024-040, certifying the
Provision of Certain Municipal Services in Order to Qualify the City to Receive State Revenues.

Resolution 2024-040, Staff Report
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RESOLUTION 2024-040

CERTIFYING THE PROVISION OF CERTAIN MUNICIPAL SERVICES IN ORDER TO
QUALIFY THE CITY TO RECEIVE STATE REVENUES

WHEREAS, Oregon Revised Statute (ORS) 221.760 provides for certain Oregon municipalities
to receive state revenues from cigarette and liquor taxes and highway apportionment fees only if
they meet specified eligibility requirements; and

WHEREAS, the City Council recognizes the desirability of assisting the state officer responsible
for determining the eligibility of cities to receive such funds in accordance with ORS 221.760.

NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS:

Section 1. It is hereby certified that the City of Sherwood provides the following municipal
services:

Police Protection

Street Construction, Maintenance, and Lighting
Sanitary Sewer

Storm Sewers

Planning, Zoning, and Subdivision Control
Water Utility

Section 2:  This Resolution shall be effective upon its approval and adoption.

Duly passed by the City Council this 18" day of June 2024.

Tim Rosener, Mayor

Attest:

Sylvia Murphy, MMC, City Recorder

Resolution 2024-040
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City Council Meeting Date: June 18, 2024

Agenda Item: Consent Agenda

TO: Sherwood City Council
FROM: Jason Waters, City Engineer
Through: Craig Sheldon, City Manager Pro Tem and Sebastian Tapia, Interim City Attorney

SUBJECT: Resolution 2024-041, Authorizing the City Manager Pro Tem to execute a
construction contract for the Downtown Streetscapes Phase 1 Furnishing Repainting
Project

Issue: Should City Council authorize the City Manager Pro Tem to execute a construction contract with
the lowest responsive bidder for the construction from the preferred bid option as selected by the Sherwood
City Manager Pro Tem upon conclusion of the seven (7) day protest period?

Background: Downtown Streetscapes Phase 1 consisted of street and sidewalk improvements as well
as downtown beautification via blue colored streetlights and other furnishing features. These
improvements were constructed in approximately 2006 located at SW Pine Street (between SW Railroad
Street and SW 1%t Street), SW Main Street (between SW Railroad Street and SW 15t Street), SW 15 Street
(between SW Pine Street and SW Main Street), the trail corridor northwest of city hall, and at the SW
Oregon Street/SW 15t Street/SW Ash Street round-about. The coloring of these furnishing features has
faded over time and is in need of a paint refresher.

The City’s plans and bid documents provides for repainting these furnishing features via 2 painting options
and 4 total options to provide the city with the flexibility of choosing between a primer and paint option and
an electrostatic powder coating option. This bid document also allows for removal of signs and
appurtenances to either be done by the contractor or performed by city personnel. Upon receiving bids,
the City Manager Pro Tem will select which option is to be selected.

The city advertised for bids in the Oregon DJC on June 3rd and June 5", 2024. Bidding closed on June
18", 2024 at 2:00 PM. The City Manager Pro Tem has reviewed the bids to determine which option is
being accepted and to determine the apparent low bidder for that option. Staff will be posting a Notice of
Intent to Award a Contract upon a background check of the apparent low bidder.

The Notice of Intent to Award a Contract letter includes information required for the city to award a Contract
including the name of the apparent low bid contractor and the base bid Contract Amount authorized by this
Resolution. Upon posting of the Notice of Intent to Award a Contract, a seven (7) day protest period
ensues before the Notice to Award a Contract may be issued, and contracts signed.

Scheduling information will be posted online and sent out with general construction notifications with details
pending the contractor’s detailed schedule. City staff anticipates the pre-construction meeting being held
by the end of June 2024. The project is to be performed during the summer months with no work being
allowed between July 18-21, 2024, due to the Robin Hood Festival.
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Financials: The engineer’s estimated range of probable cost is $175,000 to $200,000. Funding for the
project was included in the FY24-25 budget.

Recommendation: Staff respectfully requests City Council adoption of Resolution 2024-041, authorizing
the City Manager Pro Tem to execute a construction contract with the Apparent Low Bid Contractor for the
Downtown Streetscapes Phase 1 Furnishing Repainting Project upon completion of the seven (7) day
protest period.
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RESOLUTION 2024-041

AUTHORIZING THE CITY MANAGER PRO TEM TO EXECUTE A CONSTRUCTION CONTRACT FOR
THE DOWNTOWN STREETSCAPES PHASE 1 FURNISHING REPAINTING PROJECT

WHEREAS, the City has identified the need to repaint the street lights and other furnishing features
associated with the Downtown Streetscapes Phase 1 project located at SW Pine Street (between SW
Railroad Street and SW 1%t Street), SW Main Street (between SW Railroad Street and SW 15t Street), SW
15t Street (between SW Pine Street and SW Main Street), the trail corridor northwest of city hall, and at the
SW Oregon Street/SW 15t Street/SW Ash Street round-about; and

WHEREAS, the City completed the design, produced bid documents and solicited contractors using a
competitive bidding process per ORS chapter 279C, OAR chapter 137-049; and

WHEREAS, the City has budgeted for the construction cost of this project within the fiscal year budget (FY
24/25); and

WHEREAS, the City Council authorizes the City Manager Pro Tem to execute a Construction Contract

with the low-bid contractor for the base-bid amount posted in the Public Notice of Intent to Award a Contract

once the seven (7) day protest period is complete.

NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS:

Section 1:  The City Manager Pro Tem is hereby authorized to execute a Construction Contract upon
the completion of the seven (7) day protest period with the low responsive bidder for the

base-bid amount posted in the Public Notice of Intent to Award a Contract.

Section 2:  The City Manager Pro Tem is hereby authorized to execute contract change orders up to
15% of the initial base-bid Contract Amount.

Section 3:  This Resolution shall be in effect upon its approval and adoption.

Duly passed by the City Council this 18" of June 2024.

Tim Rosener, Mayor
Attest:

Sylvia Murphy, MMC, City Recorder
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City Council Meeting Date: June 18, 2024

Agenda Item: Consent Agenda

TO: Sherwood City Council
FROM: Lydia McEvoy, HR Director
Through: Craig Sheldon, City Manager Pro-Tem, and Sebastian Tapia, Interim City Attorney

SUBJECT: Resolution 2024-042, Adopting the City of Sherwood Employee Handbook 2024

Issue:
Should the City Council approve a new City of Sherwood Employee Handbook?

Background:
The current City of Sherwood Employee Manual was adopted in 2012 and requires replacing due to
statutory changes in law, accepted best practices, changes to policies and changes to ways of working.

The recommended new Employee Handbook incorporates elements of the existing City of Sherwood
Employee Manual, Statutory updates, CIS handbook template policies, and policies previously adopted by
Council.

The new Handbook has been compiled by Lydia McEvoy, HR Director in consultation with Department
Directors and reviewed and vetted by CIS, Sebastian Tapia, Interim City Attorney, Ryan Adams, City
Attorney and the Senior Leadership Team.

This Employee Handbook shall replace City of Sherwood personnel policies and procedures in effect prior
to the effective date of this Resolution, including, but not limited to, the 2012 Employee Manual and any
adopted amendments thereafter.

To keep the new Handbook current, Human Resources will continually monitor employment legislation and
implement changes as they become required.

The City Manager has the authority to make adjustments or interpretations to the Employee Handbook that
are necessary to effectively and efficiently manage the daily operations of the City. Any changes affecting
compensation and benefits will be reviewed by the City Council prior to approval.

Financial Impact:
No financial impact or additional funds needed by this resolution.

Recommendation:
Staff respectfully recommend adoption of Resolution 2024-042, Adopting the City of Sherwood Employee
Handbook 2024.
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RESOLUTION 2024-042
ADOPTING THE CITY OF SHERWOOD EMPLOYEE HANDBOOK 2024

WHEREAS, the current City of Sherwood Employee Manual was adopted and amended by Resolution
2012-034 on June 19, 2012; and

WHEREAS, statutory changes in law, best practices, changes to ways of working and changes to policies
require the City of Sherwood Employee Manual 2012 to be updated; and

WHEREAS, Craig Sheldon, as City Manager Pro Tem has the authority and responsibilities of the City
Manager; and

WHEREAS, the Employee Handbook 2024 and its contents will repeal and replace the 2012 Employee
Manual and any adopted amendments thereafter, and any existing personnel policies and procedures
which are addressed in the Employee Handbook 2024; and

WHEREAS, the City Manager has the authority to make adjustments or interpretations to the attached
Employee Handbook 2024 that are necessary to effectively and efficiently manage the daily operations of
the City; and

WHEREAS, City County Insurance, the City Manager Pro Tem, the Human Resources Director, the Interim
City Attorney, the City Attorney and the Senior Leadership Team have reviewed the Employee Handbook
2024 and recommend approval by the Sherwood City Council.

NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS:

Section 1. The City Council approves the City of Sherwood Employee Handbook 2024, attached
hereto as Exhibit A.

Section 2. This Resolution shall be effective upon its approval and adoption.

Duly passed by the City Council this 18" of June 2024.

Tim Rosener, Mayor
Attest:

Sylvia Murphy, MMC, City Recorder
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Welcomel

Welcome to the City of Sherwood, we're glad to have you on our team. We believe that
our employees are our most valuable assets. In fact, we atfribute our success as an
organization in significant part to our ability to recruit, hire, and maintain a motivated and
productive workforce. We hope that during your employment with the City, you will
become a productive and successful member of the City's feam.

This employee handbook describes, in summary, the personnel policies and procedures
that govern the employment relationship between the City and its employees, other than
those found in applicable collective bargaining agreements. The policies stated in this
handbook are subject to change at any time at the sole discretion of the City with or
without prior notice. This handbook supersedes any prior handbooks or written policies of
the City that are inconsistent with its provisions. It does not, however, substitute for
collective bargaining agreement provisions. To the extent that a provision in a valid
collective bargaining agreement contradicts or is inconsistent with what is in this
employee handbook, the collective bargaining agreement provision controls.

This handbook does not create a contract of employment between the City and its
employees. With the exception of employees who are subject to a collective bargaining
agreement or a contract of employment, all employment at the City of Sherwood is “at
will.” That means that either you or the City may terminate this relationship at any time,
for any lawful reason, with or without notice (unless you are subject to a collective
bargaining agreement or written contract of employment). No supervisor, manager, or
representative of the City other than the City Manager has the authority to enter into any
agreement with you regarding the terms of your employment that changes our at-will
relationship or deviates from the provisions in this handbook, unless the change or
deviation is put in writing and signed by the City (or that is included in a collective
bargaining agreement/contract of employment).

You may receive updated information concerning changes in policy from time to time,
and those updates should be kept with your copy of the handbook. If you have any
questions about any of the provisions in the handbook, or any policies that are issued
after the handbook, please ask Human Resources.

Sincerely,

Craig Sheldon
City Manager Pro Tem
City of Sherwood
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I. Equal Employment Opportunity (EEO) Policies

The following EEO Policies apply to all employees. Members of management, elected
officials, and employees alike are expected to adhere to and enforce the following EEO
Policies. Any employee’s failure to do so may result in discipline, up to and including
termination.

All employees are encouraged to discuss these EEO Policies with Human Resources or
their Supervisor at any time if they have questions relating to the issues of harassment,
discrimination, or bullying, or what it means to work in a respectful workplace.

A. No-Discrimination, No-Retaliation Policy

The City provides equal employment opportunity to all qualified employees and
applicants without unlawful regard to race, color, religion, sex, gender identity,
pregnancy (including childbirth and related medical conditions), sexual orientation,
national origin, age, disability, genetic information, veteran status, domestic violence
victim status, or any other status protected by applicable federal, Oregon, or local law.
The City also recognizes an employee’s right to engage in protected activity under
Oregon and federal law, as discussed in various policies below, and will not retaliate
against an employee for engaging in protected activity.

For purposes of this and all other City policies, “race” is defined to include physical
characteristics that are historically associated with race, including but not limited to
natural hair, hair texture, hair type and protective hair styles. Further, “protective
hairstyles™ is defined as “hairstyle, hair color or manner of wearing hair, including braids
(regardless of whether the braids are created with extensions or styled with adornments,
locs and twists).”

The City's commitment to equal opportunity applies to all aspects of the employment
relationship — including but not limited to, recruitment, hiring, compensation, promotion,
demotion, transfer, disciplinary action, layoff, recall, and termination of employment.

B. Statement Regarding Pay Equity

The city supports Oregon’s Pay Equity Law and federal and Oregon laws prohibiting
discrimination between employees on the basis of a protected class (as defined by
Oregon or federal law) in the payment of wages or other compensation for work of
comparable character. Employees who believe they are receiving wages or other
compensation at a rate less than that at which the City pays wages or other
compensation to other employees for work of comparable character are encouraged
to discuss the issue with their supervisor or Human Resources.

See also "Statement Regarding Pay Practices” policy, below.
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C. No-Harassment Policy

The City prohibits harassment and sexual assault in the workplace, or harassment and
sexual assault outside of the workplace that violates its employees, volunteers and
inferns’ right to work in a harassment-free workplace. Specifically, the City prohibits
harassment or conduct related to an individual’s race, color, religion, sex, pregnancy,
sexual orientation, gender identity, national origin, age, disability, genetic information,
veteran status, domestic violence victim status, or any other protected status or activity
recognized under Oregon, federal or local law.

Each member of management is responsible for creating an atmosphere free of
discrimination, harassment, and sexual assault. Further, all employees are responsible for
respecting the rights of other employees and to refrain from engaging in conduct
prohibited by this policy, regardless of the circumstances, and regardless of whether
others partficipate in the conduct or did not appear to be offended. All employees are
encouraged to discuss this policy with their immediate supervisor, any member of the
management team, or with Human Resources, at any time if they have questions relating
to the issues of discrimination or harassment.

This policy applies to and prohibits sexual or other forms of harassment that occur during
working hours, during City of Sherwood related or City of Sherwood sponsored trips (such
as conferences or work-related travel), and during non-working hours when that off-duty
conduct creates an unlawful hostile work environment for any of City’'s employees. Such
harassment is prohibited whether committed by City employees or by non-employees
(including elected officials, members of the community, volunteers, interns and vendors).

i. Sexual Harassment

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, or
other verbal or physical conduct of a sexual nature (regardless of whether such conduct
is "*welcome”), when:

1. Submission to such conduct is made either implicitly or explicitly a term or
condition of employment.

2. Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual; or

3. Such conduct interferes with an individual's work performance or creates an
infimidating, hostile, or offensive work environment.

Some examples of conduct that could give rise to sexual harassment are: unwanted
sexual advances; demands for sexual favors in exchange for favorable treatment or
contfinued employment; sexual jokes; flirtations; advances or propositions; verbal abuse
of a sexual nature; comments about an individual's body, sexual prowess, or deficiency;
talking about your sex life or asking others questions about theirs; leering or whistling;
unwelcome touching or assault; sexually suggestive, insulting, or obscene comments or
gestures; displays of sexually suggestive objects or pictures; making derogatory remarks
about individual's sexual orientation or gender identity; or discriminatory treatment
based on sex.

This is not a complete list.
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ii. Other Forms of Prohibited Harassment

The City of Sherwood's policy also prohibits harassment against an individual based on
the individual’s race, color, religion, sex, pregnancy, sexual orientation, gender identity,
national origin, age, disability, genetic information, veteran status, domestic violence
victim status, or any other protected status or activity recognized under Oregon, federal
or local law.

The City's policy also prohibits harassment such as verbal, written or physical conduct
that denigrates, makes fun of, or shows hostility towards an individual because of that
individual’s protected class or protected activity, and can include:

Jokes, pictures (including drawings), epithets, or slurs;

Negative stereotyping;

Displaying racist symbols anywhere on City property;

“Teasing” or mimicking the characteristics of someone with a physical or mental

impairment or disability;

e Criticizing or making fun of another person’s religious beliefs, or “pushing” your
religious beliefs on someone who does not have them;

e Threatening, intimidating, or hostile acts that relate to a protected class or
protected activity;

e Written or graphic material that speaks badly of or shows hatred toward an
individual or group because of one or more protected statuses; or

e Negative comments or teasing a person about their natural hair, hair texture, hair

type or hair style (see definition of “race” on page 1). Employees may not touch

another employee’s hair without permission to do so, even if the touch is extended

out of curiosity or as a compliment.

This is not a complete list. All employees are expected to exercise common sense and
always demonstrate professional conduct in the workplace.

iii. Complaint Procedure

Employees, volunteers, or interns who have experienced a sexual assault, any
harassment or discrimination in violation of this policy, who have withessed such behavior,
or who have information about such behavior occurring, are expected and should bring
the matter to the attention of Human Resources or the City Manager, or a supervisor or
member of management as soon as possible. Employees are strongly encouraged to
document the information or incident in any written or electronic form, or with a voice
mail message (or phone call). An employee who experiences or witnesses harassment is
encouraged, but not required, to tell the harasser that the behavior is offensive and
unwanted, and that they want it to stop.

iv. Investigation and Confidentiality

All complaints and reports will be promptly and impartially investigated and will be kept
confidential to the extent possible, consistent with the City's need to investigate the
complaint and address the situation. If conduct in violation of this policy is found to have
occurred, the City will take prompt, appropriate corrective action, and any employee
found to have violated this policy will be subject to disciplinary action, up to and
including termination of employment.

3
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Employees who have been subjected to harassment, sexual assault, or discrimination are
encouraged to use the City's complaint-reporting procedure, described above, to
ensure a timely, thorough investigation and handling of the situation. Employees may,
however, seek redress from the Oregon Bureau of Labor and Industries (BOLI) pursuant to
ORS 659A.820 to 659A.865, orin a court under any other applicable law, whether criminal
or civil. Although the City cannot provide employees with legal advice, employees
should be aware of the statute of limitations applicable to harassment or discrimination
claims under ORS 659A.030, 659A.082 or 659A.121 (five years). Further, before an
employee can take any legal action against the City, they must provide written notice
of the claim to the City within 180 days of the act or omission the employee claims caused
them harm. When an employee can prove harm as a result of unlawful harassment or
discrimination in an administrative proceeding or in a court, remedies available to the
employee include enforcement of aright, imposition of a penalty, orissuance of an order
to the employee’s employer (in limited circumstances).

V. Protection Against Retaliation

The City prohibits retaliation in any way against an employee because the employee has
made a good-faith complaint pursuant to this policy or the law, has reported (in good
faith) sexual assault, harassing or discriminatory conduct, or has participated in an
investigation of such conduct.

Employees who believe they have been retaliated against in violation of this policy
should immediately report it to Human Resources or the City Manager or any supervisor
or member of management. Any employee who is found to have retaliated against
another employee in violation of this policy will be subject to disciplinary action up to and
including termination of employment.

See also the No-Discrimination, No-Retaliation Policy, above, and the Reporting Improper
and Unlawful Activity Policy, below.

vi. Other Resources Available to Employees

The City provides an Employee Assistance Program (EAP) through Canopy to employees
and dependents who are enrolled in the City's medical coverage. For access to
confidential help 24 hours a day, seven days a week, call toll-free: 1-800-433-2320, or go
online to canopywell.com. The EAP program provides confidential counseling services
and educational tools such as resources relating to eldercare, childcare, legal
consultation, financial coaching, identity theft, and others.

The City cannot provide legal resources to its employees or referrals to specific attorneys.
Employees may contact the Oregon State Bar for more information:
https://www.osbar.org/public/.

vii. Other Employee Rights

Nothing in this policy is intended to diminish or discourage an employee who has
experienced workplace harassment or discrimination, or sexual assault, from talking
about or disclosing their experience.

The City is committed to creating and maintaining a workplace free of sexual assaulf,
harassment, discrimination, and retaliation and it has confidence in the process it has

4
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developed for addressing good-faith complaints. However, Oregon law requires the City
to inform employees that if they have been aggrieved by workplace harassment,
discrimination or sexual assault and want to enter info an agreement with the City
regarding their experience and/or employment status, the employee should contact
Human Resources. The employee’s request to enter into such an agreement must be in
writing (email or text is acceptable). Requests of this nature will be considered on a case-
by-case basis; such agreements are not appropriate for every situation. If the City and
employee do reach an agreement, the City will not require an employee to enter into a
nondisclosure agreement (which would prohibit the employee from discussing or
communicating about their experiences in the workplace or the terms of the agreement)
or a non-disparagement agreement (which would prohibit the employee from speaking
slightingly about the City or making comments that would lower the City in rank or
reputation). If, however, the employee makes a request for an agreement under this
paragraph, nondisclosure and non-disparagement are terms that the City and the
employee may agree to. The employee will have seven days to revoke the agreement
after signing it.

D. No-Bullying Policy

The City strives to promote a positive, professional work environment free of physical or
verbal harassment, “bullying,” or discriminatory conduct of any kind. The City, therefore,
prohibits employees from bullying one another or engaging in any conduct that is
disrespectful, insubordinate, or that creates a hostile work environment for another
employee for any reason. For purposes of this policy, “bullying” refers to repeated,
unreasonable actions of individuals (or a group) directed towards an individual or a
group of employees, which is intended to intimidate and that creates arisk to the health
and safety of the employee(s). Examples of bullying include:

1. Verbal Bullying: Slandering, ridiculing, or maligning a person or their family;
persistent name calling that is hurtful, insulting or humiliating; using a person as the
butt of jokes; abusive and offensive remarks.

2. Physical Bullying: Pushing; shoving; kicking; poking; tripping; assault, or threat of
physical assault; damage to a person’s work area or property.

3. Gesture Bullying: Non-verbal threatening gestures, glances that can convey
threatening messages.

4. Exclusion Bullying: Socially or physically excluding or disregarding a person in work-
related activities. In some cases, failing to be cooperative and working well with
coworkers may be viewed as bullying.

5. Cyber Bullying: Bullying that takes place using electronic technology, which
includes devices and equipment such as cell phones, computers, and tablets as
well as communication tools including social media sites, text messages, chat, and
websites. Examples of cyberbullying include transmitting or showing mean-spirited
text messages, emails, embarrassing pictures, videos or graphics, rumors sent by
email or posted on social networking sites, or creating fake profiles on websites for
cowaorkers, managers or supervisors or elected officials.

This is not a complete list.
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Employees who have experienced bullying in violation of this policy, who have witnessed
an incident of bullying, or who have credible information about an incident, are
expected and should bring the matter to the attention of their supervisor or a member of
management as soon as possible. If conduct in violation of this policy is found to have
occurred, the City will take prompt, appropriate action, and any employee found to
have violated this policy will be subject to disciplinary action, up to and including
termination of employment.

E. Disability Accommodation Policy

The City is committed to complying fully with the Americans with Disabilities Act (ADA)
and Oregon's disability accommodation and anti-discrimination laws. We are also
committed to ensuring equal opportunity in employment for qualified persons with
disabilities.

i. Accommodations

The City will make reasonable efforts to accommodate a qualified applicant or
employee with a known disability unless such accommodation creates an undue
hardship on the operations of the City.

ii. Requesting an Accommodation

Areasonable accommodation is any change or adjustment to ajob or work environment
that does not cause an undue hardship on the department or unit (or, in some cases, the
City) and that permits a qualified applicant or employee with a disability to participate
in the job application process, to perform the essential functions of a job, or to enjoy
benefits and privileges of employment equal to those enjoyed by employees without
disabilities. For example, a reasonable accommodation may include providing or
modifying equipment or devices, job restructuring, allowing part-time or modified work
schedules, reassigning an individual, adjusting or modifying examinations or fraining
materials provided by the City, providing readers and interpreters, or making the
workplace readily accessible to and usable by people with disabilities.

Employees should request an accommodation as soon as it becomes apparent that a
reasonable accommodation may be necessary to enable the employee to perform the
essential duties of a position. All requests for accommodation should be made with
Human Resources or the Supervisor and should specify which essential functions of the
employee’s job cannot be performed without reasonable accommodation. In most
cases, an employee will need to secure medical verification of their need for a
reasonable accommodation. Both the City and employee must monitor the employee’s
accommodation situation and make adjustments as needed.
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F. Pregnancy Accommodation Policy

Employees who are concerned that their pregnancy, childbirth, or a related medical
condition (including lactation) will impact their ability to work should contact Human
Resources to discuss their options for continuing to work and, if necessary, leave of
absence options. The City will provide one or more reasonable accommodations for
employees with known limitations unless such accommodations impose an undue
hardship on the City's operations.

Although this policy refers to “employees,” the City will apply this policy equally to an
applicant with known limitations caused by pregnancy, childbirth or a related medical
condition.

i. Requesting a Pregnancy-Related Accommodation

Employees who are concerned that their pregnancy, childbirth or a related medical
condition will limit their ability to perform their duties should request an accommodation
as soon as it becomes apparent that a reasonable accommodation may be necessary
to enable the employee to work. All requests for accommodation should be made with
Human Resources and should specify which essential functions of the employee’s job
cannot be performed without a reasonable accommodation. In most cases, information
from the employee’s doctor may be needed to assist the City and the employee find an
effective accommodation, or to verify the employee’s need for an accommodation.
Both the City and employee must monitor the employee’s accommodation situation and
make adjustments as needed.

ii. No Discrimination, No Retaliation

The City prohibits retaliation or discrimination against any employee who, under this
policy: (1) asked for information about or requested accommodations; (2) used
accommodations provided by the City; or (3) needed an accommodation.

Employees who ask about, request or use accommodations under this policy and
applicable law have the right to refuse an accommodation that is unnecessary for the
employee to perform the essential functions of the job or when the employee doesn’t
have a known limitation.

iii. Leave of Absence Options for Pregnant Employees

Employees who are pregnant or experiencing pregnancy-related medical conditions
should also be aware of their leave of absence options under Paid Leave Oregon,
Oregon'’s sick leave law, the Oregon Family Leave Act and the Family Medical Leave
Act. See policies on page 28 or speak with Human Resources.
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G. Reporting Improper or Unlawful Conduct - No Retaliation

Employees may report concerns about the City’'s compliance with any law, regulation or
policy, using one of the methods identified in this policy. The City will not retaliate against
employees who disclose information that the employee reasonably believes is evidence
of:

» A violation of any federal, Oregon, or local law, rules or regulations by the City;

» A violation of law, regulation, or standard pertaining to safety and health in the
place of employment;

* Mismanagement, gross waste of funds, abuse of authority;

* Asubstantial and specific danger to public health and safety resulting from actions
of the City or one of its employees; or

e The fact that a recipient of government services is subject to a felony or
misdemeanor arrest warrant.

Further, in accordance with Oregon law, the City will not prohibit an employee from
discussing the activities of a public body or a person authorized to act on behalf of a
public body with a member of the Legislative Assembly, legislative committee staff acting
under the direction of a member of the Legislative Assembly, any member of the elected
governing body of a political subdivision, or an elected auditor of a city, county or
metropolitan service district.

i. Employee Reporting Options

In addition to the City's Open Door Policy (see section V. H.) employees who wish to
report improper or unlawful conduct should first talk to their supervisor. If you are not
comfortable speaking with your supervisor, or you are not satisfied with your supervisor's
response, you are encouraged to speak with Human Resources. Supervisors and
managers are required to inform the Human Resources Department about reports of
improper or unlawful conduct they receive from employees.

The City will not disclose the identity of any employee who reports any of the information
described in this policy during an investigation without the written consent of the
employee. Reports of unlawful or improper conduct will be kept confidential to the
extent allowed by law and consistent with the need to conduct an impartial and efficient
investigation. If the City were to prohibit, discipline, or threaten to discipline an employee
for engaging in an activity described above, the employee may file a complaint with
the Oregon Bureau of Labor and Industries or bring a civil action in court to secure all
remedies provided for under Oregon law.

ii. Additional Protection for Reporting Employees

Oregon law provides that, in some circumstances, an employee who discloses a good
faith and objectively reasonable belief of the City's violation of law will have an
“affrmative defense” to any civil or criminal charges related to the disclosure. For this
defense to apply, the employee’s disclosure must relate to the conduct of their coworker
or supervisor acting within the course and scope of their employment. The disclosure
must have been made to: (1) a state or federal regulatory agency; (2) a law
enforcement agency; (3) a manager with the City; or (4) an Oregon-licensed attorney
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who represents the employee making the report/disclosure. The defense also only
applies in situations where the information disclosed was lawfully accessed by the
reporting employee.

iii. Policy Against Retaliation

The City will not retaliate against employees who make reports or disclosures of
information of the type described above when the employee reasonably believes they
are disclosing information about conduct that is improper or unlawful, and who lawfully
accessed information related to the violation (including information that is exempt from
disclosure as provided in Oregon law or by City policy).

In addition, the City prohibits retaliation against an employee for participating in good
faith in any investigation or proceeding resulting from a report made pursuant to this
policy. Further, no City employee will be adversely affected because they refused to
carry out a directive that constitutes fraud or is a violation of local, Oregon, federal or
other applicable laws and regulations. The City may take disciplinary action (up to and
including termination of employment) against an employee who has engaged in
retaliatory conduct in violation of this policy. This policy is not infended to protect an
employee from the consequences of their own misconduct or inadequate performance
simply by reporting the misconduct or inadequate performance. Furthermore, an
employee is not entitled to protections under this policy if the City determines that the
report was known to be false, or information was disclosed with reckless disregard for its
truth or falsity. If such a determination is made, an employee may be subject to discipline
up to and including termination of employment.
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ll. Classification and Compensation

A. Probationary Period of Employment

All new employees, including current employees who are promoted or transferred within
the City, are hired into an introductory training period that generally lasts no less than 180
days. The probationary period is an extension of the employee selection process. During
this period, employees are considered to be in training and under observation and
evaluation by your manager. Evaluation of your adjustment to work tasks, conduct and
other work rules, attendance and job responsibilities will be considered during the
infroductory period. This period gives you an opportunity to demonstrate satisfactory
performance for the position, and also provides an opportunity fo determine if your
knowledge, skills and abilities and the requirements of the position match. It is also an
opportunity for you to decide if the City meets your expectations of an employer.

At or before the end of the introductory period, a decision about your employment status
will be made. The City of Sherwood will decide whether to: (1) Extend your probationary
period; (2) Move you to regular, full-time or regular, part-tfime status; or (3) Terminate your
employment.

Employees are not guaranteed any length of employment upon hire or
transfer/promotion; both you and the City may terminate the employment relationship
during the infroductory period for any lawful reason. Notice of termination by the City will
be provided in writing. Further, completion of the introductory period or continuation of
employment after the infroductory period does not entitle you to remain employed by
the City for any definite period of fime. Both you and the City are free to terminate the
employment relationship, at any time, with or without notice and for any reason not
prohibited by law.

B. Employee Classification
The City classifies employees as follows:

1. Regular Full-time: Employment in an established position requiring 40 hours
or more of work per week. Generally, full-time employees are eligible to
participate in The City's benefit programs.

2. Regular Part-time (Benefits Eligible): Employment requiring 20 hours per
week but less than 40 hours of work per week. Normally a part-time
schedule, such as portfions of days or weeks, will be established. Occasional
workweeks of over 40 hours will not constitute a change in status from part-
time to full-time. Regular, part-time employees are eligible to participate in
the City's benefit programs.

3. Regular Part-time (Not Benefits Eligible): Employment requiring less than 20
hours of work per week. Normally a part-time schedule, such as portions of
days or weeks, will be established. Occasional workweeks of over 20 hours
will not constitute a change in benefit status. Regular, part-time employees
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working 20 hours or less per week are not eligible for benefits except those
mandated by applicable law.

4. Temporary: Employment in a job established for a specific purpose, for a
specific period of time, or for the duration of a specific project or group of
assignments. Temporary employment can either be full-time or part-time.
Temporary employees are not eligible for benefits other than those
mandated by applicable law.

5. Seasonal: Employment in a job established for a specific purpose or for a
specific period of time. Seasonal employment can either be full-time or
part-time and is typically subject to a regular schedule. Hours worked must
not exceed 1040 hours in rolling 12-month period. Seasonal employees are
not eligible for benefits other than those mandated by applicable law.
Returning Seasonal employees may be eligible for step increases subject to
satisfactory performance.

6. On Call: Employment in a job on an ‘ad-hoc’ basis as operational needs of
the City require. Hours worked are irregular and subject to a maximum of
1040 hours per year. On-Call employees are not eligible for benefits other
than those mandated by applicable law.

Additionally, all employees are defined by federal and Oregon law as either “exempt”
or “non-exempt,” which determines whether the employee is eligible for overtime.
Employees will be instructed as to whether they are exempt or non-exempt at the time
of hire or when a promotion or demotion occurs. All employees, regardless of
employment classification, are subject to all City rules and procedures.

C. The Workweek

The City of Sherwood has established regular working hours to promote a productive work
environment that will serve our citizens. The general office hours are Monday through
Friday, 8 a.m.to 5 p.m.

In general, the regular City workday consists of a work shift of eight (8) consecutive work
hours plus an unpaid sixty (60) minute meal period within any consecutive twenty-four
(24) hour period. Saturdays, Sundays, and recognized City holidays are generally not
considered regular City workdays, except as otherwise established by this manual or
applicable Collective Bargaining Agreement. The defined City work week is a period of
one hundred sixty-eight (168) consecutive hours that begins at 12.01am Sunday and ends
at midnight on the following Saturday. If you are a non-exempt employee, you should
not begin work before your normal starting time nor continue to work beyond the normal
quitting time without advance approval from your direct supervisor.

The City Manager, Department Head or direct supervisor may establish work hours and
schedules different from the regular workdays for individual employees, certain classes
of employees, or exempt employees, based upon the best business interest of the City
and the needs of each department. Provided, however that the departmental
procedure shall not nullify, modify, or run counter to these rules. Department rules,
regulations, and procedures shall be approved by the City Manager. Employees shall
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work all the hours and days assigned. Management reserves the right to modify or flex
schedules consistent with the needs of the City.

D. Meal Periods and Rest Breaks

Non-exempt employees are required to take a paid, uninterrupted 10-minute rest break
for every four-nour segment or major portion thereof in the work period. The rest break
should be taken in the middle of each segment, whenever possible. Whenever a
segment exceeds two hours, the employee must take a 10-minute rest break for that
segment.

Non-exempt employees are required to take at least a 30-minute unpaid meal period
when the work period is six hours or greater. The law requires an uninterrupted period in
which the employee is relieved of all duties. No meal period is required if the work period
is less than six hours. If, because of the nature or circumstances of the work, an employee
is required to remain on duty or to perform any tasks during the meal period, the
employee must inform their supervisor before the end of the shift so that the City may pay
the employee for that work.

Meal periods and rest breaks are mandatory and are not optional. An employee’s meal
period and rest break(s) may not be taken together as one break. Meal periods and rest
breaks may not be “skipped” in order to start work late or leave early. An employee who
fails to abide by this policy and applicable laws may be subjected to discipline, up to
and including termination.

Sample rest and meal break schedules are listed below. Employees with questions about
the rest or meal breaks available should contact Human Resources.

Length of Work Period Rest Breaks Meal Periods
2 hours or less 0 0
2 hrs & 1 min -5 hrs & 59 min 1 0
6 hours 1 1
6 hrs & 1 min—10 hrs 2 1
10 hrs & 1 min — 13 hr & 59 min 3 1

E. Rest Breaks for Expression of Breast Milk

The City will provide reasonable rest periods to accommodate an employee who needs
to express milk for their child eighteen (18) months of age or younger. If possible, the
employee will take the rest periods to express milk at the same time as the rest breaks or
meal periods that are otherwise provided to the employee. If not possible, the employee
is entitled to take a reasonable period each time the employee needs to express milk.

Rest breaks needed to express milk for children one (1) year or younger will be considered
paid fime if the employee is also working. The City will freat the rest breaks used by the
employee for expressing milk for children over one (1) year of age to eighteen (18)
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months as paid rest breaks up to the amount of time the City is required to provide as
paid rest breaks and/or meal periods under applicable personnel rules or collective
bargaining agreements. Additional time needed during an employee’s scheduled
working hours beyond the paid rest breaks and/or meal periods for children one (1) year
to eighteen (18) months will be unpaid.

The City will make a reasonable effort to provide the employee with a private location
within close proximity to the employee’s work area to express milk. For purposes of this
policy, “close proximity” means within walking distance from the employee’s work area
that does not appreciably shorten the rest or meal period. A “private location” is a place,
other than a public restroom or toilet stall, in close proximity to the employee’s work area
for the employee to express milk concealed from view and without intrusion by other
employees or the public.

If a private location is not within close proximity to the employee’s work areaq, the City will
identify a private location the employee can travel to. The travel time to and from the
private location will not be counted as a part of the employee’s break period.

i. Notice

An employee who intends to express milk during work hours must give their supervisor or
Human Resources reasonable oral or written notice of her intention to do so in order to
allow the City fime to make any preparations necessary for compliance with this rule.

ii. Storage

Employees are responsible for storing expressed milk. Employees may bring a cooler or
other insulated food container to work for storing the expressed milk. If an office provides
access to refrigeration for personal use, an employee who expresses milk during work
hours may use the available refrigeration.

F. Cost of Living Allowance (COLA)

The Budget Committee shall recommend to Sherwood City Council for approval, an
annual Cost of Living Allowance, based on recommendations from the City Manager
and HR Director. The percentage of the COLA increase shall be based on the CPIW, West
Index average from the prior calendar year and shall not exceed five (5) percent. If
approved, the COLA increase will be an across the board increase effective the first full
payroll after July 15t of each fiscal year.

G.Overtime

It is the policy of the City to minimize the need for overtime work. All overtime, except in
cases of emergency, must be authorized by the employee’s supervisor prior to the
employee working overtime. Overtime compensation for represented employees is
addressed in the applicable collective bargaining agreement. Unrepresented
employees are eligible for overtime compensation pursuant to these rules and/or federal
and state law.
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i Time-and-a-Half

The City pays one and one-half times a non-exempt employee’s hourly rate for all hours
worked over 40 in any workweek. See "Employee Classification,” above.

ii. Limitation on Overtime Pay

Overtime is calculated based on hours actually worked. Discretionary time off, such as
PTO, Comp Time, Sick Leave, Family Leave will not be counted toward the 40 hours
worked per week required to receive overtime pay.

iii. Assignment of Overtime Work

When overtime work is required by the City on a particular job on a shift commencing on
a day other than Saturday, Sunday, or a holiday, the non-exempt employee performing
that job at the conclusion of their straight-tfime hours will normally be expected to
continue to perform the job on an overtime basis. When overtime work is assigned by the
City on a Saturday, Sunday, or holiday, it generally will be assigned first on a voluntary
basis in order of seniority to the employees who regularly perform the particular work
involved. No employee may refuse to work scheduled overtime, overtime necessitated
by emergencies, overtime necessitated by staff shortages, or any other reasonable
requirement for overtime work that is in the best business interest of the City.

When overtime is required by the City on a Sunday or on a holiday, the City willendeavor
to give the employees required to work notice of their assignment during their last shift
worked prior to such Sunday or holiday.

iv. Supervisor Authorization

No overtime may be worked by non-exempt employees unless specifically authorized in
writing by a supervisor or manager. Employees who work unauthorized overtime may be
subject to discipline up to and including termination.

V. Compensatory (Comp) Time

All  authorized overtime work by employees, except as exempted in the
Overtime/exceptions section, may be compensated for with time off in lieu of pay, af the
employee’s option. The compensation rate will be one and one half (1 '2) hours for each
hour of employment worked in excess of the employee’s regular forty (40) hour work
week. The maximum accrual is twenty (20) hours of compensation time. Such non-
exempt employees shall receive cash payment for all unused compensation time off
upon resignation, layoff, or dismissal. Such excess of unused compensation overtime shall
be paid at the employee’s regular rate of pay.

H. Timekeeping Requirements

All employees must accurately record time worked on a timecard for payroll purposes.
Employees are required to record their own time at the beginning and end of each work
period, including before and after the meal period. Unless directly instructed otherwise
by a Supervisor, filling out another employee’s timecard, allowing another employee to
fill out your timecard, or altering any timecard will be grounds for discipline up to and
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including termination. An employee who fails to record their time may be subjected to
discipline as well.

I. Employee-Incurred Expenses and Reimbursements

The City will pay actual and reasonable business-related expenses incurred by
employees during the performance of their job responsibilities if they are: (1) listed below
or elsewhere in this handbook; and (2) pre-approved by the employee's
supervisor/manager before they are incurred. The City will not pay for or reimburse the
costs incurred by a spouse, registered domestic partner or tfravel companion who
accompanies the employee on City-approved travel. Employees are expected to use
a City Purchasing Card for expenses incurred where practically possible.

Employees who fail to provide a completed and signed expense report and evidence
of proof of purchase (receipts) within one month of the expense being incurred risks
forfeiting their payment or reimbursement.

Some examples of actual and reasonable business-related expenses that the City will
reimburse/pay for are:

e City approved Conferences or Workshops:
City approved Education:

e Meals: The City shall use the current daily per diem for meals and lodging per the
US General Services Administration website per diem www.gsa.gov. A statement
of the meals and lodging claimed should be provided to the Finance Department
with other expense reimbursement documentation in order to receive the per
diem. The meal and lodging per diem may be requested in advice of the planned
fravel in approved by the Department Head.

e Mileage, Ride-Share Expenses and Parking: Employees will be reimbursed for
authorized use of their personal vehicles at a rate established by the Internal
Revenue Service. Reasonable parking costs are also reimbursed upon submission
of receipts on an expense report. Finally, employees using a ride-share service to
travel to or from an airport or in connection with work-related travel may also be
reimbursed upon submission of receipts on an expense report (the least expensive,
but private, option must be selected). Any fraffic citations or court-ordered fees
relating to driving or parking offenses (including parking fickets) are the
responsibility of the employee and will not be reimbursed by the City.

As part of each employee’s official compensation package, employees may retain any
travel benefit program rewards such as frequent flier miles for the employee’s own
personal use. If the employee receives such travel benefit awards for their personal use,
the employee may need to report the value of such rewards for income tax purposes.
An Employee may accept non-monetary compensation (for example Meal Vouchers)
from a carrier for delay or interruption of fravel, or similar situation provided there is no
additional cost to the City. Any vouchers or refunds for unused transportation or lodging
paid for by the City are the property of the City of Sherwood.
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J. Payroll Policies

You will be paid every other week based on hours worked in a predetermined fourteen
(14) day period. The City does not provide advance payments of salary or loans from
salary to be earned

Net pay will be directly deposited info the employee’s bank account, unless an
employee requests otherwise. If an employee requests to pick up their paycheck from
City, only the employee named on the paycheck will be allowed to do so unless the
employee provides written permission to City for someone else to receive the check.

K. Statement Regarding Pay Practices

The City makes all efforts to comply with applicable Oregon and federal wage and hour
laws. In the event you believe that the City has made any improper deductions, has
failed to pay you for all hours worked or for overtime, has failed to pay you in accordance
with the law, or has failed to properly calculate your wages in any way, you must
immediately report the error to Human Resources. The City will investigate all reports of
improper pay practices and will reimburse employees for any improper deductions or
omissions. No employee will suffer retaliation or discrimination for reporting an error or
complaint regarding the City’s pay practices.

See also "Statement Regarding Pay Equity” policy, above.

L. Reporting Changes to an Employee’s Personal Data

Because personnel records are used to administer pay and benefits, and other
employment decisions, employees are responsible for keeping information current
regarding changes in name, address, phone number, exemptions, dependents,
beneficiary, etc. Keeping your personnel records current with regard to pay, deductions,
benefits and other matters isimportant. If you have changes in any of the following items,
please notify Human Resources to ensure that the proper updates are completed as
quickly as possible:

o Name;

e Marital status/Domestic Partnership (for purposes of benefit eligibility
determination only);

Address or telephone number;

Dependents;

Person to be nofified in case of emergency;

Other information having a bearing on your employment; and

Tax withholding.

Employees may not intentionally withhold information from City about the items listed
above in order to continue to receive benefits or anything of value for themselves or
anyone else. Upon request, City may require employees to provide proof of marital
status/domestic partnership status. Employees who violate this policy may be subject to
discipline, up to and including termination.
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M.Performance Reviews

All City employees will receive periodic performance reviews. Performance reviews serve
as one factor in decisions related to employment, such as training, step increases, job
assignments, employee development, promotions, retention and discipline/termination.

The City's goal is to provide an employee with their first formal performance evaluation
within six months after hire or promotion. After the initial evaluation, the City will strive to
provide a formal performance review on an annual basis.

Reviews will generally include the following:

An evaluation of the employee’s quality and quantity of work;

A review of exceptional employee accomplisnments;

Establishment of goals for career development and job enrichment;
A review of areas needing improvement; and

Setting of performance goals for the employee for the following year.

Employees shall be evaluated with the following summary ratings:

a. Meets or Exceeds Standards or Outstanding (eligible for increase)
b. Does Not Meet Standards (not eligible for increase)

Any employee who receives a ‘Does Not Meet Standards’ performance rating shall not
receive a pay step increase as per the compensation section. Any employee who fails
to satisfactorily perform the duties or tasks of their position will be placed on a
Performance Improvement Plan (PIP). A PIP is a tool designed to assist an employee in
improving their performance. Employees who fail to successfully complete a PIP will be
subject to disciplinary action (including termination).

Employees who disagree with a performance evaluation may submit a written response
with reasons for disagreement. The employee’s response shall be filed with the
employee’s performance evaluation in the employee’s personnel file. Such response
must be filed no later than 30 days following the date the performance evaluation was
received.

Supervisors and managers are encouraged to provide employees with informal
evaluations of their employees’ work on an as-needed basis.

N. Pay Steps

The pay steps shall include for each classification or group of classifications a minimum
and maximum rate. The rate for each class shall be coordinated based upon the ranges
of pay steps for other classes, the requisite duties, responsibilities, and entry level
qualifications of positions in each class, the rate of pay for similar work in the public and
private sector, cost of living data, fringe benefits, the City's financial policies and
positions, or any other relevant considerations. Nothing contained in the Employee
Handbook, City Policies, the compensation plan, or the City's past practices or customs
shall prevent the City from reducing its work force, laying off, promoting, demoting,
reclassifying, or dismissing employees or otherwise managing and directing the operation
of City government in the best business interest of the City.
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i. Rates of Pay

Each employee shall be paid within the range designated for the classification. Normally
an employee will be appointed at the first step of the range established for the
classification. An appointing authority may request in writing that the City Manager
approve an appointment to a step higher than the first step. The City Manager will make
this decision, based on the recommendation of the HR Director, a consideration of
whether the applicant’s current qualifications are in excess of the entry level
qualifications required for the class, whether there is a shortage of qualified applicants
available at the minimum pay step, whether qualified applicants decline employment
at the minimum pay step, the availability of budgeted and sustainable funds, the pay
equity law or other factors in the best business interest of the City.

ii. Advancement

Advancement to successive pay steps for a class of positions shall be based on an
employee’s efficient and fully satisfactory performance of the duties and responsibilities
of the positions. The maximum pay step is considered the full pay rate for an incumbent
who is meeting all the requirements of his or her duties. Advancement to the next
successive pay step shall be based solely on merit and performance, not on an
employees’ longevity or seniority. Advancement is not automatic.

iii. Timin

An employee may be considered for advancement to a higher pay step on his or her
yearly anniversary date. Provided, however, that probationary employees may be
considered for advancement to a higher pay step upon successful completion of the
probationary employment period, as provided for in the Probationary Employment
section. The anniversary date shall be adjusted for employees on leave without pay
status. Employees shall only be advanced to the next successive pay step for his or her
class of positions.

iv. Reinstatement

Upon reinstatement, the employee shall be paid the same step in the salary range that
the employee was being paid at the time of separation, or the salary specified by the
body that directed the reinstatement. The employee’s anniversary date shall remain the
same, unless otherwise directed by the terms of the reinstatement.

V. Recall from Layoff

When an individual is recalled from a layoff to a position in the same class in which the
person was previously employed, the employee shall be paid the same salary step at
which the employee was being paid at the time of layoff.

vi. Re-employment

Upon re-employment, an employee may be paid at or below the step at which the
employee was being paid at the time of separation from employment, at the discretion
of the appointing authority.
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vii. Promotion

When an employee is promoted, the employee’s pay step in the new position shall be at
least a five percent (5%) increase from the pay step from which the employee was
promoted. The anniversary date of an employee who is promoted shall be adjusted so
that it falls one (1) year from the effective date of the promotion unless a probationary
period has been agreed, see Probationary Periods below. An exception would include
an appointing authority requesting in writing that the City Manager approval a
promotion to a higher rate within the new range. The City Manager shall review the
maftter and consider the qualifications, prior experience of the candidate, the City
budget, the pay equity law and any other relevant factors.

viii. Demotion

When a voluntary classification demotion or demotion in lieu of layoff occurs the
employee’s salary shall be set the step or hourly rate within the salary range of the lower
classification closest to the employee’s current regularly assigned salary. The new salary
may not be greater than the employee’s regularly assigned salary prior to the demotion.
When an involuntary demotion occurs, the appointing authority shall make a
recommendation to the City Manager as to an appropriate pay step and the City
Manager shallreview and approve the recommended lower pay step or determine what
a more appropriate pay step is. An employee who is demoted shall be adjusted so that
their anniversary date falls one (1) year from the effective date of the demotion.

iX. Reclassification

When an employee’s position is reclassified to a higher salary range it will be considered
a promotion and the employee’s current salary shall be adjusted by at least five percent
(5%) and moved to the closest higher step in the new class of positions. The anniversary
date of an employee who is reclassified shall be adjusted so that it falls one (1) year from
the effective date of the reclassification.

When assigned to a classification with the same salary range, the employee will retain
their current salary rate and anniversary date.

When assigned to a classification with a lower salary range, the employee’s salary shall
be adjusted to the step or rate in the pay range closest to his or her current rate without
a reduction in pay, or be “Y-rated”. The anniversary date of the employee shall remain
the same.

X. Transfer

When an employee transfers to a different position in the same classification, the
employee retains the same pay, performance evaluation, salary increase date and
anniversary dafte. When an employee fransfers to a posifion in a different classification
with the same pay range, the employee’s pay remains the same.
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xi. Military Reserve

Regular employees who are members of the armed forces reserve program and who
are called up to active duty or annual training will not have their salary/step increase
eligibility affected by the military leave of absence.

Xii. Probationary Periods
The Department Head may, with approval from the City Manager, grant a promoted,

demoted or reclassified employee a pay increase upon successful completion of a
new six-month trial period following the action. If a pay increase is granted, the
anniversary date shall become the date of the completion of the new trial period.

xiii.

Timing

Proposals for promotions, reclassifications and new positions shall be submitted to the
City Manager, or designee, through the HR Director; with ample time to complete the
process. If the promotion, reclassification or new position is approved, the new pay
class, step and job description will become effective upon adoption.

Xiv.

Administrative Leave

Employees exempt from overtime pay may receive an administrative compensation
credit of paid time off each calendar year based on their classification as indicated

below:

12 Hours | Business Systems Analyst
Public Works Program Analyst

20 Hours | Customer Service Supervisor
Engineering Associate I
Building Official
Civil Engineer
Snr Civil Engineer

40 Hours | Finance Manager Finance Director

Court Supervisor

Fleet Supervisor

Art Center Manager

Public Works Uftility Supervisor
Library Manager

City Recorder

Payroll Specialist

Recreation Supervisor
Executive Assistant

Systems Administrator

HR Specialist

Planning Manager

City Engineer

Community Development Director

Public Works Director
Community Services Director
HR Director

Police Chief

Police Captain

Utility Manager

IT Director

Senior IT Analyst

Senior Network Engineer
Economic Development Mgr
Library Operations Supervisor
Admin Assistant lll-Conf.
Adult Community Center Mgr
Operations Supervisor
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The City Manager may, in his or her sole discretion, add, remove, or otherwise alter the
placement of classifications in the matrix in subsection (a) above.

Administrative leave is credited in the payroll period closest fo January 1 of each year
and must be used by the end of the calendar year or it is forfeited. No administrative
leave shall be carried over to the next calendar year, nor shall unused administrative
leave be converted to compensation. Employees appointed to a qualifying position
after the first of the year may be granted administrative leave on a prorated basis. Eligible
employees transferring to an ineligible position after the first of the year will forfeit any
unused administrative leave. Employees are to schedule administrative leave in the same
manner as PTO with the approval of their supervisor.
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lll. Time Off and Leaves of Absence

A. Aftendance, Punctuality and Reporting Absences

Employees are expected to report to work as scheduled, on time and prepared to start
work. Employees are also expected to remain at work their entire work schedule, except
for unpaid break periods or when required to leave on authorized City business, and
perform the work assigned to or requested of them. Late arrivals, early departures, or
other absences from scheduled hours are disruptive and must be avoided.

Unless specified otherwise in a policy below, employees who will be unexpectedly absent
from work for any reason or who will not show up for work on time must inform their
supervisor via phone call, text or email no later than the start of the employee’s
shift/workday. If the Supervisor is unavailable the employee shall notify their Department
Head or Human Resources. Not reporting to work and not calling to report the absence
is a no-call/no-show and is a serious matter. The first instance of a no call/no show will
result in a final written warning. The second separate offense may result in termination of
employment with no additional disciplinary steps. A no call/no show lasting three days
may be considered job abandonment and may result in termination of employment.

B. Paid Time Off (PTO)

It is the policy of City to provide each full-time employee with PTO time on a periodic
basis. The amount of vacation to which an employee becomes entitled is determined by
the employee’s length of service as of their employment anniversary date. For regular,
full-time employees, vacation accrues as follows:

Years of Continuous | Accrual Rate Per | Yearly Accrual Maximum Accrual
Service Pay Period Rate

< 3 years 5.23 hours 17 days 26 days

=> 3 years 5.85 hours 19 days 29 days

=> 6 years 6.46 hours 21 days 32 days

=> 9 years 7.08 hours 23 days 35 days
=> 12 years 7.69 hours 25 days 38 days
=> 15 years 8.31 hours 27 days 41 days

Part fime employees shall accrue PTO at a prorated rate of full time employees. Eligible
employees are paid hours proportionate to the percentage of hours worked to a full 40-
hour work week.
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i. Scheduling PTO

To schedule days off other than for iliness or injury, an employee must submit a request to
the immediate supervisor as far in advance as possible. All requests will be granted on a
“first come, first served” basis. The immediate supervisor shall respond with the approval
or denial within one (1) week of receipt of the request. All requests must be made in
writing to be considered. Requests may be denied based upon staffing and workload
requirements of the City. Approval of requests will not be unreasonably withheld.

Employees must indicate in writing the number of PTO hours for which payment is
requested. The combined total of hours worked and PTO hours cannot exceed the
normal working time in any given pay period, except for authorized overtime.

ii. PTO Maximum Accumulation

If the maximum accrual is reached, additional vacation leave will not accrue until the
leave balance has been brought down below the maximum hours allowed. The City
may approve temporary accruals and carryovers of more than the maximum allowable
amount when the employee is unable to take time off due to City Staffing and work load
requirements, or other legitimate reasons, that in the opinion of the Department Head,
make use of accrued paid time off benefits unfeasible. Temporary accruals in excess of
the allowable amount shall be approved in writing by the City Manager or their designee.

iii. Cash Out

Upon written request by an employee and written approval by the City Manager, an
employee shall be allowed to convert a block of up to forty (40) hours of accrued PTO
time into cash at the employee's then-current rate of pay once per fiscal year. To be
eligible for the cash-out, the employee must have already taken at least eighty (80) hours
of PTO within the past twelve (12) month period. Employees will be required to maintain
a balance of a minimum of eighty (80) hours of accrued PTO, after cash-out, to be
eligible for cash-out under this policy. The cash out process may take up to 2 pay periods
to process and accrual caps will not be increased to allow for the processing time.
Employees should plan accordingly. The City Manager will approve or deny any such
PTO cash-outs in writing and may disallow or reduce the requested cash-out based on
the ability of City finances to absorb the cost.

iv. PTO Upon Termination

Upon separation of employment, employees who have successfully completed their
probation period or have a minimum é months of employment with satisfactory
performance as determined by the Department Head, will be paid for unused PTO time
that has been earned through the last day of work.

V. Longevity

When employees reach milestones outlined in this policy, they will receive a one-time
additional PTO award of:

e 10 years = 1 day of PTO
* 15 years = 3 days of PTO
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In instances where the employee has accrued the maximum paid time off, the City may
approve temporary accruals and carryovers of more than the maximum allowable
amount when the employee is unable to take time off due to City staffing and workload
requirements, or other legitimate reasons, that in the opinion of the Department Head,
make use of accrued paid time off benefits unfeasible. Temporary accruals in excess of
the allowable amount shall be approved in writing by the City Manager.

vi. Sabbadtical Leave

Employees shall earn eighty (80) hours of sabbatical leave to be taken in conjunction
with an equivalent amount of PTO leave from the employee’s bank in the applicable
anniversary fiscal year beginning on the employee’s twentieth (20th) anniversary year of
service and every fifth (5th) year thereafter. Unused sabbatical time shall not carry over.
Sabbatical leave shall be used in a single block taken with an equivalent amount of PTO
once in the eligibility year. It is the responsibility of the employees to ensure that they have
enough PTO accrued to be eligible for the amount of sabbatical leave they request.
Employees who have passed their twentieth (20th) anniversary date at the effective date
of this policy shall be immediately eligible for sabbatical leave, however, in no event shall
an employee take more than one sabbatical within a three (3) year period.

C. Sick Leave

The City provides eligible employee with paid sick leave in accordance with Oregon’s
Sick Leave Law. This policy will be updated as necessary to reflect changes in and to
ensure compliance with Oregon law.

Employees with questions about this policy may contact Human Resources. Please also
refer to the Oregon Sick Leave Law poster that is posted on employee bulletin boards
and is incorporated here: https://www.oregon.gov/boli/employers/pages/required-
worksite-postings.aspx

i. Eligibility and Accrual of Paid Sick Leave

Under Oregon’s Sick Leave Law and this policy, “employee” includes part-time, full-time,
hourly, salaried, exempt and non-exempt employees. Sick leave runs concurrently with
Oregon Family Leave Act leave, federal Family and Medical Leave Act and other leave
where allowed by law. Employees using Paid Leave Oregon can use accrued Sick leave
in addition to Paid Leave Oregon.

Employees begin to accrue paid sick leave on the first day of employment. Regular full-
time employees shall accrue sick leave at a rate of 3.7 hours per pay period. Regular
part-time employees shall accrue sick leave proportionate to the percentage of hours
worked to a full 40-hour work week.

ii. Pay Rate and Carryover

Sick leave will be paid at the employee’s regular rate of pay. Exempt employees are
presumed to work 40 hours in each workweek for purposes of their sick leave accrual
unless their normal workweek is less than 40 hours, in which case sick leave is accrued
based on the employee’s normal workweek. Generally, sick leave pay will be included
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in the paycheck for the next payroll period after sick leave is used, provided the
employee submits adequate documentation verifying that the absence was for a
qualifying reason as defined in the “Use of Sick Leave” section below.

Sick leave is meant to be used or carried over; any unused sick leave will not be cashed
out upon separation from employment. If an employee leaves employment and is
rehired within 180 days, the employee’s sick leave balance will be restored.

Sick leave accrual is capped at 720 hours.

iii. Use of Sick Leave

Paid sick leave may be used each calendar year for any of the following reasons:

1. For the diagnosis, care or treatment of a mental or physical iliness, injury or
health condition or need for preventive medical care. This is available for the
employee or their covered family member.

a. “Family member” means the employee’s:

Spouse or registered domestic partner;

Child or the child’s spouse or registered domestic partner;

Parent or the parent’s spouse or registered domestic partner;

Sibling or stepsibling or the sibling’s or stepsibling’s spouse or

registered domestic partner;

o Grandparent or the grandparent’s spouse or registered domestic
partner;

e Grandchild or the grandchild’'s spouse or registered domestic
partner; or

¢ Anyindividualrelated by blood or affinity whose close association
with the employee is the equivalent of a family relationship.

2. To care for an infant or newly adopted child under 18 yeas of age, or for a
newly placed foster child under 18 years of age, or an adopted or foster child
older than 18 years of age if the child is incapable of self-care because of a
mental or physical disability, completed within 12 months after birth or
placement of the child.

3. To recover from or seek tfreatment for a health condition that renders the
employee unable to perform at least one essential function of the position.

4. Absence associated with the death of a family member (attending funeral,
making arrangements, grieving the death)

5. If the employee, or the employee’s minor child or dependent, is a victim of
domestic violence, harassment, sexual assault, stalking or bias crime as
defined by Oregon law and requires leave for any of the purposes under
Oregon’s domestic violence leave law (ORS 659A.272).

6. In the event of certain public health emergencies or other reasons specified
under Oregon’s sick leave law.
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Employees absent from work for one or more of the qualifying reasons above must use
accrued sick time hours for that reason and on each subsequent day of absence.

iv. Employee Notice of Need for Sick Leave

a. Foreseeable Sick Leave

If the need for sick leave is foreseeable, an employee must notify their supervisor as soon
as practicable before the leave begins. Generally, an employee must provide at least
ten (10) days’ notice for foreseeable sick leave. The request shall include the anticipated
duration of the sick leave, if possible. Employees must make a reasonable effort to
schedule foreseeable sick time in a manner that minimally disrupts the operations of City.
Employees must notify their supervisor of any change in the expected duration of sick
leave as soon as is practicable.

b. Unforeseeable Sick Leave

If the need for sick leave is unforeseeable, the employee must inform their supervisor via
phone call, text or email no later than the start of the employee’s shift/workday. If the
supervisor is unavailable the employee shall notify their Department Head or Human
Resources.

Employees must contact their supervisor daily while on sick leave, unless an extended
period of sick leave has been prearranged with the supervisor or when off work on
protected leave. Employees shall inform their supervisor of any change in the duration of
sick leave as soon as practicable.

If an employee fails to provide proper notice or make a reasonable effort to schedule
leave in a manner that is only minimally disruptive to the organization and operations,
the City may deny the use and legal protections of sick leave.

V. Sick Leave Documentation

If an employee takes more than three consecutive scheduled workdays as sick leave,
the City may require reasonable documentation showing that the employee was absent
for an approved reason and for future absences. Reasonable documentation includes
documentation signed by a healthcare provider, or documentation for victims of
domestic violence, harassment, sexual assault, bias crimes, or stalking.

vi. Sick Leave Abuse

If the City suspects sick leave abuse, including but not limited to repeated use of
unscheduled sick leave or repeated use of sick leave adjacent to weekends, holidays,
vacations, and paydays, the City may require documentation from a healthcare
provider. Employees found to have abused sick leave as described here may also be
subject to discipline, up to and including termination.
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D. Holidays

The City recognizes ten holidays each year. It is the policy of the City of Sherwood to be
open the maximum number of days each year so as best to serve the public. All full-time
employees willreceive their regular straight-time compensation for each holiday. Regular
part-time employees receive pay for each designated holiday in the proportion to their
normally scheduled number of hours equals 40 hours per week. (See examples below)

» Regularly scheduled 20 hrs./wk. = 50% = 4 hours paid
» Regularly scheduled 25 hrs./wk. = 62.5% =5 hours paid
» Regularly scheduled 30 hrs./wk. = 75% = 6 hours paid

» Regularly scheduled 35 hrs./wk. = 87.5% =7 hours paid

100% = 8 hours paid

=  Regularly scheduled 40 hrs./wk.

The holidays celebrated are:

1. New Year's Day January 1t
2. Martin Luther King Day 39 Monday in January
3. Memorial Day Last Monday in May
4, Juneteenth June 19th
5. Independence Day July 4th
6. Labor Day First Monday in September
7. Veteran's Day November 11th
8. Thanksgiving Day 4" Thursday in November
9. Day after Thanksgiving Friday after Thanksgiving
10. Christmas Day December 25h

A holiday that falls on a weekend will be observed on either the preceding Friday or the
following Monday to coincide with local custom.

To be eligible for holiday pay, an employee must have worked their regularly scheduled
hours the workday before and the workday after the holiday or have been on an
approved vacation day or any other excused absence under City policy. If an employee
is on vacation when a holiday is observed, the employee will be paid for the holiday and
will be granted an alternate day of vacation at a later date.
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E. Family Medical Leave
Oregon Family Leave Act (OFLA) Policy

The following is a summary of Oregon Family Leave Act (OFLA) policy and procedures.
Generally, and as will be discussed, eligible employees are entitled to 12 weeks of unpaid
leave for the reasons identified below. Oregon law prohibits retaliation against an
employee with respect to hiring or any other term or condition of employment because
the employee asked about, requested or used OFLA Leave. In all cases, applicable
Oregon laws, rules, policies, and collective bargaining agreements govern the
employee’s and the City’s rights and obligations, not this policy.

Employees seeking further information should contact Human Resources. Please also
refer to the "Oregon Family Leave Act” notices posted on Employee Bulletin Boards,
which is incorporated here by reference.

i. Definitions
a. Family Member/Child

Family Member - Is defined as a spouse or domestic partner, a child of a covered
individual or the child's spouse or domestic partner, a parent of a covered individual or
the parent's spouse or domestic partner, a sibling or stepsibling of a covered individual
or the sibling's or stepsibling's spouse or domestic partner, a grandparent of a covered
individual or the grandparent's spouse or domestic partner, a grandchild of a covered
individual or the grandchild's spouse or domestic partner, any individual related by
blood or affinity whose close association with a covered individual is the equivalent of a
family relationship.

Child - Includes a biological, adopted, foster or stepchild, the child of a registered
domestic partner, or a child with whom the employee is in a relationship of in loco
parentis, under the age of 18 or over 18 if incapable of self-care because of a mental
or physical disability.

b. Eligible Employee

OFLA. To qualify for OFLA leave an employee must have been employed for at least 180
days and worked an average of at least 25 hours per week

Oregon Military Family Leave Act (OMFLA). For purposes of Oregon Military Family Leave
Act leave, the employee need have only worked 20 hours per week (no minimum length
of employment required). A different calculation method applies for reemployed service
members under USERRA who seek OMFLA leave; see Human Resources for more
information.

Public Health Emergency Leave. Employees are eligible to take any OFLA leave during a
Public Health Emergency if they have worked: (a) more than 30 days immediately before
the date on which the leave would begin; or (b) an average of 25 hours per week in the
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30 days immediately before the date on which the leave would begin. This is available
to employees who are eligible for OFLA only. See the definition of “public health
emergency’” below.

c. Public Health Emergency

A “public health emergency” is a public health emergency declared under ORS
433.441 or an emergency declaration declared under ORS 401.165. An example of this
is when the State of Oregon declared a COVID-19 state of emergency in March 2020
and the wildfire state of emergency in June 2021.

d. Reasons for Taking Leave

OFLA Leave may be taken for any of the following purposes:

1. Pregnancy Disability Leave: For incapacity due to pregnancy, prenatal medical
care or birth.

2. Sick Child Leave: To care for a child who suffers from aniiliness or injury that requires
home care or has a serious health condition, or to care for a child whose school
or place of care has been closed due to a public health emergency. This type
of leave does not provide for routine medical and dental appointments or issues
surrounding the availability of childcare when the child is not ill or injured.

3. Bereavement Leave. To deal with the death of a Family Member by attending the
funeral of the Family Member, making arrangements necessitated by the death
of the Family Member, or grieving the Family Member's death. Employees are
eligible for two (2) weeks per family member, up to a maximum of four (4) weeks
per leave year.

4. Oregon Military Family Leave Act Leave (“OMFLA"): During a period of military
conflict, as defined by the statute, eligible employees with a spouse or registered
domestic partner who is a member of the Armed Forces, National Guard, or
military reserve forces (“Military Spouse”), and who has been notified of an
impending call or order to active duty (or who has been deployed) is entitled to
a total of 14 days of unpaid leave per deployment after the Military Spouse has
been notified of animpending call or order to active duty and before deployment
and when the Military Spouse is on leave from deployment.

5. Public Health Emergency Leave - Employees are eligible to take any OFLA leave
during a Public Health Emergency if they have worked: (a) more than 30 days
immediately before the date on which the leave would begin; or (b) an average
of 25 hours per week in the 30 days immediately before the date on which the
leave would begin. This is available to employees who are eligible for OFLA only.
See the definition of “public health emergency” section above.

If applicable, OFLA leave will run concurrently with FMLA when permitted.

i Length of Leave

In any One-Year Period, eligible employees may take up to 12 weeks of unpaid
protected time off per leave year. Employees are eligible to take up to two (2) weeks of
unpaid Bereavement leave, up to a maximum of four (4) weeks per leave year.
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ii. One-Year Period

For purposes of determining the amount of OFLA leave that an eligible employee may
take, "One-Year Period” means a period of 52 consecutive weeks beginning on the
Sunday immediately preceding the date on which the employee’s OFLA leave begins.

jii. Intermittent Leave

Intermittent or reduced-schedule leave may be taken when medically necessary.
Employees must make reasonable efforts to schedule planned medical treatments to
minimize disruption of the City's operations, including consulting management prior to
the scheduling of treatment to work out a tfreatment schedule which best suits the needs
of both the City and the employee.

iv. Employee Responsibilities - Notice

Employees must provide at least 30 days’ notice before OFLA leave is to begin. If 30
days’ notice is not practicable, because of a lack of knowledge of approximately when
leave will be required to begin or a change in circumstances, nofice must be given as
soon as practicable. If the situation giving rise to a Sick Child Leave is unforeseeable, an
employee must give verbal or written notice to the City within 24 hours of
commencement of the leave.

Whether leave is to be continuous or is fo be taken infermittently or on a reduced
schedule basis, notice need only be given one time, but the employee shall advise
[Contact] as soon as practicable if dates of scheduled leave change or are extended
or were initially unknown.

If circumstances change during the leave and the leave period differs from the original
request, the employee must notify [Contact] within three business days, or as soon as
possible.

Regardless of the reason for leave, or whether the need for leave is foreseeable,
employees will be expected to comply with the City's normal call-in procedures.
Employees who fail to comply with the City's call-in procedures may be disciplined or
may have their period of OFLA leave reduced.

v. Certification

Generally speaking, employees may be required to provide sufficient information for the
City to determine if the leave may qualify for OFLA protection and the anticipated timing
and duration of the leave. An employee will be required to provide a note from a doctor
or healthcare provider if the employee has used more than three days (i.e., one, three-
day occurrence or three separate instances) of sick child leave within a One-Year Period,

Employees must furnish the City’s requested medical certification information within 15
calendar days after such information is requested by the City.
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vi. Substitution of Paid Leave for Unpaid Leave

Employees are required to use accrued paid leave, including Sick, PTO, Comp Time and
where applicable Admin Leave prior to a period of unpaid leave of absence on OFLA
leave.

vii. Holiday Pay While on Leave

Employees using Sick, PTO, Comp Time or Admin Leave during a portion of approved
OFLA leave in which a holiday occurs will qualify to receive holiday pay.

viii. Benefits While on Leave

The City will continue the employee’s health coverage under any group health plan
during a period of approved OFLA leave on the same terms as if the employee had
continued to work. The employee must continue to make any regular contributions to
the cost of the health insurance premiums during the period of approved OFLA leave.
Employees will not accrue vacation, sick leave or other benefits (other than health
insurance) while the employee is on an unpaid OFLA leave. The leave period, however,
will be treated as contfinuous service (i.e., no break in service) for purposes of vesting and
eligibility to participate in the City's benefit plans.

ix. Job Protection

Employees returning to work from OFLA Leave will be reinstated to their former position.
If the position has been eliminated, the employee may be reassigned to an available
equivalent position. Reinstatement is not guaranteed if the position has been eliminated
under circumstances where the law does not require reinstatement.

Employees are expected to prompftly return to work when the circumstances requiring
OFLA Leave have been resolved, even if leave was originally approved for a longer
period. If an employee does not return to work at the end of a designated OFLA Leave
period, reinstatement may not be available unless the law requires otherwise.

The use of OFLA Leave cannot result in the loss of any employment benefit that accrued
prior to the start of an employee’s leave.

X. Restoration of Leave Bank at Time of Re-Employment

An employee who leaves employment with the City for any reason may be eligible for
OFLA leave if they are re-employed by the City within 180 days of the separation and if
the employee was eligible for OFLA leave at the time of the separation. Special rules
apply to employees who temporarily stop working for the City for 180 days or less; please
speak with Human Resources for more information.

31

Resolution 2024-042, EXH A
June 18, 2024, Page 38 of 101



FMLA Policy

The following is a summary of the policy and procedures under the federal Family
Medical Leave Act (FMLA).

Generally, and as will be discussed, eligible employees are entitled to 12 weeks of unpaid
leave for the reasons identified below. Federal law prohibits retaliation against an
employee with respect to hiring or any other term or condition of employment because
the employee asked about, requested or used FMLA. In all cases, applicable federal
laws, rules, policies and collective bargaining agreements govern the employee’s and
the City’s rights and obligations, not this policy.

Employees seeking further information should contact Human Resources. Please also
refer to the "Employee Rights and Responsibilities Under the Family Medical Leave Act”
posted on Employee Bulletin Boards, which are incorporated here by reference.

i Definitions

Child/Son or Daughter

A "son or daughter” is defined as a biological, adopted, or foster child, a stepchild, a
legal ward, or a child of a person standing in loco parentis who is either under 18 years
of age oris 18 years of age or older and “incapable of self-care because of a mental or
physical disability” at the time FMLA leave is fo commence. FMLA military family leave
are not restricted by age — see below.

Eligible Employee

Employees are eligible for FMLA leave if they have worked for a covered employer for at
least one year (which may be based on separate stints of employment) and for 1,250
hours during the 12 months preceding the date leave is to begin. They must also be
employed at a worksite where 50 or more employees are employed by the employer
within 75 miles of that worksite.

Leave under FMLA and OFLA will run concurrently when permitted. If applicable, leave
under FMLA will also run concurrently with Paid Leave Oregon leave - see Paid Leave
Oregon policy below.

Family Medical Leave

This includes all the types of leave identified in the section below, entitled “Reasons for
Taking Leave,” unless otherwise specified.

Family Member

e A “family member” is defined as a spouse, parent or a “son” or “daughter”
(defined above).
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Serious Health Condition

“Serious health condition” is defined as aniliness, injury, impairment, or physical or mental
condition that involves either an overnight stay in a medical care facility, or continuing
treatment by a healthcare provider for a condition that either prevents the employee
from performing the functions of the employee’s job, or prevents the qualified family
member from participating in school or other daily activities.

Subject to certain conditions, the continuing treatment requirement may be met by a
period of incapacity of more than three consecutive calendar days combined with at
least two visits to a healthcare provider or one visit and a regimen of continuing
treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition.

Other conditions may meet the definition of a “serious health condition;” see Human
Resources for more information. The common cold, flu, earaches, upset stomach, minor
ulcers, headaches other than migraine, routine dental or orthodontia problems,
periodontal disease, and cosmetic tfreatments (without complications), are examples of
conditions that are not generally defined as serious health conditions.

ii. Reasons for Taking Leave

FMLA may be taken under any of the following circumstances:

1. Call to Active Duty Leave: Eligible employees with a spouse, son, daughter or
parent on active duty or call to active duty status in the regular Armed Forces,
National Guard or Reserves in support of a contingency operation may use their
12-week leave entitlement to address certain “qualifying exigencies.” “Qualifying
exigencies” may include attending certain military events, arranging for
alternative childcare, addressing certain financial and legal arrangements,
aftending certain  counseling sessions, and attending post-deployment
reintegration briefings.

2. Employee’s Serious Health Condition Leave: To recover from or seek freatment for
an employee’s serious health condition, including pregnancy-related conditions
and prenatal care.

3. Family Member’s Serious Health Condition Leave: To care for a family member with
a serious health condition.

4. Parental Leave: For the birth of a child or for the placement of a child under 18
years of age for adoption or foster care. Parental leave must be completed within
12 months of the birth of a newborn or placemen