




























































































































Arden Hills (9939 from $22,215.00
Rate = $2.2351/pp

2021 = 2.00/pp
2022 = 2.06/pp
2023 = 2.2351/pp



City of Falcon Heights
Report Period: July 1, 2024 to June 30, 2025

$13,615
$24,922

Service Cost

135 Sessions 21,330.00$           
5 Hours 3,200.00$             *

2 Sessions 392.00$                
0 Contacts -$                     

142 24,922.00$       

** Total non-duplicated number of clients in Restoring Power program
*** Number of clients receiving mental health and/or advocacy services, some clients receive both

 *There are no NYFS clients that have completed community service work through our Diversion 
program at this point in the year. 

Totals for all  Services

Mental Health

Restoring Power
Mental Health

Advocacy

Diversion Services

 
The following is a brief report on Northeast Youth & Family Services’ programs that directly affect the 
residents of your community. If you have any questions about this report, please call Angela Lewis 
Dmello, President & CEO, at (651) 379-3404.

Contracted Services

Services Provided
City  Totals

(Please note that these numbers represent the actual cost of services provided, not what NYFS charges 
clients for these services. Because of your collaboration with NYFS, many of these services are offered 
free of charge or on a sliding-fee scale based on income.)

Annual City Contract for Service in CY 2025
Total cost of all services July 1, 2024-June 30, 2025

Units

Northeast Youth and Family Services
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NORTHEAST YOUTH & FAMILY 
SERVICES
3490 Lexington Avenue N.

Shoreview, MN  55126 US

651-486-3808

jennifer.prock@nyfs.org

www.nyfs.org

 

INVOICE
BILL TO
City of Falcon Heights
2077 Larpenteur Ave W
Falcon Heights, MN  55113

INVOICE 2389
DATE 01/01/2026
TERMS Net 30
DUE DATE 01/31/2026

ACTIVITY QTY RATE AMOUNT

Municipality Service Contract
Mental Health Services Contract between City and NE Youth & Family 
Services

1 13,614.89 13,614.89

 SUBTOTAL 13,614.89

TAX 0.00

TOTAL 13,614.89

BALANCE DUE $13,614.89



AGREEMENT 
1.  PARTIES 

 
This agreement is made and entered into by and between the City of 
Falcon Heights, Minnesota (“Municipality”) and Northeast Youth and 
Family Services (“NYFS”). 

 
2. RECITALS 

 

a. NYFS is a non-profit social service agency whose mission is to meet the 
unmet developmental needs of at-risk youth and families within their 
community environment with emphasis on providing services through 
collaboration and coordination with existing community resources.  These 
services are available to youth and families residing in the northern 
suburbs of Ramsey and Washington County, including, but not limited to, 
the municipalities which are signatory to agreements which are identical to 
this Agreement (“participating municipalities”) and students and families 
from Independent School Districts 621, 622, 623, 624, 282, and 832.  

 

b. Through this Agreement the Municipality intends to contract with NYFS to 
provide such services to its residents and to act as a sponsor of NYFS by 
providing financial support, a method to establish appropriate services to 
be provided and policy guidance for its activities. 
 

c. This Agreement shall be used as the formal agreement between NYFS 
and each of the participating municipalities.  This Agreement is intended to 
continue the spirit of cooperation and collaboration in the provision of 
social services between the Municipality and NYFS. 
 

3. TERMS AND CONDITIONS 
 

In consideration of the mutual understandings of this Agreement, the 
parties hereby agree as follows: 
 

a. Prior Agreements Cancelled.  By execution of this Agreement any prior 
agreements and amendments thereto between the parties are hereby 
cancelled. 
 

b. Services Provided.  NYFS shall provide the Municipality and its residents 
with youth and family programs set forth in the Addendum attached 
hereto. 
 

c. Principles of Service and Program Establishment and Operations.  On a 
yearly basis and prior to submission of its annual budget, as provided for 
hereafter, NYFS shall: 
 



i. Report regarding proposed changes in services and programs to 
the Municipality; and 
 

ii. Establish a fair and open bidding/request for proposal (RFP) 
process to contract, manage or provide such services and 
programs, which are not directly provided by NYFS staff. 
 

d. Funding 
 

i. In addition to the participating municipalities’ share of the annual 
budget, funds for the operation of NYFS will be raised by NYFS 
endeavoring to secure user fees, grants and appropriations from 
private organizations, the State of Minnesota, Federal and County 
agencies, and other legal and appropriate sources. 
 

ii. The Municipality shall pay annually to NYFS the base amount listed 
in Exhibit A. This base amount will be adjusted annually for 
inflation/deflation based on the Standard Metropolitan Statistical 
Area Consumer Price Index for All Urban Consumers (CPI-U) and 
municipal population estimates based on MN State Demographic 
Center. Any adjustment in the payment beyond those indicated by 
reference to the CPI-U shall require approval of each of the 
participating municipalities. 
 

iii. Any new municipality joining into this agreement will pay a base 
amount annually to NYFS that is on par with the amount paid by 
current participating municipalities. 
 

iv. Amounts payable by the Municipality shall be paid to NYFS on or 
before January 30th of each year, or at a date mutually agreed upon 
by both parties, to cover the Municipality’s share for that year. 
 

e. Board Representation. The Municipality shall have the right to NYFS 
Board Representation of City Council, staff or community members (as 
designated by the Municipality and approved by NYFS Board) on the 
Board of Directors as either a Board Member or Board Advisor. 
 

f. Further Obligations of NYFS.  In addition to the obligations set forth 
elsewhere in this Agreement, this Agreement is further contingent upon 
NYFS doing the follows: 
 

i. The Bylaws of NYFS shall be amended to add provisions requiring 
an open process for contracting services as provided for in 
paragraph C.2., above, and prohibiting NYFS from supporting or 
opposing individual candidates for election to public office in any of 



the participating municipalities; and adding the requirement that 
IRS 501.C3 status be maintained. 
 

ii. On or before June 30, of any year NYFS shall submit the proposed 
city budgeted amount for the subsequent year. 
 

iii. On or before December 31, of any year NYFS shall submit a written 
report to the Municipality including an Annual Report, the audited 
financial statement, and a program specific summary of services 
provided to the municipality; in addition, biannually NYFS shall 
submit a written report to the participating municipality. 
 

iv. Periodically advising the Municipality of services available through 
NYFS to the Municipality’s residents; 
 

v. Establishing a sliding scale for services available through NYFS to 
the Municipality’s residents and periodically advising the 
Municipality of such fees; 
 

vi. Providing other reasonable information requested by the 
Municipality; 
 

vii. Purchasing a policy of liability insurance in the amount of at least 
$1,500,000.00, naming the Municipality as an additional insured 
and providing a copy of the insurance certificate evidencing such 
policy to the Municipality; 
 

viii. Upon Request NYFS will provide the Municipality with a copy of its 
Articles of Incorporation, Bylaws, Amendments thereto, and the IRS 
tax exempt status letter; 
 

ix. NYFS shall defend and indemnify the Municipality from any and all 
claims or causes of actions brought against the Municipality of any 
matter arising out of this Agreement or the services provided 
pursuant to this Agreement; and, 
 

x. Without the written approval of the Municipality, NYFS will not enter 
into any agreement with any other municipality which differs from 
the terms and conditions of this Agreement. 
 

g. Term.  The term of this agreement will be through December 31, 2026.  
Unless either party gives at least 6 months written notice of its intent to 
cancel this Agreement effective December 31 of the year in which the 
notice is made, NYFS will continue to provide services to the Municipality 
if a successor agreement has not been executed prior to the end of the 
term.  



 
h.  (A)    Distribution of Assets Upon Dissolution. 

 
If NYFS ceases to operate, the Board of Directors will do one of the 
following: 
 

i. Give the assets to one or more non-profit agencies providing similar 
social services in the northern suburbs of Ramsey County; or, 
 

ii. Form a new Foundation to fund appropriate social service 
programming in the northern suburbs of Ramsey County. 

 
The final Distribution of Assets Plan must be approved by the Ramsey 
County District Court. 
 
(B)         Deviation from the Mission. 
 
If the City Council determines that NYFS has materially deviated from its 
mission (See II. Recitals, A.), the City Council may ask the NYFS Board of 
Directors to consider dissolving the agency and liquidating the assets.  
The Board will do one of the following: 
 
iii. Consider the request and by a majority vote deny it. 

 
iv. Consider the request and by a majority vote agree to modify the 

programs to be consistent with the mission. 
 

v. Consider the request and by a majority vote agree with the request 
and move to dissolve the agency and liquidate the assets. 

  
IN WITNESS WHEREOF, the parties have executed this Agreement on this date 
set forth below. 
 

MUNICIPALITY 
 

City of Falcon Heights 
 

By:   ______________________________ 

         Elected Official 

Its:    ______________________________ 

         Clerk/Manager/Administrator 

Dated: ______________________________ 



           

NYFS 
 

Northeast Youth & Family Services 
 

By:   _______________________________ 

Its:     President/CEO 

By: _______________________________ 

Its: Chair of the Board of Directors 

Dated: _______________________________ 
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         REQUEST FOR COUNCIL ACTION 

City of Falcon Heights, Minnesota 
__________________________ 

 
 
 
 
 
 
 
 
 

Item Tubman Legal Services Request Cooperative Agreement 
 

Description 
 

Tubman Legal Services is a not-for-profit organization that serves Hennepin, Ramsey 
and Washington counties, offering pro-bono legal services for those experiencing 
trauma—particularly victims of relationship violence, sexual assault and more. 
 
Tubman Legal Services actively supports the Falcon Heights community and with the 
assistance of the City Prosecutor, helps victims of domestic violence navigate their 
way through the court system. They also help victims with the steps to filing orders of 
protection.  
 
Due to financial constraints, Tubman Legal Services has had to scale back their 
services. To keep the services they offer to the communities of suburban Ramsey 
County, Tubman is requesting funding from each community to support their 
mission, depending on size. For 2024 and 2025, Tubman requested $5,000 from the 
City of Falcon Heights to continue to offer their services and asks the same in 2026.   
 
The City has a policy in our Administrative Manual that covers requests for financial 
contributions. The criteria requires strict guidelines, which staff is of the opinion that 
Tubman meets. It is up to the City Council to decide on whether to fund this request 
for financial contributions.  
 
The attached cooperative agreement with Tubman clarifies the services offered by the 
agency, and guarantees that the services will continue in 2026 per contract. The 
agreement is the same as it was in 2023, 2024, and 2025, with dates changed.  

Budget Impact $5,000.00 
Attachment(s) • Tubman Legal Services Cooperative Agreement 

Action(s) 
Requested 

Staff recommends approving the attached Cooperative Agreement for services in 
2026.  

 

Meeting Date December 22, 2025 
Agenda Item Consent G8 

Attachment 2026 Cooperative Agreement 
Submitted By Jack Linehan, City Administrator 



PROFESSIONAL SERVICES AGREEMENT 
 
THIS PROFESSIONAL SERVICES AGREEMENT (“Agreement”) is made between the City 
of Falcon Heights, Minnesota (“City”), a Minnesota municipal corporation, and the following 
non-profit (“Tubman”). Tubman is a non-profit social service agency whose mission is safety, 
hope, and healing.  
 
Name/ Organization:  
 Tubman 

Federal EIN: 41-4200048 
 

Mailing Address:  
4432 Chicago Avenue 
Minneapolis, MN 55407 
 

Telephone Number: 
612-825-3333 (corporate office) 

Contact Person: 
• Jennifer J. Polzin, CEO, authorized to sign 

contracts 
   

Email: 
jpolzin@tubman.org, 612-767-6697 (office) 
 
 

 
The following person is designated the Contract Manager (“Contract Manager”) for the City 
for the purposes of this Agreement: 
 
Name:  
 

Email: 
 

Mailing Address:  
 

Telephone Number: 
 

 
City and Tubman may hereinafter be referred to individually as a “party” or collectively as the 
“parties.”  In consideration of the mutual promises and agreements contained herein, and 
intending to be legally bound, City and Tubman hereby agree as follows: 
 
1. Agreement Documents.  This Agreement, which includes the Description of Services 

attached hereto as Exhibit A, sets out the entire understanding between the parties and it 
supersedes any prior written or oral discussions or agreements between the parties regarding 
the same subject matter.  This Agreement also includes, if they exist, City’s request for 
proposals for the Services and the proposal submitted by Tubman, both of which are 
incorporated herein by reference.  The provisions of the documents constituting the 
Agreement shall be read together and reconciled in the documents to the greatest extent 
reasonably possible.  To the extent there are any conflicting provisions that cannot be 
reconciled, the more specific provision shall generally be controlling.  In the event that a 
material conflict is found between provisions of the documents, the provisions in the 
following rank order shall take precedence: (1) the Descriptions of Services in Exhibit A; (2) 
this Professional Services Agreement document; (3) Tubman’s proposal. 

 
2. Services.  Tubman agrees to provide the City the services as described in the attached 

Exhibit A (collectively, the “Services”) in accordance with the terms and conditions of this 

mailto:jpolzin@tubman.org


Agreement.  Tubman shall provide the Services in a manner consistent with industry 
standards for similar Services and in accordance with the standards, requirements, and 
timelines set out in Exhibit A.   

 
3. Compensation.  City shall compensate Tubman for the Services as provided in Exhibit A an 

amount of $5,000.00 annually.  Unless expressly provided otherwise in Exhibit A, the total 
amount or rate of compensation is an all-inclusive amount that includes all expenses, costs, 
taxes, and other amounts Tubman incurs or pays to provide the Services.  City shall not be 
responsible for paying any amounts for the completion of the Services other than those 
expressly provided for in Exhibit A. The amount will be adjusted annually for 
inflation/deflation. Amounts payable by the City shall be paid to Tubman on or before 
January 30th of each year, or at a date mutually agreed upon by both parties, to cover the 
City’s share for that year.  

 
4. Notices.  Any notices provided under this Agreement shall be to Tubman and Contract 

Manager as identified above. 
 
5. Term.  This Agreement shall commence on January 1, 2026 and shall terminate on 

December 31, 2026, unless it is terminated earlier as provided herein or the parties agree in 
writing to an extension of this Agreement.   

 
6. Deliverables.  If Tubman is required to produce specific deliverables to City as part of the 

Services to be provided under this Agreement, such deliverables shall be identified in Exhibit 
A of the Agreement. 

 
7. Termination.  Either party may terminate this Agreement for any reason upon thirty (30) 

days written notice. If Consultant is in default and fails to cure the default within the period 
provided in the written notice of default as provided in this Agreement, City has the right to 
terminate this Agreement immediately upon written notice of termination. City shall pay 
Tubman for Services properly rendered prior to the effective date of termination.  The 
following provisions of this Agreement shall survive expiration, termination, or cancellation 
of this Agreement:  Indemnification; Insurance; Applicable Law; Audit; and Data Practices. 

 
8. Data Practices.  Consultant agrees to comply with the Minnesota Government Data 

Practices Act (Minnesota Statutes, chapter 13), and all other applicable laws, related to data it 
creates or receives from City in the performance of the Services.  
 

9. Legal Compliance.  Tubman shall comply with all applicable federal, state, and local laws, 
rules, regulations, and ordinances in providing the Services and shall obtain all permits and 
permissions that may be required. This Agreement shall be governed by and construed 
according to the laws of the State of Minnesota. 

 
10. Indemnification.  Tubman agrees to defend, indemnify and hold harmless, City, its officials, 

officers, agents and employees from any liability, claims, causes of action, judgments, 
damages, losses, costs, or expenses, including reasonable attorney’s fees, resulting directly or 
indirectly from any act or omission of Tubman, its offices, employers, agents, contractors or 



subcontractors or anyone directly or indirectly employed by them, or anyone volunteering for 
them, or anyone for whose acts or omissions they may be liable in the performance of the 
Services and against all loss by reason of the failure of Tubman to perform fully, in any 
respect, all obligations under this Agreement.  Nothing in this Agreement shall constitute a 
waiver by City of any limits on or exclusions from liability available to it under Minnesota 
Statutes, chapter 466 or other law. 
 

11. Amendments.  No modification, amendment, deletion, or waiver in the terms of this 
Agreement, or any expansion in the scope of the Services, is valid unless it is in writing and 
signed by the parties. 

 
12. Notices.  Any notice or demand authorized or required under this Agreement shall be in 

writing and shall be sent by certified mail to, with respect to City, the Contract Manager and, 
with respect to Tubman, to Tubman’s contact person, each as identified at the outset of the 
Agreement. 

 
13. Nondiscrimination.  Tubman agrees to abide by the requirements and regulations of The 

Americans with Disabilities Act of 1990 (ADA), the Minnesota Human Rights Act (Minn. 
Stat. Chap. 363), and Title VII of the Civil Rights Act of 1964. These laws deal with 
discrimination based on race, gender, disability, and religion, and with sexual harassment.  
Violation of any of the above laws can lead to the immediate termination of this Agreement 
without needing to provide a cure period. 

 
14. INSURANCE.  Consultant shall secure and maintain such insurance as will protect 

Consultant from claims under the Worker's Compensation Acts, automobile liability, and 
from claims for bodily injury, death, or property damage which may arise from the 
performance of services under this Agreement.  Such insurance shall be written for amounts 
not less than: 

 
Commercial General Liability (or in combination with an umbrella policy) 
$2,000,000 Each Occurrence 
                        $2,000,000 Products/Completed Operations Aggregate 
                        $2,000,000 Annual Aggregate 
 
The following coverages shall be included: 
 
Premises and Operations Bodily Injury and Property Damage 
Personal and Advertising Injury 
Blanket Contractual Liability 
Products and Completed Operations Liability 
 
                        Workers Compensation 
If Consultant is required by law to have Worker’s Compensation insurance, Workers’ 
Compensation insurance in accordance with the statutory requirements of the State of 
Minnesota, including Employer’s Liability with minimum limits are as follows: 

• $500,000 – Bodily Injury by Disease per employee 



• $500,000 – Bodily Injury by Disease aggregate 
• $500,000 – Bodily Injury by Accident 

 
The City shall be named as an additional insured on the general liability and umbrella 
policies on a primary and non-contributory basis. 
 
 The Consultant shall secure and maintain a professional liability insurance policy. Said 
policy shall insure payment of damages for legal liability arising out of the performance of 
professional services for the City, in the insured's capacity as Consultant, if such legal 
liability is caused by a negligent act, error or omission of the insured or any person or 
organization for which the insured is legally liable.  The policy shall provide minimum limits 
of $2,000,000 with a deductible maximum of $125,000 unless the City agrees to a higher 
deductible. 
 
 Before commencing work, the Consultant shall provide the City a certificate of insurance 
evidencing the required insurance coverage in a form acceptable to City.   

 
15. INDEPENDENT CONTRACTOR.  The City hereby retains the Consultant as an 

independent contractor upon the terms and conditions set forth in this Agreement.  The 
Consultant is not an employee of the City and is free to contract with other entities as 
provided herein.  Consultant shall be responsible for selecting the means and methods of 
performing the work.  Consultant shall furnish any and all supplies, equipment, and 
incidentals necessary for Consultant’s performance under this Agreement.  City and 
Consultant agree that Consultant shall not at any time or in any manner represent that 
Consultant or any of Consultant’s agents or employees are in any manner agents or 
employees of the City.  Consultant shall be exclusively responsible under this Agreement for 
Consultant’s own FICA payments, workers compensation payments, unemployment 
compensation payments, withholding amounts, and/or self-employment taxes if any such 
payments, amounts, or taxes are required to be paid by law or regulation. 

 
16. SUBCONTRACTORS.  Consultant shall not enter into subcontracts for services provided 

under this Agreement without the express written consent of the City. Consultant shall 
comply with Minnesota Statute § 471.425.  Consultant must pay subcontractor for all 
undisputed services provided by Subcontractor within ten days of Consultant’s receipt of 
payment from City.  Consultant must pay interest of 1.5 percent per month or any part of a 
month to subcontractor on any undisputed amount not paid on time to subcontractor.  The 
minimum monthly interest penalty payment for an unpaid balance of $100 or more is $10. 

 
17. ASSIGNMENT.  Neither party shall assign this Agreement, or any interest arising herein, 

without the written consent of the other party. 
 
18. WAIVER.  Any waiver by either party of a breach of any provisions of this Agreement shall 

not affect, in any respect, the validity of the remainder of this Agreement 
 



19. CONTROLLING LAW/VENUE.  This Agreement shall be governed by and construed in 
accordance with the laws of the State of Minnesota. In the event of litigation, the exclusive 
venue shall be in the District Court of the State of Minnesota for Ramsey County. 

 
20. AUDIT DISCLOSURE.  The books, records, documents and accounting procedures and 

practices of the Consultant or other parties relevant to this Agreement are subject to 
examination by the City and either the Legislative Auditor or the State Auditor for a period 
of six (6) years after the effective date of this Agreement 

 
 

CITY 
 
City of Falcon Heights 
  
 By: ________________________ 
 
  Elected Official 
 
 Its: ________________________ 
 
  Clerk/Manager/Administrator 
 
 Dated: ______________________ 
 
 
TUBMAN 
 
Tubman 
 
 By: _________________________ 
 
  CEO 
 
 Dated: _______________________ 
 
 
  



EXHIBIT A 
Description of Services 

 
I. DUTIES 
 

A. Services and Description 
 

1. Services.  The Consultant agrees to furnish the City the following services: 
 

a) Recruitment and training of volunteers (advocates) who work with 
and counsel victims of domestic abuse. 

 
b) Staffing of a 24‐hour crisis line and providing information and 

referral. 
 
c) Preparation of petitions for protective orders; assistance in the 

service of protective orders; advocacy with victims during the 
court hearing process; monitoring compliance with Court Orders. 

 
d) Providing safe homes for battered persons and their children. 
 
e) Providing support/educational groups for battered persons and 

educational groups for high‐risk target groups. 
 
f) Availability of a domestic abuse perpetrator’s group for City 

referrals. 
 
g) Tubman will be the first point of contact for victims, regardless of 

the offense level in a domestic violence case 
 

 
h) Tubman will be the community contact agency for intimate partner 

violence cases referred by law enforcement personnel. Officers 
complete a lethality risk assessment on site with the victims of 
intimate partner violence, and refer immediately to Tubman staff 
for services.  

 
2. Client Eligibility. 

 
a) Services under this Agreement shall be provided to persons 

residing in the City who have been battered in domestic 
relationships and their children and to high‐risk target groups. 

 
 

B. Evaluation, Reporting, and Information Requirements 
 



1. Automated Annual Reports. Tubman agrees to furnish the City with 
annual reports of services provided under this agreement.  

 
2. Description of Services. A detailed description of the services to be 

provided. 
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 REQUEST FOR COUNCIL ACTION (RCA) 

City of Falcon Heights, Minnesota 
__________________________ 

          

 

 
 
 

 
 
 
Item A Flexible Benefits Plan Amendment to increase the maximum dollar limit 

allowed by IRS statutory limits.     
Description 
 

Falcon Heights established a Flexible Benefit Plan in 2007 and was amended in 
2022. That plan currently has $5,000 maximum reimbursement limit for 
dependent care. It has been recommended by our Flexible Benefit Plan 
administrator that we amend the plan to provide for the maximum statutory 
reimbursement limit of $7,500 for the dependent care flexible spending part of 
the plan. This increase is allowed by the Internal Revenue Code and adjusted 
from time to time due to inflation. This amendment would allow for future 
statutory rate increases without us having to amend the plan. Currently, this 
IRS approved increase is only in the Dependent Care Flexible Spending part of 
the plan. Health Care Flexible Spending would remain at the $3,400 level.   
 
 

Budget Impact Estimated expenditure for this plan amendment is $2,500. 
 
    

Attachment(s) City of Falcon Heights Flexible Benefits Plan Amendment. 

Action(s) 
Requested 

Staff recommends approving the amendment for the city’s Flexible Benefits 
Plan to allow for the maximum statutory reimbursement limits allowed by the 
IRS.   

 

Meeting Date December 22, 2025 
Agenda Item G9 

Attachment Flexible Benefit Plan Amendment 
Submitted By Alyssa Landberg, Interim Finance Director 



 
City of Falcon Heights 
Flexible Benefits Plan 

 
Declaration of Amendment & Restatement 

 
City of Falcon Heights, pursuant to the retained power of amendment contained in Section 6.1 of the 
City of Falcon Heights Flexible Benefits Plan, restates the Plan in its entirety to read as set forth in 
the attached instrument, entitled, City of Falcon Heights Flexible Benefit Plan (the “Flexible 
Benefits Plan” or the “Plan”). 
 
The Plan was amended to increase the maximum reimbursement a Participant may receive under the 
Dependent Care Flexible Spending Account. Beginning January 1, 2026, the maximum 
reimbursement shall be $7,500 for single individuals and married couples filing jointly ($3,750 in 
the case of a Participant who is a married individual filing a separate tax return). The Amended and 
Restated Plan, except as otherwise expressly provided for in the attached instrument, shall be 
effective as of January 1, 2026.     
 
IN WITNESS WHEREOF, City of Falcon Heights has caused this instrument to be executed by its 
duly authorized officers this 22nd day of December 2025. 
 
 

      City of Falcon Heights  
 

 
By:        
 
 
Its:        
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 REQUEST FOR COUNCIL ACTION (RCA) 
 
 
 

City of Falcon Heights, Minnesota 
__________________________ 

          

 
 
 
 
 
 

 
 
 
 
 
Item Transition to The Hartford Long-Term Disability Benefits Effective January 1, 2026; 

Discontinuation of Short-Term Disability 
Description 
 

Staff is requesting Council authorization to transition the City’s long-term disability 
(LTD) coverage to The Hartford effective January 1, 2026, and to discontinue the 
City’s short-term disability (STD) offering for all full-time employees.  
 
Our current LTD arrangement through National Insurance Services (NIS) ends 
December 31, 2025. For more than 15 years Falcon Heights, together with 
Lauderdale, piggybacked off of Ramsey County’s employee plan, but that access has 
been discontinued. The primary option for small employee group cities is the League 
of Minnesota Cities program at a substantially higher cost to both employees and the 
city. Staff continued to pursue alternatives despite the challenges of our small group 
size (nine full-time employees), which led many carriers to decline to quote groups 
under twenty-five. With broker assistance, we secured a favorable proposal from 
The Hartford that reduces total cost compared to our expiring arrangement while 
preserving comparable LTD protection for nearly all employees. 
 
Under the expiring plan through NIS, the City funded a 40 percent income 
replacement and employees could buy up to 60 percent at their own expense; nearly 
all do so. The Hartford proposal is structured as a 100 percent employer-paid benefit. 
This allows us to eliminate the employee deduction and still achieve cost savings at 
the plan level, with a fairly minimal cost to the City to cover the differential. The 
LTD benefit includes a 90-day elimination period with benefits payable beginning on 
the 91st day of an approved disability and continuing to Social Security Normal 
Retirement Age (age 68 for most employees). Enrollment will be automatic with no 
medical underwriting or physical required. 
 
The only limitation in the Hartford proposal is a $5,000 per month maximum benefit. 
A small number of leadership-level employees may therefore receive less than 60 

Meeting Date December 22, 2025 
Agenda Item Consent G10 

Attachment(s) See below. 
Submitted By Jack Linehan, City Administrator  



percent income replacement due to the cap. Staff will communicate individually 
with any affected employees. 
 
In light of Minnesota Paid Leave beginning January 1, 2026—which provides wage 
replacement during the initial period of many qualifying leaves—the City’s separate 
STD offering is increasingly redundant and less robust than the state program. Only 
two employees currently elect STD, and the City contributes zero percent toward 
those premiums.  
 
Financially, The Hartford proposal marginally increases the City’s total cost relative 
to the combination of City-paid base LTD plus typical employee buy-up under the 
expiring plan, but will result in employee savings. Redirecting plan savings to fund 
100 percent of premiums removes employee payroll deductions and improves take-
home pay without meaningfully increasing the City’s net cost.  
 
Coverage will take effect January 1, 2026, and the STD offering will conclude as of 
that date. 
 

Budget 
Impact 

The annual cost to offer LTD to all employees is currently $1,400, with employees 
paying about $300 of that in contributions. The new plan will  be $1,169 anually, but 
fully paid by the city for a net difference of $70 increase. 

Attachment(
s) 

• The Hartford Proposal  
• Resolution 25-110 

Action(s) 
Requested 

Staff requests the Council take the following actions on December 22, 2025: 
1. Approve the transition of the City’s long-term disability coverage to The 

Hartford, effective January 1, 2026, with premiums paid 100 percent by the 
City. 

2. Discontinue the City’s short-term disability offering effective January 1, 2026, 
to align with the implementation of Minnesota Paid Leave. 

3. Authorize the City Administrator to execute all documents necessary to 
implement the plan and to finalize any minor administrative changes 
consistent with Council direction. 

 
 



 

A Proposal of Employee Benefits from The Hartford for the 
U.S. Employees of 

City Of Falcon Heights 

Long Term Disability Insurance 

Presented by: 
Agmnga LLC  
  

Proposal valid until January 1, 2026 



City Of Falcon Heights 

  

 Page 3 

  

Long Term Disability 
  
  

Class Description(s): 
All Full-time Active Employees 
Full Time Eligibility: 30 hours per week 
 

Feature Description 

Benefit Percentage 60% 
Maximum Monthly Benefit $5,000 

Minimum Monthly Benefit Greater of $100 or 10% 

Elimination Period 90  Days 

Benefit Duration ADEA 1 with Social Security Normal Retirement Age* 

Definition Of Disability 2 Years Own Occupation 

Earnings Loss during Elimination Period Not Required 
Return To Work Incentive Applies Yes 

Integration Method Direct 

Social Security Offset Family 

Pre-Existing Condition Limitation Look-back/Insured 3/12 months 

Takeover Provision No Loss/No Gain 

Mental Illness Limitation 24 Month Outpatient 
Substance Abuse Limitation 24 Month Outpatient 

Specified Condition Limitation None 

Family Care Credit Included 

Workplace Modification Benefit Included 

Rehabilitation Participation Requirements Included 

Recommended Treatment Requirements Included 
Survivor Income Benefit Option 3 Times Last Monthly Net Benefit 

Employer Participates In Worker's Compensation Yes 

Employee Contribution Non-Contributory 

Participation Requirement 100% of Eligible Employees 

FICA Match Service Included 
Initial Rate Guarantee Period 2 Years 

Ability Any Occupation Earnings Test 60% 

Rate Summary 

Coverage 
Category/Class 

No of Lives Rate Basis Volume Monthly Premium 

LTD 9 $0.155 Per $100 Of Covered 
Salary 

62,860.07 $97.43 

*Reminder - Compliance with ADEA is the responsibility of the Employer. Please consult your legal counsel to determine if this cutback schedule 
complies with ADEA guidelines 
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Qualifications and Assumptions 
  
With this rate structure the employer may be electing to partially support employer paid coverages with 
the rate for the employee paid coverages. This means that premiums paid for one coverage may cover the 
cost of another coverage under the Plan. When we quote rates with such partial support between the 
employee paid and employer paid coverages we do so with the understanding that the employer and 
employee coverages are part of a single ERISA plan sponsored by the employer and that the employer has 
determined that the rate structure is consistent with information provided to employees and with its 
ERISA obligations. If this understanding is not accurate, please contact us. 
  
Age Reduction: The employer is responsible for making sure that the offer of insurance to employees 
under its Benefit Plans complies with the Age Discrimination in Employment Act (ADEA). This quote 
may include reduced coverage for older workers based on age reduction tables. The Hartford offers a 
variety of age reduction tables so employers can choose the ones that work best in their Benefit Plans. 
Please consult your legal counsel to determine whether ADEA applies to your Benefit Plans and, if so, 
whether your Benefit Plans comply with ADEA and other applicable laws. 
  
  
The following are assumptions upon which this proposal is based:   
  
1. The effective date of this case will be January 1, 2026. 
2. Proposal and rates are valid until January 1, 2026. 
3. Rates assume a SIC code of 9111. 
4. Quote assumes a Situs State of MN. Hartford standard filed contract language applies. State filings or 

specially drafted contract language is not assumed in the quoted rates. 
5. Assumes employees must be actively-at-work on the effective date and the deferred effective date 

provision applies. 
6. The enrolled census information must include coverage election amounts, and be within 10% of the 

census data used to develop this quote. 
7. The Hartford reserves the right to re-price: 

• if the sold plan design differs from the proposed/quoted plan design 
• for changes in State or Federal Insurance regulations 
• if a material misstatement of the information provided in the RFP, bid specifications, 

claim experience, or plan of benefits is discovered post-sale 
8. The Hartford reserves the right to change the plan to comply with state mandated benefits, including 

charging additional premium for such changes, if applicable. 
9. If any contributory lines of coverage are sold, a 45-day Grace Period will apply to all lines of 

coverage. If only non-contributory lines of coverage are sold, a 31-day Grace Period will apply. 
10. Assume case is not a Sovereign Nation or Union Group. 
11. Assumes Military Leave of Absence is 12 weeks. 
12. The Hartford assumes no liability to extend coverage under severance agreements unless reviewed 

and approved by underwriting in advance. 
13. Contract language and standard benefits approved by The Hartford will be used for all insured 

contract and employee booklet communication material. 
14. The Disability definition of earnings includes Base Annual Earnings and Pre-Disability Earning. 

Overtime pay and target income is not included. 
15. The Hartford’s standard policyholder reporting package and frequency applies. 
16. We assume all eligible employees are U.S. citizens or U.S. residents, working in U.S. locations. 
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17. We assume the company has been in business for at least 2 years. 
18. Assumes claims incurred prior to the effective date of the contract will be the liability of the prior 

carrier. 
19. Assumes the plan of benefits is subject to ERISA regulations. 
20. The employer pays the cost of Non-Contributory Long Term Disability coverage on a pre-tax basis. 
21. Definition of earnings is reflected in the salary amounts provided on the census. 
22. The Hartford assumes no liability to extend coverage under severance agreements. 
23. We assume no liability or coverage for any existing disabled persons. 
24. Coverage for Retirees is not included. 
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   Deviations    
  
Our proposal reflects our standard product and, consequently, may deviate from the features and/or plan 
designs that you requested.  Accordingly, please review our proposal carefully, as we have not identified 
specific areas where our proposal deviates from your request.   Please note that this proposal does not 
constitute a final offer or agreement, and it is only a summary of the benefits offered to your company. 
  
The rates and costs shown in this proposal are based on the information provided.  Rates may be affected 
by the actual enrollment (and transferred business information) provided.  Please consult with the 
Producer regarding all terms and conditions in this proposal. 
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Please note the following descriptions that further explain some of our benefits and features. The 
descriptions are based on our Standard Language. The benefits shown below are available in most 
states, however, please be aware that state variations may apply. 

  
Disability income benefits may be limited when due to mental illness or substance abuse.For 
additional information or options regarding disability income limitations,please contact your 
professional insurance advisor or Hartford sales representative. 

  
General: 

      

Customer Support and Online Self-Service Capabilities 
We’re committed to providing best-in-class service to our customers and their employees. That’s why we 
offer online capabilities designed to save time and make it easier to manage your group benefits. 
    
Employer Portal 
Our employer portal is a secure, mobile-responsive site where employers can quickly obtain plan information 
and transact business to help reduce administrative burden. We continually work to enhance the site's 
capabilities to make it more responsive to your needs. Through our portal, you are able to access such features 
as: 

• Electronic billing 
• Reports (available in either PDF or Excel) 
• Medical underwriting status for evidence of insurability 
• Claim status inquiry 
• Booklets 
• Administration kits with forms specific to your coverage(s) 

    
Employee Portal 
Our employee portal is a secure, mobile-responsive site where employees can manage their claims, payment 
information and more. Your employees can access this site at any time to: 

• Submit disability claims and leave of absence requests. 
• View claim and payment status. 
• Check their medical underwriting status for evidence of insurability. 
• File an STD claim in place of telephonic submission (if your plan offers this coverage). 
• Start an LTD claim. 
• Upload and view documents from mobile or desktop. 
• Registered users can access forms specific to your plan's coverage(s). 
• Obtain information on coverage overviews and frequently asked benefit questions. 
• Enroll in direct deposit for their claim payments. 
• Manage their preference for alerts/notifications – email and text. 

    
Additional Support from our Customer Solutions Center 
Questions or services that cannot be handled online can be addressed by our Customer Solutions Center. Our 
skilled representatives, who are familiar with your case, are available Monday through Friday from 8 a.m. to 
8 p.m. EST at 1-800-523-2233 and provide support to new and existing customers. 
    
Local Service Representatives 
If our Customer Solutions Center representatives can’t assist you with your request, they’ll be glad to put you 
in touch with a local service representative.    
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Long Term Disability: 
      

Definition of Disability 
The Hartford's enhanced Ability Long Term Disability contract is built on the Hartford's Ability 
philosophy, a belief in the desire of disabled employees to lead active, independent lives. 
  
Definition of "Disability" 
  
A Loss of Earnings is not required to satisfy the plan Elimination Period.  Disability Benefits are payable 
when a claimant is prevented from performing one or more of their Essential Duties and a Loss of 
Earnings.  If, at the end of the Elimination Period, a claimant still has only a Loss of Duties, we will 
extend the Elimination Period for up to 12 months from the Date of Disability. 
  
We are one of a few carriers offering such an "and/or" definition of disability, and it offers a unique and 
powerful complement to our Ability Philosophy.  Effectively utilizes an "or" definition of disability 
during the elimination period, allowing a claimant to attempt to return to work without the fear of 
delaying the satisfaction of the elimination period.  Benefits will be paid when a claimant needs it the 
most, when they have suffered both a loss of duties and a loss of income.  The language will allow an 
employer the flexibility to extend the elimination period, for up to 12 months from original date of 
disability, through their decision to continue a disabled employee at their pre-disability earnings level.  
It more effectively supports a return to work focus for both employers and employees. 
  
  

Benefit Calculation 
The benefit calculation is based on the Monthly Income Loss, which is the difference of the employee’s 
pre-disability earnings less the current monthly earnings.  The Monthly Benefit will not be less than the 
Minimum Monthly Benefit, if one is applicable.  This calculation takes into account any income that the 
employee may earn while still meeting the definition of disability, and eliminates the need for additional 
benefit calculation methods such as partial and residual. If an overpayment occurs, we may recover all 
or any portion of an overpayment by reducing or withholding future benefit payments, including the 
Minimum Monthly Benefit.  
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Benefit Duration 
The Benefit Duration is the maximum time for which we pay benefits. Depending on the schedule 
selected and the age at which disability occurs, the maximum duration may vary. 
  Age 

Disabled 
Benefits Payable - 
Elimination period less than 
180 days - 1A 

 Prior to Age 63   To Normal Retirement Age or 
48 months if greater  

 Age 63   To Normal Retirement Age or 
42 months if greater  

 Age 64   36 months  
 Age 65   30 months  
 Age 66   27 months  
 Age 67   24 months  
 Age 68   21 months  
 Age 69 and over   18 months  

Normal Retirement Age means the Social Security Normal Retirement Age as stated in the 1983 revision 
of the United States Social Security Act. It is determined by the date of birth as follows: 
  Year of Birth Normal Retirement Age 

 1937   65  
 1938   65 + 2 months  
 1939   65 + 4 months  
 1940   65 + 6 months  
 1941   65 + 8 months  
 1942   65 + 10 months  
 1943 thru 1954   66  
 1955   66 + 2 months  
 1956   66 + 4 months  
 1957   66 + 6 months  
 1958   66 + 8 months  
 1959   66 + 10 months  
 1960 or after   67  
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Family Care Benefit 
This benefit is available to help a claimant with family care expenses while he or she is participating in 
a rehabilitation program.  The allowable expenses are treated as a deduction from earnings for purposes 
of calculating the monthly benefit payable.  The maximum monthly family care credit allowed for each 
qualifying child or family member is $350 during the first 12 Months of the rehabilitation program and 
$175 thereafter, not to exceed $2500 in a calendar year.  The benefit is built into the coverage at no 
additional cost, and is designed to decrease as the employee's earnings increase. 
      

Job Offered but Refused 
In determining benefits payable, the amount of potential income from a job offered by the employer, or 
another employer, will be considered as earned income, even if the offer is refused.  This encourages 
claimants to utilize return-to-work opportunities. 
      

Pre-existing Condition Limitation 
This limitation applies to conditions for which an employee receives medical services within 3 months 
of the effective date of coverage.  No benefits are payable for a disability resulting from such a condition 
until the employee has been covered for 12 consecutive months.  In addition, the amount of a benefit 
increase, which results from a change in benefit options, a change of class or a change in the Plan, will 
not be paid for any Disability that is due to, contributed to by, or results from a Pre-Existing condition. 
    
Note:  This limitation does not include “prudent person” language, which is difficult to administer and 
can be unfair. 
      

Recommended Treatment Requirement 
Benefit payments will terminate if the claimant refuses to receive recommended treatment that is 
generally acknowledged by physicians to cure, correct or limit the disabling condition.  This language 
also encourages claimants to participate in programs and treatments that can help them return to work 
and achieve independence.  (This is not applicable in New Jersey.) 
      

Rehabilitation Participation Requirement 
 Benefit payments will terminate if the claimant:  

• refuses to participate in a rehabilitation program (not applicable in CA or NJ); 
• refuses to cooperate with or try modifications made to the work site or job process, or adaptive 

equipment or devices designed to accommodate the claimant’s identified medical limitations and 
enable the claimant to perform the essential duties of his/her or any occupation.  A qualified 
physician must also agree that specific modifications or adaptive equipment accommodates the 
claimant’s medical limitations. 

This language encourages claimants to take advantage of the programs and resources offered to them 
whenever appropriate to help them return to active, productive, independent lives. 
      

Return to Work 
This incentive allows employees who return to work while disabled to receive up to 100% of pre-
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disability earnings for the first 12 months after they return to work.  This encourages employees to 
return to full-time work as soon as possible. 
    
      

Any Occupation Earnings Test 
When the Disability Definition moves to the Any Occupation definition, The Hartford will base the 
determination of Disability on the claimant's ability to work in an occupation that matches his or her 
education, training or experience and also has an earnings potential equal to or greater than the product 
of his or her Pre-disability Earnings and the Disability Benefit percentage (or equal to or greater than the 
Maximum Monthly Benefit, if lower). 
      

Survivor Income Benefit 
If an employee dies while receiving disability benefits, a benefit will be paid to the spouse or child(ren) 
of the employee.  This is a way of providing eligible survivors with valuable financial help when the 
loss of the insured family member occurs. 
      

Workplace Modification 
Workplace Modification provides reimbursement to the employer for the expense of reasonable 
modifications made to a workplace to accommodate an employee’s disability and return him/her to active 
full-time employment. 
      

Self-Reported or Subjective Illness Limitations 
This Hartford LTD contract does not contain contract wording to limit self-reported or subjective 
illnesses.  We handle claims for these conditions the same way we handle all claims – by focusing on 
functionality instead of the diagnosis. 
    
We also do not include "prudent person" wording in our definition of what constitutes a pre-existing 
condition, as this is a highly subjective measurement. 
      

FICA Match Service 
The Hartford will match and pay a Long Term Disability policyholder’s share of FICA taxes on benefits 
paid to disabled employees. We will also prepare all necessary Long Term Disability W–2 forms at year–
end. 
  

Guarantee Issue 
The Guarantee Issue level is the maximum benefit available without Evidence of Insurability.  The 
Guarantee Issue level applies to all eligible employees who properly enroll for coverage within 31 days 
after becoming eligible. 
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Additional Services: 
      

Ability Assist® 
Ability Assist®1 Counseling Services Employees receive professional counseling for financial, legal and 
emotional issues, 24/7/365. Includes unlimited phone access and three face-to-face sessions per year. 
Services are also available to spouses and dependent children.  
    
HealthChampionSM1 Health Care Support Services A service that offers unlimited access to Benefit 
Specialists and nurses for administrative and clinical support to address medical care and claims 
concerns. Service includes: claim and billing support, explanation of benefits, cost estimates/fee 
negotiation, information related to conditions and available treatments, and support to help prepare for 
medical visits.  
    
Enhanced Ability Assist®1 Option 
This option is available for employees and their dependents not covered or enrolled in The Hartford’s 
Disability program(s). Services can be provided to these employees for an additional fee of $0.84 per 
employee per month. 
    
Ability Assist and Health Champion disclosures: Services are offered through The Hartford, however, all services are provided 
by ComPsych. Neither ComPsych nor Hartford is responsible or liable for care or advice rendered by any referral resources. 
All benefits are subject to the terms and conditions of the policy. 
    
1Ability Assist® , Enhanced Ability Assist®,  and Health ChampionSM are offered through The Hartford by ComPsych®. 
ComPsych is not affiliated with The Hartford and is not a provider of insurance services. 
    
The Hartford is not responsible and assumes no liability for the goods and services described in this material and reserves the 
right to discontinue any of these services at any time. Services may vary and may not be available in all states. Visit 
https://www.thehartford.com/employee-benefits/value-added-services for more information. 
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Travel Assistance and Identity Theft Support Services 
Travel Assistance and Identity Theft Support Services1,2 
    
The best laid travel plans can go wrong, leaving travelers vulnerable and potentially unable to find the 
right help. When the unexpected happens far from home, it's important to know whom to call for 
assistance. The Hartford offers Travel Assistance services when traveling more than 100 miles from 
home and for 90 days or less. Services include:  
    
• Medical assistance: world-wide medical referrals, medical monitoring, prescription transfer, 
replacement of medical devices & corrective lenses and much more.  
    
• Emergency transports: medical repatriations & evacuations, repatriations of mortal remains and much 
more. 
    
• Other travel services: pre-trip information, lost luggage/document assistance, legal referrals and much 
more.  
    
Identity Theft Support services provide 24/7/365 assistance that includes education on how to prevent 
theft and help on the steps to take once a theft has occurred. To determine if theft has occurred, 
caseworkers will assist with reviewing credit information. If theft has occurred, caseworkers will assist 
with notifying the major credit bureaus, assist with completing an identity theft affidavit, help with 
replacing credit/debit cards and more.  
    
1Travel Assistance and Identity Theft Support services are offered through a vendor which is not affiliated with The Hartford. 
These services are not insurance. The Hartford is not responsible and assumes no liability for the goods and services described 
in this material and reserves the right to discontinue any of these services at any time. Services may vary and may not be 
available in all states. 
    
2These services are only offered with The Hartford's Life and Long-term Disability insurance contracts. 
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Commissions and Other Payments to Producers 

Note to Producers: In 2015, we changed the way that we administer flat commissions. Flat 
commissions continue to be an alternative to graded commissions. For all proposals with a flat 
commission, the policyholder must receive the services listed in Schedule C or E of the Group 
Insurance Producer Agreement, which are available to you on our website 
http://thehartford.com/group-benefits-producer-compensation and on the Producer View website 
at www.ProducerView.com.  

The Hartford compensates producers for the sale and service of our products. In most cases, producers are 
paid a Commission, which is either a graded or fixed flat percentage of the premium and is incorporated 
into the premium rate(s). In addition, producers may be eligible for various types of Other Payments. Other 
Payments are incurred as general operating expenses of The Hartford and will not be directly charged to 
any policy issued as the result of this quote.  

Commissions and certain Other Payments are paid pursuant to the Hartford's Group Insurance Producer 
Agreement ("GIPA"). Quotes based on fixed or flat percentage Commissions reflect services provided by 
the producer to the policyholder. We rely on the producer to determine that these Commissions are 
supported by services described in the GIPA. The Hartford reports Commissions and Other Payments on 
the annual Schedule A Worksheet provided to policyholders in accordance with applicable law.  

For additional information regarding eligibility for Commissions and Other Payments and terms and conditions 
relating thereto, please review our website http://thehartford.com/group-benefits-producer-compensation or 
contact your Hartford representative. Producers may also access the GIPA on Producer View.  

Commissions: 
Long Term Disability: Schedule C: A Flat commission rate of 20.0% has been built into the rates 
presented in this proposal 

http://thehartford.com/group-benefits-producer-compensation
http://www.producerview.com/
http://thehartford.com/group-benefits-producer-compensation
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The Hartford Financial Services Group, Inc., (NYSE: HIG) operates through its subsidiaries, including 
underwriting companies Hartford Life and Accident Insurance Company and Hartford Fire Insurance 
Company, under the brand name, The Hartford®, and is headquartered at One Hartford Plaza, Hartford, CT 
06155. For additional details, please read The Hartford’s legal notice at www.thehartford.com. All benefits 
are subject to the terms and conditions of the policy. Policies underwritten by the underwriting companies 
listed above detail exclusions, limitations, reduction of benefits and terms under which the policies may be 
continued in force or discontinued. This proposal explains the general purpose of the insurance described, 
but in no way changes or affects the policy as actually issued. In the event of a discrepancy between this 
proposal and the policy, the terms of the policy apply. Complete details are in the Certificate of Insurance 
issued to each insured individual and the Master Policy as issued to the policyholder. Benefits are subject 
to state availability. 
      
This proposal includes a quote(s) for one or more products, which are issued on the following forms: 
Accident Form Series includes GBD-2000, GBD-2300, or state equivalent. Accidental Death and 
Dismemberment Form Series for all states except PR, WA and CA includes GBD-1000 and GBD-1300, or 
state equivalent, and in PR, WA and CA Form 7582 and Form PA-5427, or state equivalent. Critical Illness 
Form Series includes GBD-2600, GBD-2700, or state equivalent. Disability Form Series includes GBD-
1000, GBD-1200, or state equivalent. Life Form Series includes GBD-1000, GBD-1100, Z-PORT, or state 
equivalent. Hospital Indemnity Form Series includes GBD-2800, GBD-2900, or state equivalent. 
      
 

https://www.thehartford.com/


CITY OF FALCON HEIGHTS 
COUNCIL RESOLUTION 

 
December 22, 2025 

 
No. 25-110 

                           - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 

RESOLUTION ACCEPTING THE HARTFORD LONG-TERM DISABILITY 
PROPOSAL AND AUTHORIZING RELATED ACTIONS 

 
WHEREAS, the City of Falcon Heights’ current long-term disability (LTD) coverage 
arrangement expires on December 31, 2025; and 
 
WHEREAS, access to the prior disability arrangement has been discontinued, and alternative 
options available to small employee groups are generally offered at substantially higher cost; and 
 
WHEREAS, with the assistance of the City’s insurance broker, staff secured a proposal from 
The Hartford to provide long-term disability coverage that preserves comparable benefits while 
reducing overall plan costs; and 
 
WHEREAS, the proposed LTD coverage would be funded 100 percent by the City, eliminate 
employee payroll deductions, and take effect January 1, 2026; and 
 
WHEREAS, the implementation of Minnesota Paid Leave beginning January 1, 2026 renders 
the City’s separate short-term disability (STD) offering increasingly redundant; and 
 
WHEREAS, staff has recommended discontinuation of the City’s STD offering effective 
January 1, 2026, and acceptance of The Hartford proposal as outlined in the Request for Council 
Action. 
 
NOW THEREFORE BE IT RESOLVED by the City Council of the City of Falcon Heights, 
Minnesota: 
 

1. The proposal from The Hartford for long-term disability coverage is hereby accepted, 
effective January 1, 2026, with premiums paid 100 percent by the City. 

 
2. The City’s short-term disability offering is discontinued effective January 1, 2026. 

 
3. The City Administrator is authorized to execute all documents and take all 

administrative actions necessary to implement the approved long-term disability 
coverage and related changes consistent with Council direction. 

ADOPTED by the Falcon Heights City Council this 10th day of December, 2025. 
 

 - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 



Moved by:      Approved by: ________________________ 
                 Randall C. Gustafson  
GUSTAFSON                Mayor 
LEEHY 
MEYER  ____  In Favor    Attested by:  ________________________ 
WASSENBERG                Jack Linehan 
MIELKE   ____ Against                                      City Administrator   
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  ITEM FOR DISCUSSION 

City of Falcon Heights, Minnesota 
__________________________ 

          

 
 
 
 
 
 
 
 

 
Item Ramsey County  - Polling Place Agreement 

 
Description 
 

The City received a request for the use of City Hall as a polling place for the 2026 
Election Season.  The Election dates for City Hall are listed on the polling place 
agreement attached.   
 

Budget Impact N/A 

Attachment(s) • 2026 Ramsey County Polling Place Agreement 

Action(s) 
Requested 

Staff recommends approval of the attached polling place agreement and authorize the 
City Administrator to sign the agreement.  

 

Meeting Date December 22, 2025 
Agenda Item Consent G11  

Attachment 2026 Polling Place Agreement 
Submitted By Kelly Nelson, Administrative Services 

Director/Deputy Clerk 
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  ITEM FOR DISCUSSION 

City of Falcon Heights, Minnesota 
__________________________ 

          

 
 

 
 

 
 
 
 
 
Item 

Transfer of Surplus Funds from the General Fund to the UMN Les Bolstad Golf 
Course Redevelopment Capital Fund 

Description 
 Planning consultant fees, engineering services, and audit fees are expected in 

2026 in the redevelopment of the UMN Les Bolstad Golf Course. A new capital 
fund was created in the 2026 Budget for this project. A transfer from General 
Fund surplus funds will support the beginning expenses for this capital fund.  

 
Budget Impact This transfer was included in the 2026 Budget to begin funding expenses in  

2026 related to redevelopment of the UMN Les Bolstad Golf Course. 

Attachment(s) N/A 

Action(s) 
Requested 

Staff recommends council approval on this $80,000 transfer of funds from the 
General Fund to the UMN Les Bolstad Golf Course Redevelopment Capital 
Fund. 

 

Meeting Date                             December 22, 2025 
Agenda Item Consent  G12 

Attachment  
Submitted By Alyssa Landberg, Interim Finance Director   
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  ITEM FOR DISCUSSION 

City of Falcon Heights, Minnesota 
__________________________ 

          

 
 

 
 

 
 
 
 
Item 

Budget amendment to reduce the transfer from Infrastructure Fund to the 2025 
Street Project – Falcon Woods & Northome Fund  

Description 
 The original 2025 Budget as adopted included a transfer of $445,000 from the 

Infrastructure Capital Fund to the Falcon Woods & Northome Capital Project 
Fund to support costs for the 2025 Street Project. This total transfer is no longer 
necessary, as the project came in significantly under budget due to aggressive 
bids. Instead, it is recommended that the amount be reduced by $300,000 for a 
total transfer of $145,000. This will cover remaining expenses and liabilities 
related to the 2025 PMP project restoration and final punch list items.  
 

Budget Impact  

Attachment(s) N/A 

Action(s) 
Requested 

Staff recommends council approval on the budget amendment to reduce the 
transfer from the Infrastructure Fund to the Falcon Woods & Northome 
Capital Project Fund to $145,000 in 2025. 

 

Meeting Date                             December 22, 2025 
Agenda Item Consent G13  

Attachment  
Submitted By Alyssa Landberg, Interim Finance Director   
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Public officials can make a one-time, permanent decision to participate in PERA if they are within their first 30 days of PERA-eligible work with 
a governmental subdivision.

INDIVIDUAL INSTRUCTIONS
You must sign this form within the first 30 days of your work as a public official with this governmental subdivision. If you do not make a 
membership selection, you will have no PERA coverage.

1.	 Complete part B in blue or black ink. Incomplete forms will result in a delay or cancellation of your request.
2.	 Return the form to your employer. PERA must receive your completed form within your first 60 days of work in this position.

EMPLOYER INSTRUCTIONS
PERA must receive completed forms within 60 days of the public official’s first day of work.

1.	 Complete part A in blue or black ink. Incomplete forms will result in a delay or cancellation of your request.
2.	 Instruct individual to complete part B. They must sign the form within their first 30 days of work.
3.	 Submit the form to PERA. Return the form even if no coverage is selected and retain a copy for your records.

	» Use the secure document upload feature in ERIS, or
	» Fax or mail the completed form to PERA.

Notice: Do not withhold contributions until the official has made a written selection to participate. Submitted contributions are refunded if an 
election form was:
	» Not signed within 30 days of their first day of work in a DCP-eligible position with the governmental subdivision and/or,
	» Not received by PERA within 60 days of their first day of work in the position.

PERA MEMBERSHIP OPTIONS
Defined Contribution Plan (DCP): Public officials can choose to participate in the DCP. DCP coverage starts the day PERA receives this form 
or the first day DCP contributions are taken from the public official’s salary. With some exceptions, DCP membership may prevent withholding 
Social Security contributions from public official earnings. Public officials younger than age 65 who enrolled in the DCP can receive a full or 
partial distribution of their account balance when they terminate all public service.

Coordinated Plan: Elected non-governing body local public officials (position A above) who earn more than $425 in a month can participate in 
the Coordinated Plan. Coordinated Plan coverage starts the day PERA receives this form or the first day Coordinated Plan contributions are 
taken from the public official’s salary. Social Security taxes are also withheld.

No PERA Coverage: Public officials who do not have previous PERA coverage with the governmental subdivision can choose not to participate 
in PERA. The choice not to participate in optional PERA membership is permanent for all future and current service with this governmental 
subdivision. Social Security taxes are withheld for all public officials not participating in PERA except elected sheriffs who are retired members of 
the Police & Fire Plan. If public officials have any prior PERA membership with the governmental subdivision, PERA participation is mandatory 
for their public official earnings.

PUBLIC OFFICIAL POSITIONS
A.	 Elected non-governing body local public official or appointed to fill the unfinished term of an elected position.

Example: county auditor or attorney, city or township clerk, treasurer

B.	 Elected governing body local public official or appointed to fill the unfinished term of an elected position.
Example: county commissioner, city council member, school board member, township supervisor, soil & water board

C.	 Appointed (hired) non-governing body public official whose salary does not exceed $425 in any month.
Example: township and city clerk or treasurer positions that are always appointed; county auditor, treasurer, or recorder

D.	 Appointed governing body public official on a board or commission of this governmental subdivision.

E.	 Elected county sheriff who is currently receiving retirement benefits from the PERA Police & Fire Plan and who was not previously 
employed by the county.

MEMBERSHIP ELECTION FORM
FOR PUBLIC OFFICIALS

60 EMPIRE DRIVE, SUITE 200, ST. PAUL, MN 55103-2088 1.888.892.7372 | 651.296.3636 | Fax: 651.296.2493 | mnpera.org



 1 of 1
60 EMPIRE DRIVE, SUITE 200, ST. PAUL, MN 55103-2088 1.888.892.7372 | 651.296.3636 | Fax: 651.296.2493 | mnpera.org
FORM E11001 | May 2025

MEMBERSHIP ELECTION FORM

Please read the instructions listed on page 1 before completing this form. Public officials must sign the form within the first 30 days of PERA-
eligible work with this governmental subdivision and PERA must receive completed forms within their first 60 days of work in this position.

FOR PUBLIC OFFICIALS

PART B—FOR COMPLETION BY PUBLIC OFFICIAL
I make the following permanent choice with respect to membership with PERA:

DATESIGNATURE OF PUBLIC OFFICIAL

INITIALS I certify that I do not have prior service eligible for optional PERA membership with this governmental subdivision. 
I understand my selection is permanent for current and successive terms in office within this entity.

*PERA membership may, depending upon income, lower or eliminate the tax deductibility of contributions to an IRA.

	 Defined Contribution Plan (DCP)*
	 Coordinated Plan (available only to position A, when monthly earnings exceed $425)* 
	 No PERA Coverage

PART A—FOR COMPLETION BY EMPLOYER

PUBLIC OFFICIAL CLASSIFICATION

SOCIAL SECURITY NUMBER

PAY CYCLE FOR THIS POSITION

 Biweekly	  Monthly	  Quarterly	  Other

FIRST DAY OF WORK—MM/DD/YYYY

POSITION TITLE

DATEPOSITIONSIGNATURE OF EMPLOYER REPRESENTATIVE DAYTIME TELEPHONE NUMBER

 Elected  Appointed/Hired  Appointed to an Elected Position’s Vacancy

Check the box that describes the basis for the public official’s eligibility for optional PERA membership with this governmental entity:

A.	 Elected non-governing body local public official or appointed to fill the unfinished term of an elected position.

B.	 Elected governing body local public official or appointed to fill the unfinished term of an elected position.

C.	 Appointed (hired) non-governing body public official whose salary does not exceed $425 in any month.
Notice for appointed (hired) non-governing positions: If, at any time, the public official’s earnings exceed the minimum salary threshold 
set by Minn. Stat. § 353.01 subd, 2a(a), DCP participation must stop and they must immediately be enrolled into PERA’s Coordinated 
Plan until termination of employment. At that time, Social Security taxes will be withheld from their earnings in addition to the 
deductions taken for coverage of the Coordinated retirement plan.

D.	 Appointed governing body public official on a board or commission of this governmental subdivision.

E.	 Elected county sheriff who is currently receiving retirement benefits from the PERA Police & Fire Plan and who was not previously 
employed by the county.

GENDER
 Male	  Female
 

STATE ZIP CODE

DATE OF BIRTH—MM/DD/YYYY

CITYADDRESS—STREET

PUBLIC OFFICIAL LAST NAME PUBLIC OFFICIAL FIRST NAME & MIDDLE INITIAL

NAME OF GOVERNMENTAL SUBDIVISION PERA EMPLOYER NUMBER
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 REQUEST FOR COUNCIL ACTION 

City of Falcon Heights, Minnesota 
__________________________ 

          

 
 
 
 
 
 
 
 

 
Item Request Approval of Pay Voucher #2 to New Look Contracting, Inc. for the 

Community Park Improvement Project. 
 

Description 
 

Pay Voucher #2 is attached for the work on the Community Park Improvement 
Project.  The City paid Voucher #1 in the amount of $257,595.59 for work 
certified through October 1, 2025, with a 5% retainage applied.  Pay Voucher 
#2 is requesting payment of $239,531.11, with 5% retainage applied, for work 
certified through December 12, 2025.   
 
The project engineer and contractor have reviewed and approved the estimate, 
and it is submitted for Council approval. With this pay estimate, the total 
amount paid to date on this project is $497,126.70 or 59.68% of the original 
contract price of $855,830. 
  

Budget Impact Funds are budgeted in the Capital Fund 419 line.  

Attachment(s) Pay Voucher #2 

Action(s) 
Requested 

Motion to approve Pay Voucher #2 to New Look Contracting, Inc. for the 
Community Park Improvement Project. 
 

 

Meeting Date December 22, 2025 
Agenda Item Consent G15 

Attachment Pay Voucher #2 
Submitted By Kelly Nelson, Director of 

Administrative Services/Deputy Clerk 
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REQUEST FOR COUNCIL ACTION (RCA) 

Item Approval of Public Works’ purchase of a Ford Lightning F-150 truck 
from TRANSWEST of Minneapolis  

Description 
 

The City of Falcon Heights is committed to enhancing operational 
efficiency and meeting its Climate Action Plan goals by transitioning 
a portion of its fleet to electric vehicles (EVs). The current vehicle 
designated for replacement in the 2026 budget is a 2011 Ford F-250, 
which has reached the end of its useful life.  Purchasing a Ford 
Lightning will support the City's sustainability objectives and ensure 
essential departmental operations continue with modern, reliable 
equipment.   
 
With built-in electrical outlets in the truck bed, the Ford Lightning 
will become a useful utility vehicle that will allow mobile electric tool 
charging and the ability to use welders in the field without a 
generator.  
 
The Ford Lightning will then be outfitted with safety lighting and a 
Tommy Gate from Crysteel Truck and Equipment. 
 
Staff originally forecasted that the F-150 Lightning would be fitted 
with a plow, but after working with the dealer, it was determined 
that it cannot fit a plow as a limitation of current EV pickup trucks on 
the market. Instead, the F-450 will be outfitted with a plow to allow it 
to become the alleyway plowing vehicle if Council elects to include 
alleyway plowing in our snow and ice control plan. The vehicle 
widths and costs are similar enough that it would not have an 
operational impact on the ability to plow alleys or other small area 
plowing uses.  
 

Meeting Date                                                  12-22-2025 
Agenda Item Consent G16 

Attachment Quotes 
Submitted By Colin Callahan Public Works Director  



Budget 
Impact 

Not to exceed $65,000 
 

Attachment(s) Quotes 

Action(s) 
Requested 

Staff requests Falcon Heights City Council to approve funding for the 
purchase of a 2026 Ford Lightning. 

 



1130 73rd Avenue NE
Fridley, MN 55432
(763) 571-1902
1-800-795-1902
Fax # (763) 571-5091

www.crysteeltruck.com

Date: 12/16/2025 Reference:
Company: City of Falcon Heights Address:
Contact: Colin Callahan
Phone# 651-468-7106 City:

colin.callahan@falconheights.org State:
Chassis Estimated Delivery

Ford CA or CT
2026 Transmission

Lightning Cab Color

QTY Price Each Extended

1 5.19 $3,660.00 $3,660.00
1 5.19 $900.00 $900.00
1 5.160. $110.00 $110.00
1 5.160. $312.50 $312.50
1 5.169 $50.00 $50.00

1 7.8 $205.00 $205.00
1 7.8 $270.00 $270.00
1 7.40. $120.00 $120.00
1 7.103 $49.00 $49.00
1 7.103 $67.50 $67.50
1 7.109 $49.00 $49.00
1 7.109 $67.50 $67.50

1 7.10 $690.00 $690.00

1 7.10 $270.00 $270.00

1 7.20. $880.00 $880.00
1 7.20. $270.00 $270.00

Total Package Price $7,970.50

1 7.21 Extended Harness for TAM83AA $120.00 $120.00

Backrack 15004, Frame Only, HW Kit Required - 30103, 30119, 30112, 
Install of Backrack 15004, Frame Only, HW Kit Required - 30103, 30119, 
Standard No Drill 30123, 2015-TD Ford F-150 Aluminum New Body
Arrow Stick Bracket 91004, Arrow Stick Brkts, 1pr.

R2LPHP* Six LIN6™ Super-LED® Modules, Permanent Mount, Amber

Install of Light Bracket 91002REC, 16" x 7" Base, Center Mount

Price to Install Whelen Strobe

Install of Arrow Stick Bracket 91004, Arrow Stick Brkts, 1pr.

Rear Camera & Sensor Bar
Install of Rear Camera & Sensor Bar

7.0 Accessories

6.0 Hitches
Factory Hitch will be removed, no aftermarket hitch available for Ford 
Lightning

Install of G2-60-1342 EA38

1-UNIT
STATE COOPERATIVE PRICING 

Winter Grade Hydraulic Fluid

Light Bracket 91002REC, 16" x 7" Base, Center Mount

5.0 Liftgates
G2-60-1342 EA38

Truck Model
REFERENCE:  COOPERATIVE PURCHASE OF EQUIPMENT FROM STATE OF MINNESOTA
RELEASE NO: T-763(5) and T-765(5)

Dealer 
Truck Make
Model Year

Email: MN

Truck Accessories Package
2077 Larpenteur Avenue West

AN EQUAL OPPORTUNITY EMPLOYER

St. Paul

Highway 60 East
Lake Crystal, MN 56055
(507) 726-6041
1-800-722-0588
Fax # (507) 726-2984

TAM83** Eight Lamp Traffic Advisor Amber

OPTIONS -- The below options are NOT included in the above package pricing
7.0 Accessory OPTIONS

Install of TAM83** Eight Lamp Traffic Advisor Amber



$4.00 
    Starting Point: Lake Crystal, MN

Email Address: jtaylor@crysteeltruck.com

Phone #: (763) 235-5487
Toll Free #: (800) 795-1280
Fax #: (763) 571-5091

***PRICES SHOWN DO NOT INCLUDE ANY APPLICABLE TAXES OR FEES***

*A WRITTEN PURCHASE ORDER MUST BE RETURNED SPECIFYING PURCHASE OF THIS EQUIPMENT OFF THE STATE OF MINNESOTA COOPERATIVE PURCHASE CONTRACT
**NO EXHAUST WORK INCLUDED FOR TRUCKS WITH NEW EMISSION CONTROL EXHAUST SYSTEMS.  EXHAUST SYSTEMS CANNOT BE MODIFIED.
***ALL LABOR COSTS ARE BASED ON INSTALLING EQUIPMENT ON A TRUCK CHASSIS WITH ALL TRUCK ITEMS OUT OF THE WAY FOR EQUIPMENT INSTALLATION. IF CRYSTEEL HAS TO MOVE FUEL TANKS, AIR TANKS, AIR DRYER, ETC. EXTRA 
CHARGES MAY APPLY

Vendor Name: Crysteel Truck Equipment-Fridley

Cost Per Loaded Mile for Delivery:

Contact Person: Josh Taylor
Street Address: 1130 73rd Ave NE
City, State, Zip: Fridley, MN 55432

*Will only need if you want control mounted on top of dash*



TRANSWEST FORD OF MINNEAPOLIS

FIN Code:

State ID No:

Quantity: TOTAL:

Signature: Date: Purchase Order #

Delivery Address:

State Contract #:

 Fleet & Government Sales

December 17, 2025
18-24 Weeks

TBD
MS

QS031 Contract No 258168

BFT23

$47,622.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$139.00
$350.00

$20.00
$85.00

$3,283.57
$0.00

$0.00

$20.00

1 Per Unit: $51,519.57

              2425 Broadway Street NE, Minneapolis, MN 55413 Quote
Name: Date:

Address: Expected Delivery:
City: State ZIP

Phone: Rep
Order Cut-Off Date:

Falcon Heights

MN

** FIN Code is required to participate in State Contract **

Order Code Description Item Price Quantity Price

W1B
Key Fobs
Ext. Color:

Interior:
Equip. Group:

Trim:
Engine:

Transmission:
Axle:

GVWR:
Tires:

ADDITIONAL OPTIONS
Order Code Description Item Price Quantity Price

66S
Doc Fee
Plate Fee

Transfer Fee
Taxes 6.875%

2026 Ford F-150 Lightning 4X4 SRW
145" WB $47,622.00 1

2 Key Fobs (standard) INC 1
Oxford White (YZ) STD 1
Medium Dark Slate; Vinyl Bucket Seats (VS) STD 1
110A STD 1
Pro STD 1
123kWh Standard Battery STD 1
Single Speed Transmission (44L) STD 1
Electric Regular Axle STD 1
8,350# GVWR STD 1
275/65R18 BSW All-Terrain Tire STD 1

Ford Pro SSV Package $139.00 1
$350.00 1

Plate Fee $20.00 1
Transfer Fee $85.00 1

1
1

1 Additional Key Fob $395.00 0

$20.00 1MN Transit Tax

$51,519.57

* Signature and Purchase Order required *
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 REQUEST FOR COUNCIL ACTION (RCA) 

City of Falcon Heights, Minnesota 
__________________________ 

          

 

 
 
 

 
 
 
Item Approval of Modification of Administrative Manual Section IV - Personnel 

Description 
 

The City needs to formally adopt both Minnesota Paid Leave (MNPL), which 
starts January 1, 2026, and reference the pay plan adopted 12/10/2025 as the 
basis for compensation. Additionally, an issue has arisen that needs additional 
clarification in a time-sensitive manner relating to how hours worked count 
towards overtime multipliers. 
 
Holiday Hours & OT 
The City has policies that spell out how overtime, or comp-time, is calculated 
and paid. The City’s policy refers to overtime being eligible “in excess of 40 
hours”, but is silent on how to get to 40 hours. As such, the City defaults to the 
Minnesota Department of Labor & Industry’s standard for Minnesota 
employers. State law states, “Holiday hours, vacation time or sick leave are not 
counted in figuring overtime hours.” Cities can, however, offer overtime 
considerations for non-exempt employees that go above and beyond the State 
law requirements. 
 
Recently, two snow events occurred during holiday weeks, but not during the 
holiday hours. As the City designates Thanksgiving and the day after as 
holidays, all employees receive 24 hours regular pay, and 16 hours holiday pay 
for a regular 40-hour paycheck. Public Works worked additional hours outside 
of regular hours to ensure a thorough community plowing. However, since 
holiday time was provided, the hours worked over the weekend and 
overnights were correctly paid as straight time (1.0x multiplier) rather than the 
usual time and a half (1.5x) awarded for hours outside of regular work hours. 
Any hours worked on the actual holidays would have received holiday pay 
and time and a half pay for the equivalent of 2.5x pay.  
 
In meeting with Public Works, there is significant concern amongst employees 
about needing to be available and ready to respond to snow events during a 
holiday week. Their concern is that coming in on a weekend or working 

Meeting Date December 22, 2025 
Agenda Item Policy H1 

Attachment Personnel Policy Amendment and Notices 
Submitted By Jack Linehan, City Administrator 



unexpectedly overnight requires the same sacrifice on a week where a holiday 
occurs as a regular week. The proposed change in the personnel policy would 
require it be only for unexpected events that are authorized by supervisors and 
would not include events where schedules can reasonably be flexed (i.e. a 
commission meeting during a holiday week—employees can reasonably plan 
to modify their work schedule that week). 
 
Other cities in our region offer this language as part of collective bargaining 
agreements for represented employees. As our work group is not represented, 
this would represent a good faith effort to compensate for special callouts. This 
is the first year in the past four years with snowfall during a holiday week, so 
it’s usually infrequent and would have a relatively minimal budget impact of a 
few hundred dollars extra in costs per large-scale snow response that occurs 
during a holiday week.   
 
Minnesota Paid Leave 
Effective January 1, 2026, Minnesota’s Paid Family Medical Leave (PFML) 
program will begin to support our employees. This program provides up to 20 
weeks paid leave per year, beginning January 1, 2026. Workers can take up to 
12 weeks for family leave and may take up to 12 weeks for medical leave, not 
to exceed 20 weeks of paid leave per year. Effective January 1, 2026, the City of 
Falcon Heights will pay 50% of the premium cost with the other 50% of the 
premium cost to be deducted from employees during payroll.  
 
The city notified employees about PMFL prior to December 1, 2025 with both a 
posted notice and an employee notification that needs a signature 
acknowledgement. 
 
Compensation 
The City added a section clarifying how pay is determined, and that pay will 
be based on the approved classification and compensation plan as adopted by 
the City Council.  
 

Budget Impact Holiday/OT: It is anticipated to result in a cost that can reasonably be 
absorbed by the existing budget lines for compensation / contingency.  
 
MNPL: A premium of 0.88% of employee’s salary will be submitted quarterly 
for the Minnesota Paid Family Medical Leave program, with the city covering 
0.44% and the employee covering 0.44%. This expense will be added to the 
2026 budget.  
 

Attachment(s) • City of Falcon Heights Personnel Policy Draft 
• MN Paid Leave Posted Notice 
• MN Paid Leave Employee Notification 



Action(s) 
Requested 

Staff recommends approving the Personnel Policy amendment to include 
compensation language, a clarification on overtime calculations, and a 
Minnesota Paid Leave program.  

 



 

 
 

CITY OF FALCON 
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PERSONNEL POLICY 

 
 

Amended December 22, 2025 
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INTRODUCTION 
 
 This handbook contains personnel policies and procedures approved by the 
Falcon Heights City Council regarding Falcon Heights employee relations.  These policies 
and procedures are guidelines only and are not to be construed as contractual terms of 
employment.  Any aspect of these policies and procedures may be changed at any time 
at the sole discretion of the City Council without prior notice. 
 
 Employees covered by an employment contract for any of the provisions in the 
handbook will be governed by the employment contract with regard to those provisions. 
 
 It is the responsibility of each employee to know all of the policies, procedures, and 
regulations contained in this manual.  Violation of the personnel policies may be grounds 
for disciplinary action up to and including discharge. 
 
 Each employee, upon being issued a copy of the personnel policies, will sign a 
dated form indicating the policy has been received.  The employee is required to read the 
personnel policies within 30 days.   
 
 Besides these personnel policies, employees are expected to read and be familiar 
with the special orders and other publications specific to the employee’s job performance 
or job safety.  Employees are expected to develop the same familiarity with these 
publications as with the personnel policies.   
 
 Except as otherwise prohibited by law, the city of Falcon Heights has the right to 
terminate any employee at any time for any or no reason. Employees may similarly 
terminate employment at any time for any reason. 
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DEFINITIONS 
 
The following words used in this handbook are defined to mean: 
 
Full-Time Employee: an employee who works at least forty hours per week throughout the 
year. 
 
Part-Time Employee: an employee who works under forty hours per week throughout the 
year. 
  
Temporary, Seasonal or As-Needed Employee: an employee retained to fill a position, 
full or part-time, which is of a temporary or seasonal or as-needed nature. 
 
Independent Contractors/Consultants: persons or firms contracted by the City who 
determine their own hours of operation and/or use of their own resources in the 
performance of their duties and are not employed by the City. 
 
Overtime: time worked by non-exempt employees in excess of forty hours per week. 
 
Good Standing: not under suspension or given notice of discharge by the City Council. 
 
Termination: a complete separation of an employee from employment as a result of 
discharge, resignation, retirement or death. 
 
Exempt Employee: employees not covered under the overtime and minimum wage 
provisions of the Fair Labor Standards Act. 
 
Work Week: for purposes of calculating overtime compensation, the work week shall 
begin at 12:00 a.m. on Monday and conclude at 11:59 p.m. on Sunday. 
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EMPLOYER AUTHORITY 
 
POLICY 
 
The City Council retains the full and unrestricted right to operate and manage all 
personnel, facilities, and equipment; to establish functions and programs; to set and 
amend budgets; to determine the use of technology; to establish and modify the 
organizational structure; to select, direct and determine the number of personnel; to 
establish work schedules; to perform any inherent managerial function and to amend this 
handbook at any time. 
 

NON-DISCRIMINATION 
 
POLICY 
 
1. It is the policy and intent of the City of Falcon Heights (herein after “the City”) to 

provide equality of opportunity in employment to all persons. 
 
2. This policy prohibits discrimination because of race (including traits associated with 

race, including, but not limited to, hair texture and hair styles such as braids, locs 
and twists), color, creed, religion, national origin, place of residence, political 
affiliation, sexual orientation, disability, marital status, status with regard to public 
assistance, membership or activity in a local commission, sex or age in all aspects 
of its personnel policies, programs, practices and operations. 

 
3. This policy applies to all phases of employment including, but not limited to, 

recruitment, hiring, placement, promotion, demotion, or transfer; layoff, recall, or 
termination; rates of pay, or other forms of compensation and selection for training.  
This policy also applies to the use of all facilities and participation in all City-
sponsored employment activities. 

 
4. It is the responsibility of the City Administrator and every supervisor to cooperate 

in the implementation of this policy. 
 
5. Failure of any employee to perform in a manner consistent with this policy will 

constitute grounds for reprimand, suspension, demotion, or dismissal from the 
City's employ. 
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DISCRIMINATION RECOURSE 
 
POLICY 
 
1. Equal employment opportunity is the right of a person to work and to advance on 

the basis of merit, ability, and individual potential. 
 
2. Any employee who feels that he or she is a victim of discrimination or who believes 

he or she has witnessed discrimination should immediately report such actions in 
accordance with the following procedure: 

 
a. Any employee who has witnessed or believes that he or she is a victim of 

discrimination should report the act immediately to the City Administrator or 
any member of the City Council. 

 
b. The City will investigate every reported incident immediately.  Any employee 

or supervisor who has been found to have discriminated against another 
employee may be subject to appropriate disciplinary action, up to and 
including immediate discharge. 

 
c. The City will conduct all investigations in a discreet manner.  The City 

recognizes that every investigation requires a determination based on all 
the facts in the matter.  

 
d. The City will not tolerate retaliation against an employee who files a 

complaint alleging discrimination.  The City will discipline any employee who 
retaliates against another employee who files a complaint alleging 
discrimination or who testifies, assists or participates in any manner in any 
investigation into a complaint alleging discrimination.  Retaliation includes, 
but is not limited to, any form of intimidation, reprisal or harassment.  

 
3. A charge of discrimination may be filed with the Minnesota Department of Human 

Rights and the United States Equal Employment Opportunity Commission by a 
person or group of persons who believe they are victims of unlawful employment 
discrimination.  Charges may also be filed on behalf of a person or group of 
persons by their representative.  Charges may also be filed by the Commissioner 
of Human Rights or by the EEOC when there is reason to believe that a person is 
engaging in an unfair discriminatory practice.  A charge must be filed with the 
EEOC within 180 days of the alleged unlawful employment practice and with the 
Minnesota Department of Human Rights within one year after the occurrence of 
the practice. 
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RESPECTFUL WORKPLACE POLICY 
(including sexual harassment prevention) 

 
The intent of this policy is to provide general guidelines about the conduct that is and is 
not appropriate in the workplace.  The City acknowledges that this policy cannot 
possibly predict all situations that might arise, and also recognizes that some 
employees are exposed to disrespectful behavior, and even violence, by the very nature 
of their jobs. 
 
Applicability 
Maintaining a respectful work environment is a shared responsibility.  This policy is 
applicable to all City personnel including regular and temporary employees, volunteers, 
firefighters, and City Council members. 
 
Abusive Customer Behavior 
While the City has a strong commitment to customer service, the City does not expect 
that employees accept verbal abuse from any customer.  An employee may request that 
a supervisor intervene when a customer is abusive, or they may defuse the situation 
themselves, including ending the contact. 
 
If there is a concern over the possibility of physical violence, a supervisor should be 
contacted immediately.  When extreme conditions dictate, 911 may be called.  
Employees should leave the area immediately when violence is imminent unless their 
duties require them to remain.  Employees must notify their supervisor about the 
incident as soon as possible. 
 
Types of Disrespectful Behavior 
The following types of behaviors cause a disruption in the workplace and are, in many 
instances, unlawful: 
 
Violent behavior includes the use of physical force, harassment, or intimidation. 
 
Discriminatory behavior includes inappropriate remarks about or conduct related to a 
person's race (including traits associated with race, including, but not limited to, hair 
texture and hair styles such as braids, locs and twists), color, creed, religion, national 
origin, disability, sex, marital status, age, sexual orientation, or status with regard to 
public assistance. 
 
Offensive behavior may include such actions as: rudeness, angry outbursts, 
inappropriate humor, vulgar obscenities, name calling, disrespectful language, or any 
other behavior regarded as offensive to a reasonable person.  It is not possible to 
anticipate in this policy every example of offensive behavior.  Accordingly, employees 
are encouraged to discuss with their fellow employees and supervisor what is regarded 
as offensive, taking into account the sensibilities of employees and the possibility of 
public reaction.  Although the standard for how employees treat each other and the 
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general public will be the same throughout the City, there may be differences between 
work groups about what is appropriate in other circumstances unique to a work group.  
If an employee is unsure whether a particular behavior is appropriate, the employee 
should request clarification from their supervisor or the City Administrator. 
 
Sexual harassment can consist of a wide range of unwanted and unwelcome sexually 
directed behavior such as unwelcome sexual advances, requests for sexual favors, and 
other verbal or physical conduct of a sexual nature when: 
 

• Submitting to the conduct is made either explicitly or implicitly a term or condition 
of an individual's employment; or 

• Submitting to or rejecting the conduct is used as the basis for an employment 
decision affecting an individual's employment; or 

• Such conduct has the purpose or result of unreasonably interfering with an 
individual's work performance or creating an intimidating, hostile or offensive 
work environment. 

 
Sexual harassment includes, but is not limited to, the following: 
 

• Unwelcome or unwanted sexual advances.  This means stalking, patting, 
pinching, brushing up against, hugging, cornering, kissing, fondling or any other 
similar physical contact considered unacceptable by another individual. 

• Verbal or written abuse, kidding, or comments that are sexually-oriented and 
considered unacceptable by another individual.  This includes comments about 
an individual's body or appearance where such comments go beyond mere 
courtesy, telling "dirty jokes" or any other tasteless, sexually oriented comments, 
innuendos or actions that offend others. 

• Requests or demands for sexual favors.  This includes subtle or obvious 
expectations, pressures, or requests for any type of sexual favor, along with an 
implied or specific promise of favorable treatment (or negative consequence) 
concerning one's current or future job. 

 
Possession and Use of Dangerous Weapons 
Possession or use of a dangerous weapon (see attached definitions) is prohibited on 
City property, in City vehicles, or in any personal vehicle, which is being used for City 
business.  This includes employees with valid permits to carry firearms. 
 
The following exceptions to the dangerous weapons prohibition are as follows: 
 

• Employees legally in possession of a firearm for which the employee holds a 
valid permit, if required, and said firearm is secured within an attended personal 
vehicle or concealed from view within a locked unattended personal vehicle while 
that person is working on City property. 

• A person who is showing or transferring the weapon or firearm to a police officer 
as part of an investigation. 
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• Police officers and employees who are in possession of a weapon or firearm in 
the scope of their official duties. 

 
Employee Response to Disrespectful Workplace Behavior 
Employees who believe that disrespectful behavior is occurring are encouraged to deal 
with the situation in one of the ways listed below.  However, if the allegations involve 
violent behavior, sexual harassment, or discriminatory behavior, then the employee is 
responsible for taking one of the actions below.  If employees see or overhear a 
violation of this policy, they are encouraged to follow the steps below. 
 

Step 1(a).  If comfortable (but not required) politely, but firmly, tell whoever is 
engaging in the disrespectful behavior how you feel about their actions.  Politely 
request the person to stop the behavior because you feel intimidated, offended, 
or uncomfortable.  If practical, bring a witness with you for this discussion. 
 
Step 1(b).  If you fear adverse consequences could result from telling the 
offender or if the matter is not resolved by direct contact, go to your supervisor or 
City Administrator.  The person to whom you speak is responsible for 
documenting the issues and for giving you a status report on the matter no later 
than ten business days after your report. 
 
Step 1(c).  In the case of violent behavior, all employees are required to report 
the incident immediately to their supervisor, City Administrator or Police 
Department.  Any employee who observes sexual harassment or discriminatory 
behavior, or receives any reliable information about such conduct, must report it 
within two business days to a supervisor or the City Administrator. 
 
Step 2.  If, after what is considered to be a reasonable length of time (for 
example, 30 days), you believe inadequate action is being taken to resolve your 
complaint/concern, the next step is to report the incident to the City Administrator 
or the Mayor. 

 
Supervisor's Response to Allegations of Disrespectful Workplace Behavior 
Employees who have a complaint of disrespectful workplace behavior will be taken 
seriously. 
 
In the case of illegal harassment or discriminatory behavior, a supervisor must report 
the allegations within two business days to the City Administrator, who will determine 
whether an investigation is warranted.  A supervisor must act upon such a report even if 
requested otherwise by the victim.  In situations other than sexual harassment and 
discriminatory behavior, supervisors will use the following guidelines when an allegation 
is reported: 
 

Step 1.  If the nature of the allegations and the wishes of the victim warrant a 
simple intervention, the supervisor may choose to handle the matter informally.  
The supervisor may conduct a coaching session with the offender, explaining the 
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impact of his/her actions and requiring that the conduct not reoccur.  This 
approach is particularly appropriate when there is some ambiguity about whether 
the conduct was disrespectful. 
 
Step 2.  If a formal investigation is warranted, the individual alleging a violation of 
this policy will be interviewed to discuss the nature of the allegations.  The 
person being interviewed may have someone of his/her own choosing present 
during the interview.  The investigator will obtain the following description of the 
incident, including date, time and place. 

• Corroborating evidence. 
• A list of witnesses. 
• Identification of the offender. 

 
Step 3.  The supervisor must notify the City Administrator about the allegations. 
 
Step 4.  As soon as practical after receiving the written or verbal complaint, the 
alleged policy violator will be informed of the allegations.  The alleged violator will 
have the opportunity to answer questions and respond to the allegations. 
 
Step 5.  After adequate investigation and consultation with the appropriate 
personnel, a decision will be made regarding whether or not disciplinary action 
will be taken. 
 
Step 6.  The alleged violator and complainant will be advised of the findings and 
conclusions as soon as practicable. 

 
Special Reporting Requirements 
When the supervisor is perceived to be the cause of a disrespectful workplace behavior 
incident, a report will be made to the City Administrator who will assume the 
responsibility for investigation and discipline. 
 
If the City Administrator is perceived to be the cause of a disrespectful workplace 
behavior incident, a report will be made to the City Attorney who will confer with the 
Mayor and City Council regarding appropriate investigation and action. 
 
If a Council Member is perceived to be the cause of a disrespectful workplace behavior 
incident involving City personnel, the report will be made to the City Administrator and 
referred to the City Attorney who will undertake the necessary investigation.  The City 
Attorney will report his/her findings to the City Council, which will take the action it 
deems appropriate. 
 
Pending completion of the investigation, the City Administrator may at his/her discretion 
take appropriate action to protect the alleged victim, other employees, or citizens. 
 
Confidentiality 
A person reporting or witnessing a violation of this policy cannot be guaranteed 
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anonymity.  The person's name and statements may have to be provided to the alleged 
offender.  All complaints and investigative materials will be contained in a file separate 
from the involved employees' personnel files.  If disciplinary action does result from the 
investigation, the results of the disciplinary action will then become a part of the 
employee(s) personnel file(s). 
 
Retaliation 
Consistent with the terms of applicable statutes and City personnel policies the City may 
discipline any individual who retaliates against any person who reports alleged 
violations of this policy.  The City may also discipline any individual who retaliates 
against any participant in an investigation, proceeding or hearing relating to the report of 
alleged violations.  Retaliation includes, but is not limited to, any form of intimidation, 
reprisal, or harassment. 
 
Any employee found to have made a knowingly false allegation under this policy or 
found to have given knowingly false information during an investigation of such a 
complaint will also be subject to disciplinary action. 
 
 

SAFETY PROGRAM 
 
POLICY 
 
1. The City will endeavor through its safety program to maintain a safe and healthy 

work place.  The City will provide safe working equipment.  The City will inform 
employees of proper work habits and procedures which will maximize the potential 
of an accident-free work environment, and will monitor the existence of proper first 
aid and emergency equipment and procedures as well as employee knowledge 
and training in the use of such equipment and procedures.  The City will insure the 
availability and speedy access of City employees to emergency medical services 
in the event of an accident or medical emergency. 

 
2. The City safety program provides: 
 
 a. Safety inspections of the work place environment, machines and 

equipment, procedures and work habits, as well as access to first aid and 
emergency medical support. 

 
 b. Incident or complaint review of specific work locations, accidents or injuries, 

machines, or equipment, recommended work habits or procedures to be 
carried out in the event of a lost-time accident, a reported or suspected 
health hazard, an employee complaint, or a supervisor's request. 

 
 c. Safety and protection procedures that make known to employees the 

existence of potential health hazards, proper protective procedures, and 
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safety and health rules and requirements, as well as emergency 
procedures. 

 
 d. Safety education programs which provide safety information and training to 

employees through demonstrations, training sessions, and verbal and 
written communications. 

 
 e. Program enforcement through managers and supervisors who are 

knowledgeable in safety procedures, who promulgate safe safety attitudes, 
and who publish and enforce compliance with employee safety and health 
rules and regulations within the sphere of their work authority. 

 
3. The responsibilities for safety must be shared. 
 
 a. City Administrator.  The  City Administrator is provided with the authority to 

establish, promulgate and enforce City safety and health procedures, rules 
and regulations. 

 
 b. Employees.  Each employee is expected to place safe work practices and 

identification of unsafe conditions as the highest priority while performing 
their work duties.  Each employee's safety and health commitment includes, 
but is not limited to, the following: 

 
  • Using appropriate safety equipment. 
  • Wearing required dress/uniform and footwear. 
  • Warning co-workers of unsafe conditions or practices that could lead 
      to or cause an accident. 
  • Operate equipment only after receiving proper training. 
  • Reporting defective or damaged equipment. 
  • Reporting dangerous, unsafe or unhealthy conditions that exist in the 
      City work place. 
  • Reporting of all injuries and accidents. 
  • Taking proper protective measures to minimize unsafe conditions 
      that could present a hazard to the public resulting from City work. 
  • Maintaining tools and equipment in a proper manner, to ensure that 
      they are in the best possible condition during usage. 
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APPOINTMENTS AND VETERANS' PREFERENCE 
 
POLICY 
 
1. All appointments to positions of City employment will be based on merit and 

qualifications of the applicants for the position to be filled.  To evaluate the merit 
and qualifications of the applicants, a criteria will be established for each such 
position.  The criteria established must be capable of being reduced to a 100-point 
rating system.  A 100-point system must be applied to all positions of City 
employment except for those positions specifically exempted from the Veterans' 
Preference Act, Minn. Stat. § 43A.11, by Minn. Stat. § 197.46. 

 
2. In accordance with Minn. Stat. § 43A.11 and Minn. Stat. § 197.455, a credit of five 

points will be added to a veteran's rating at the election of the veteran so long as 
the City position being sought is not exempted from veterans' preference by Minn. 
Stat. § 197.46.  The receipt of the credit is conditional on the veteran obtaining a 
passing rating under the criteria and 100-point system established for the position 
without the addition of the credit points. 

 
3. In accordance with Minn. Stat. § 43A.11 and Minn. Stat. § 197.55, a credit of ten 

points will be added to a disabled veteran's rating at the election of the disabled 
veteran so long as the City position being sought is exempted from veterans' 
preference by Minn. Stat. § 197.46.  The receipt of the credit is conditional on the 
veteran obtaining a passing rating under the criteria and 100-point system 
established for the position without the addition of the credit points. 

 
 

PROBATIONARY PERIOD 
 
POLICY 
 
1. Purpose:  The probationary period will be regarded as an integral part of the 

examination process and will be used for closely observing the employee's work, 
for securing the most effective adjustment of the employee to this position and for 
rejecting any employee whose performance does not meet the required standards.  
Employment remains “AT WILL” both during and following the probationary period. 

 
2. Duration:  All appointments will be probationary and subject to a probationary 

period of up to six (6) months service after appointment.  The City can extend the 
probationary period beyond six (6) months for such period of time as the City at its 
discretion deems fit and necessary.  At any time during the probationary period, 
any employee may be transferred or dismissed at the City's discretion. 

 
3. Applies to Promotions:  All promotions will be subject to a probationary period of 

up to six (6) months.  If the employee who has been promoted is found unsuited 
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for the work of the position to which promoted, at the City’s discretion the employee 
may be reinstated to the position and rate of pay of the position from which the 
employee was promoted. 

 
4. Affects Leave Benefits:  During the initial probationary period, but not during a 

promotional period, an employee will not be entitled to vacation leave during the 
first six months of employment.  Vacation leave accrues from the start of 
employment. 

 
DRUG, ALCOHOL, AND CANNABIS TESTING AND DRUG-

FREE WORKPLACE ACT POLICY FOR NON-COMMERCIAL 
DRIVERS (NON-DOT) 

 
Purpose 
 
The city of Falcon Heights has a vital interest in maintaining safe, healthful, and efficient 
working conditions for employees, and recognizes that individuals who are impaired 
because of drugs and/or alcohol jeopardize the safety and health of other workers as well 
as themselves. The city of Falcon Heights does not intend to intrude into the private lives 
of its employees, but strongly believes that a drug, alcohol and cannabis-free workplace 
is in the best interest of employees and the public alike. Alcohol, drug, and cannabis 
abuse can cause unsatisfactory job performance, increased tardiness and absenteeism, 
increased accidents and workers’ compensation claims, higher insurance rates, and an 
increase in theft of city property. The city of Falcon Heights’s Drug, Alcohol and Cannabis 
Testing Non-DOT policy has been established for the purpose of providing a safe 
workplace for all. 
 
City employees and applicants required to hold a commercial driver’s license by the 
United States Department of Transportation (“DOT”) for their job will be tested under the 
city’s Policy on Controlled Substance and Alcohol Testing for Commercial Drivers (the 
“DOT Policy”). All other employees and job applicants offered employment with the city 
must undergo testing as described by this policy. 
 
To ensure the policy is clearly communicated to all employees and applicants to whom 
offers of employment have been made, and to comply with state law, employees and 
applicants are required to review this policy and sign the “policy acknowledgement.” A job 
applicant will also acknowledge in this form that he/she understands that passing the drug 
test is a requirement of the job.  
 
 
 
 
Persons Subject to Testing and Circumstances Under Which Testing 
May Be Required 



 

 11

 
Under this policy, the city may test any applicant to whom an offer of employment has 
been made and may test employees for alcohol and/or drugs, including cannabis, under 
the following circumstances with a properly accredited or licensed testing laboratory, in 
accordance with Minn. Stat. § 181.953, subd. 1.  
  
 

a. Reasonable Suspicion Testing:  
 Consistent with Minn. Stat. § 181.951, subd. 5, employees will be subject to alcohol 

and/or drug testing, including cannabis testing, when reasonable suspicion exists 
to believe that the employee: 

 
• Is under the influence of alcohol, drugs or cannabis; or 
• Has violated written work rules prohibiting the use, possession, sale or transfer of 

drugs, alcohol, or cannabis, while working, while on city property, or while 
operating city vehicles, machinery or any other type of equipment; or 

• Has sustained a personal injury as defined in Minn. Stat. § 176.011, subd. 16 or 
has caused another employee to sustain an injury or; 

• Has caused a work-related accident or was operating or helping to operate 
machinery, equipment, or vehicles involved in a work-related accident. 

 
 Reasonable suspicion may be based upon, but is not limited to, facts regarding 

appearance, behavior, speech, breath, odor, possession, proximity to or use of 
alcohol, drugs or cannabis or containers or paraphernalia, poor safety record, 
excessive absenteeism, impairment of job performance, or any other 
circumstances that would cause a reasonable employer to believe that a violation 
of the city’s policies concerning alcohol, drugs or cannabis may have occurred. 
These observations will be reflected in writing on a Reasonable Suspicion Record 
Form. 

 
For off-site collection, employees will be driven to the employer-approved medical facility 
by their supervisor or a designee. For an on-site collection service, the employee will 
remain on site and be observed by the supervisor or designee. The medical facility or on-
site collection service will take the urine or blood sample and will forward the sample to 
an approved laboratory for testing. 
 
Pursuant to the requirements of the Drug-Free Workplace Act of 1988, all city employees, 
as a condition of continued employment, will agree to abide by the terms of this policy 
and must notify the City Administrator of any criminal drug statute conviction for a violation 
occurring in the workplace not later than five days after such conviction. If required by law 
or government contract, the city will notify the appropriate federal agency of such 
conviction within 10 days of receiving notice from the employee. 
 
Right of Refusal: Employees and job applicants have the right to refuse to submit to an 
alcohol, drug, or cannabis test under this policy. However, such a refusal will subject an 
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employee to immediate termination. If an applicant refuses to submit to applicant testing, 
any conditional offer of employment will be withdrawn. Any intentional act or omission by 
the employee or applicant that prevents the completion of the testing process constitutes 
a refusal to test.  
 
An applicant or employee who substitutes, or attempts to substitute, or alters, or attempts 
to alter a testing sample is considered to have refused to take a drug alcohol or cannabis 
test. In such a case, the employee is subject to immediate termination of employment, 
and in the case of an applicant, the job offer will be immediately withdrawn.  
 
An employee or job applicant who, on religious grounds, refuses to undergo drug and/or 
alcohol testing, including cannabis testing, of a blood sample will not be considered to 
have refused testing, unless the employee or job applicant also refuses to undergo drug, 
alcohol, or cannabis testing of a urine sample. 
 
Prohibition Against Drugs and Alcohol 
 
Prohibition. Employees are prohibited from the use, possession, transfer, transportation, 
manufacture, distribution, sale, purchase, solicitation to sell or purchase, or 
dispensation of alcohol, drugs, including cannabis, or drug paraphernalia, while on duty; 
while on city premises; while operating any city vehicle, machinery, or equipment; or 
when performing any city business, except (1) pursuant to a valid medical prescription 
used as properly instructed; (2) the use of over-the-counter drugs used as intended by 
the manufacturer; or (3) when necessary for approved law enforcement activity. 
  
Besides having a zero-tolerance policy for the use or possession of alcohol, illegal drugs, 
or misused prescription drugs on the worksite, we also prohibit the use, possession of, 
impairment by any cannabis or medical cannabis products (e.g., hash oils, edibles or 
beverages containing cannabinoids, or pills) on the worksite by a person working as an 
employee at the city or while “on call” and subject to return to work.  Having a medical 
marijuana card, patient registry number, and/or marijuana prescription from a physician 
does not allow anyone to use, possess, or be impaired by that drug here. Likewise, the 
fact that cannabis may be lawfully purchased and consumed does not permit anyone to 
use, possess, or be impaired by them here. The federal government still classifies 
cannabis as an illegal drug, even though some states, including Minnesota, have 
decriminalized its possession and use. There is no acceptable concentration of marijuana 
metabolites in the blood or urine of an employee who operates our equipment or vehicles 
or who is on one of our worksites. Applicants and employees are still subject to being 
tested under our drug, alcohol and cannabis testing policy.  Employees are subject to 
being disciplined, suspended, or terminated after testing positive for cannabis if the 
employee used, possessed, or was impaired by cannabis, including medical cannabis, 
while on the premises of the place of employment or during the hours of employment. 
 
Employees are prohibited from being under the influence of alcohol or drugs, including 
cannabis, or having a detectable amount of an illegal drug in the blood or urine when 
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reporting for work; while on duty; whole should be while on the city’s premises; while 
operating any city vehicle, machinery, or equipment; or when performing any City 
business, except (1) pursuant to a valid medical prescription used as properly instructed; 
or (2) the use of over-the-counter drug used as intended by the manufacturer. 
 
Driving While Impaired: A conviction of driving while impaired in a city-owned vehicle at 
any time during business or non-business hours, or in an employee-owned vehicle while 
conducting city business, may result in discipline, up to and including discharge. 
 
Criminal Drug Convictions: Any employee convicted of any criminal drug statute must 
notify his or her supervisor and the City Administrator in writing of such conviction no later 
than five days after such conviction. Within 30 days after receiving notice from an 
employee of a drug-related conviction, the city will take appropriate personnel action 
against the employee up to and including discharge or require the employee to 
satisfactorily participate in a drug abuse assistance or rehabilitation program as an 
alternative to termination. In the event notice is not provided to the supervisor and the 
employee is deemed to be incapable of working safely, the employee will not be permitted 
to work and will be subject to disciplinary action, including dismissal from employment. In 
accordance with the Federal Drug-Free Workplace Act of 1988, if the city is receiving 
federal grants or contracts of over $25,000, the city will notify the appropriate federal 
agency of such conviction within 10 days of receiving notice from the employee. 
 
Failure to Disclose Lawful Drugs: Employees taking a lawful drug, including prescription 
and over-the-counter drugs or cannabis, which may impair their ability to perform their job 
responsibilities or pose a safety risk to themselves or others, must advise their supervisor 
of this before beginning work. It is the employee’s responsibility to seek out written 
information from his/her physician or pharmacist regarding medication and any job 
performance impairment and relay that information to his/her supervisor. In the event of 
such a disclosure, the employee will not be authorized to perform safety-sensitive 
functions. 
 
Review and Notification of Test Results 
 
Notification of Negative Test Results: In the case of job applicants and in accordance with 
Minn. Stat. § 181.953, the City Administrator or designee will notify a job applicant of a 
negative drug result within three days of receipt of result by the city, and the hiring process 
will resume. In accordance with Minn. Stat. § 181.953, subd. 3, a laboratory must report 
results to the city within three working days of the confirmatory test result. A “Negative 
Test Results Notification” form will be sent to the job applicant, and the job applicant may 
request a copy of the test result report from the City Administrator or designee. In the 
case of current employees and in accordance with Minn. Stat. § 181.953, the City 
Administrator or designee will notify the employee of a negative drug and/or alcohol result 
within three days of receipt of result by the city. A “Negative Test Results Notification” 
form will be sent to the employee, and he or she may request a copy of the test result 
report from the City Administrator or designee. 
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Notification of Positive Test Results: In the event of a confirmed positive blood or urine 
alcohol drug, or cannabis test result, the city will notify the employee of a positive result 
within three days of receipt of the result. The City Administrator or designee will send to 
the employee or job applicant a “Positive Test Results Notification” letter containing 
further instructions. The employee or job applicant may contact the City Administrator or 
designee to request a copy of the test result report if desired. In accordance with Minn. 
Stat. § 181.953, subd. 3, a laboratory must report results to the city within three working 
days of the confirmatory test result. 
 
Right to Provide Information after Receiving Test Results: Within three working days after 
notice of a positive drug, alcohol, or cannabis test result on a confirmatory test, the 
employee or job applicant may submit information to the city to explain the positive result. 
In accordance with Minn. Stat. § 181.953, subd. 10, if an employee submits information 
either before a test or within three working days after a positive test result that explains 
the positive test result, (such as medications the employee is taking), the city will not take 
an adverse employment action based on that information unless the employee has 
already been under an affirmative duty to provide the information before, upon, or after 
hire. 
 
Right to Confirmatory Retest: A job applicant or employee may request a confirmatory 
retest of the original sample at the job applicant’s or employee’s own expense after notice 
of a positive test result on a confirmatory test. Within five working days after notice of the 
confirmatory test result, the job applicant or employee must notify the city in writing of the 
job applicant’s or employee’s intention to obtain a confirmatory retest. Within three 
working days after receipt of the notice, the city will notify the original testing laboratory 
that the job applicant or employee has requested the laboratory to conduct the 
confirmatory retest or transfer the sample to another qualified laboratory licensed to 
conduct the confirmatory retest. The original testing laboratory will ensure the control and 
custody procedures are followed during transfer of the sample to the other laboratory. In 
accordance with Minn. Stat. § 181.953, subd. 3, the laboratory is required to maintain all 
samples testing positive for a period of six months. The confirmatory retest will use the 
same drug and/or alcohol threshold detection levels as used in the original confirmatory 
test. 
 
In the case of job applicants, if the confirmatory retest does not confirm the original 
positive test result, the city’s job offer will be reinstated, and the city will reimburse the job 
applicant for the actual cost of the confirmatory retest. In the case of employees, if the 
confirmatory retest does not confirm the original positive test result, no adverse personnel 
action based on the original confirmatory test will be taken against the employee, the 
employee will be reinstated with any lost wages or salary for time lost pending the 
outcome of the confirmatory retest result, and the city will reimburse the employee for the 
actual cost of the confirmatory retest. 
 
Access to Reports: In accordance with Minn. Stat. § 181.953, subd. 10, an employee will 
have access to information contained in his or her personnel file relating to positive test 
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results and to the testing process, including all information gathered as part of that 
process.   
 
Dilute Specimens: A negative or positive dilute test result (following a second collection) 
which has been confirmed will subject an employee to immediate termination. 
 
Consequences for Employees Engaging in Prohibited Conduct 
 
Job Applicants:  
The city’s conditional offer of employment will be withdrawn from any job applicant who 
refuses to be tested or tests positive for illegal drugs as verified by a confirmatory test.   
 
Employees: 
• No Adverse Action without Confirmatory Test.  The city will not discharge, 

discipline, discriminate against, or request or require rehabilitation of an employee 
based on a positive test result from an initial screening test that has not been 
verified by a confirmatory test. 

• Suspension Pending Test Result.  The city may temporarily suspend a tested 
employee with or without pay or transfer that employee to another position at the 
same rate of pay pending the outcome of the requested confirmatory retest, 
provided the city believes that it is reasonably necessary to protect the health or 
safety of the employee, co-employees, or the public.  
The employee will be asked to return home and will be provided appropriate 
arrangements for return transportation to his or her residence. In accordance with 
Minn. Stat. § 181.953, subd. 10, an employee who has been suspended without 
pay will be reinstated with back pay if the outcome of the requested confirmatory 
retest is negative. 

 
Discipline and Discharge 
Confirmatory Positive Test Result: The city will not discharge an employee for a first 
confirmatory positive test unless the following conditions have been met: 

• The city has first given the employee an opportunity to participate in either a drug 
or alcohol counseling or rehabilitation program, whichever is more appropriate, as 
determined by the city after consultation with a certified chemical use counselor or 
physician trained in the diagnosis and treatment of chemical dependency. 
Participation by the employee in any recommended substance abuse treatment 
program will be at the employee’s own expense or pursuant to the coverage under 
an employee benefit plan. The certified chemical use counselor or physician 
trained in the diagnoses and treatment of chemical dependency will determine if 
the employee has followed the rehabilitation program as prescribed; and 

• The employee has either refused to participate in the counseling or rehabilitation 
program or has failed to successfully complete the program, as evidenced by 
withdrawal from the program before its completion or by a refusal to test or positive 
test result on a confirmatory test after completion of the program. 
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Other Misconduct: 
Nothing in this policy limits the right of the city to discipline or dismiss an employee on 
grounds other than a positive confirmatory test result, including conviction of any criminal 
drug statute for a violation occurring in the workplace or violation of other city personnel 
policies. 
 
Emergency Call Back to Work Provisions: 
If an employee is called out for a city emergency and he or she reports to work and is 
suspected of being under the influence of drugs, alcohol, or cannabis he or she will not 
be subject to the testing procedures of this policy but will not be allowed to work. 
Appropriate arrangements for return transportation to the employee’s residence will be 
made. It is the sole responsibility of the employee who is under the influence of alcohol, 
drugs or cannabis and who is called out for a city emergency, to notify his or her 
supervisor of this information and advise if he or she is unable to respond to the 
emergency call back. 
 
Non-Discrimination 
The city of Falcon Heights’ policy on work-related substance abuse is non-discriminatory 
in intent and application; however, in accordance with Minn. Stat., ch. 363, disability does 
not include conditions resulting from alcohol or other drug or cannabis abuse which 
prevents an employee from performing the essential functions of the job in question or 
constitutes a direct threat to property of the safety of individuals. 
 
Furthermore, the city will not retaliate against any employee for asserting his or her rights 
under this policy. 
 
Definitions  
 
Alcohol: Means the intoxicating agent in beverage alcohol or any low molecular weight 
alcohols such as ethyl, methyl, or isopropyl alcohol. The term includes but is not limited 
to beer, wine, spirits, and medications such as cough syrup that contain alcohol. 
 
Alcohol use or usage: Means the consumption of any beverage, mixture, or 
preparation, including any medication, containing alcohol. 
 
Applicant: Means a person applying for a job with the city. 
 
Cannabis: Means cannabis and its metabolites, including cannabis flower, cannabis 
products, lower-potency hemp edibles, and hemp-derived consumer products. 
 
Cannabis testing: Mean analysis of a body component sample according to the 
standards established under one of the programs listed in Minn. Stat. § 181.953, 
subd.1, for the purpose of measuring their presence or absence of cannabis in the 
sample tested. 
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City: Means the city of Falcon Heights. 
 
City premises: Means, but is not limited to, all city job sites and work areas. For the 
purposes of this policy, city premises also includes any other locations or modes of 
transportation to and from those locations while in the course and scope of employment 
of the city.  
 
City vehicle: Means any vehicle which employees are authorized to use solely for city 
business when used at any time; or any vehicle owned or leased by the city when used 
for city business. 
 
Collection site: Means a place designated by the city where job applicants and 
employees present themselves for the purpose of providing a specimen of their breath, 
urine, and/or blood to be analyzed for the presence of drugs and alcohol. 
 
Confirmatory test: Means a drug, alcohol or cannabis test on a sample to substantiate 
the results of a prior drug, alcohol test or cannabis on the same sample, and that uses a 
method of analysis allowed under one of the programs listed in Minn. Stat. § 181.953, 
subd. 1.   
 
Drug: Includes any “controlled substance” as defined in Minn. Stat. § 152.01, subd. 4, 
and also includes all cannabinoids, including those that are lawfully available for public 
consumption that do not otherwise qualify as being a “controlled substance” as defined 
in Minn. Stat. § 152.01, subd. 4. Cannabis and its metabolites are considered a “drug” 
for positions in the following categories, regardless of the kind of testing involved: safety 
sensitive positions; peace officer positions; firefighter positions; positions requiring face-
to-face care, training, education, supervision, counseling or medical assistance to 
children, vulnerable adults or patients receiving treatment, examination or emergency 
care for a medical, psychiatric or mental condition; positions requiring a commercial 
driver's license or requiring the employee to operate a motor vehicle for which state or 
federal law requires drug or alcohol testing; positions funded by a federal grant; or other 
positions for which state or federal law requires testing of a job applicant or employee. 
 
Drug and/or alcohol testing, and drug and/or alcohol test: Mean analysis of a body 
component sample according to the standards established under one of the programs 
listed in Minn. Stat. § 181.953, subd.1, for the purpose of measuring their presence or 
absence of drugs, alcohol, or their metabolites in the sample tested. "Drug and alcohol 
testing," "drug or alcohol testing," and "drug or alcohol test" do not include cannabis or 
cannabis testing, unless stated otherwise. 
 
Drug paraphernalia: Has the meaning set forth in Minn. Stat. § 152.01, subd. 18. 
 
Employee: Means a person who performs services for compensation for the city and 
includes independent contractors except where specifically noted in this policy. 
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Initial screening test: Means a drug, alcohol, or cannabis test that uses a method of 
analysis under one of the programs listed in Minn. Stat. § 181.953, subd. 1. 
 
Job applicant: Means a person who applies to become an employee of the city and 
includes a person who has received a job offer made contingent on the person passing 
drug testing. 
 
Positive test result: Means a finding of the presence of alcohol, drugs, cannabis or 
their metabolites that exceeds the cutoff levels established by the city. Minimum 
threshold detection levels are subject to change as determined in the city’s sole 
discretion. 
 
Random selection basis: Means a mechanism for selection of employees that (1) 
results in an equal probability that any employee from a group of employees subject to 
the selection mechanism will be selected, and (2) does not give an employer discretion 
to waive the selection of any employee selected under the mechanism. 
 
Reasonable suspicion: Means a basis for forming a belief based on specific facts and 
rational inferences drawn from those facts. 
 
Safety-sensitive position: Means a job, including any supervisory or management 
position, in which an impairment caused by drug, alcohol, and/or cannabis usage would 
threaten the health or safety of any person. 
 
Under the influence: Means (1) the employee tests positive for alcohol drugs, or 
cannabis or (2) the employee’s actions, appearance, speech, and/or bodily odors 
reasonably cause the city to conclude that the employee is impaired because of illegal 
drug use or alcohol use. 
 
 
 

 
 

SERVICE TIME 
 
POLICY 
 
1. Service time is the employee's length of continuous service with the City 

commencing with the first day of hire.  Employees will be on a probationary basis 
for at least six (6) months from the date of hire.  Upon a successful completion of 
the probationary period, service time will be accumulated from the first day of hire. 

 
2. From time to time, personal circumstances, illness or civic duty may require an 

employee's absence from work for periods of varying duration.  Authorized leaves 
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of absence for vacation, sick leave, funeral leave, medical leave, maternity 
absence, leave under the Family and Medical Leave Act, parenting leave, school 
conference and activities leave, sick child care leave, military leave, injury leave, 
and jury duty will not interrupt the accumulation of continuous service, provided the 
employee meets the conditions required by the City of such leaves. 

 
3. Service time will not accumulate during a general leave of longer duration than one 

week. 
 

TEMPORARY, CASUAL, AND PART-TIME EMPLOYMENT 
 
POLICY 
 
1. Persons whose employment is temporary or seasonal will not be entitled to 

vacation leave, holiday pay or insurance benefits, except for workers 
compensation insurance. 

 
2. Temporary employees do not accumulate service time. 
 
3. Employee positions must be established by the budget. 
 
4. Employees who are hired for positions requiring less than full time may be granted 

certain employee benefits based on actual hours worked, as determined by the 
City and as may be required by law. 

 
5. An employee on a temporary, casual, or part-time status will be entitled to such 

public employee benefits as may be provided under the Public Employment Labor 
Relations Act, Minnesota Statutes Chapter 179A. 

 
 

EMPLOYMENT OF SPOUSES AND RELATIVES 
 
POLICY 
 
1. An applicant related to any elected or appointed official or employee will not be 

considered for employment in a work situation where the relative would also be 
employed if it would result in a conflict of interest.  The words "related" or "relative" 
for the purpose of this policy will mean: mother, father, spouse, domestic partner, 
son, daughter, brother or sister. 

 
2. Conflict of interest means: 
 
 a. Where one employee would supervise or have the authority to appoint, 

remove or discipline a relative. 
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 b. Where one relative would be responsible for auditing the work of another 

relative. 
 
 c. Where circumstances exist which would place a relative in a situation of 

actual or foreseeable conflict between the City’s interests and the relative's 
interest. 

 
 d. Where the employment of a relative of a policy level employee of an 

organization with whom the City deals would give the appearance of 
improper influence or favor. 

 
 e. Where confidentiality of the City would be jeopardized. 
 
3. Promotions or transfers of a relative which would result in a conflict of interest will 

not be acted upon until the conflict is satisfactorily resolved. 
 
 

OUTSIDE EMPLOYMENT 
 
POLICY 
 
1. Full-time employees may not engage in outside employment which might in any 

way hinder the objectives and performance of their duties or impair their efficiency 
on the job. 

 
2. Outside employment must be requested in writing and approved in advance by the 

City Administrator. 
 
 

PROMOTIONS/TRANSFERS/DEMOTIONS 
 
POLICY 
 
1. It is the City’s policy to fill employment vacancies by promotion or transfer insofar 

as practical, and in case of equal qualifications to give consideration to length of 
service. 

 
2. All promotions will be subject to a probationary period of six (6) months.  If the 

employee who has been promoted is found unsuited for the work of the position to 
which promoted, at the City’s discretion the employee may be reinstated to the 
position and rate of pay of the position from which the employee was promoted. 
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3. Employees will be entitled to vacation leave during a probationary promotion 
period if they have fulfilled the requirements for vacation time in their prior position. 

 
4. If an employee is transferred, promoted or demoted, the rate of pay will be 

determined as follows: 
 
 a. In the case of a transfer or promotion, if the rate of pay for the former 

position is less than the minimum rate established for the new position, the 
rate will be advanced to the minimum of the position to which transferred or 
promoted. 

 
 b. In the case of a transfer or demotion, if the rate of pay in the former position 

is more than the maximum rate established for the new position, the rate of 
pay may be reduced to the maximum rate or to an intermediate rate of the 
position to which transferred or demoted.  Such determination will be made 
by the City Administrator. 

 
 c. In case of a transfer for the good of the City and/or the employee and not in 

the nature of a promotion or demotion, the rate of pay will remain the same. 
 
5. An applicant for City employment or a City employee seeking promotion must not 

directly or indirectly render any service or pay any money or other valuable 
consideration to any person for or in connection with the applicant's or employee's 
employment test or proposed appointment or promotion. 

 
 

RESIGNATION 
 
POLICY 
 
1. Any employee wishing to leave City employment in good standing must file with 

the employee's supervisor, at least 14 days before leaving, a written resignation 
stating the effective date of the resignation.  Failure to comply with this particular 
procedure may be cause for denying such employee future employment by the 
City and denying termination leave benefits. 

 
2. Unauthorized absence from work for a period of three (3) working days may be 

considered by the City as a resignation, without benefits. 
 
3. An employee who has resigned from a position may be considered for re-

employment but will have no inherent right to any position. 
 
 
 
 



 

 22

LAYOFFS 
 
POLICY 
 
The City may layoff any employee whenever such action is necessary due to shortage of 
work or funds or when a position has been abolished. 
 
 

DISCIPLINARY ACTION 
 
POLICY 
 
1. City employees are subject to disciplinary actions for failing to fulfill their duties and 

responsibilities, including failure to observe policies and work rules.  It is the policy 
of the City to administer disciplinary penalties without discrimination.  A supervisor 
will investigate any allegation for which disciplinary action might be based before 
any disciplinary action is taken.  Employees serve at the will of the City and 
notwithstanding anything in this policy, may be dismissed with or without cause. 

 
2. Possible disciplinary actions include the following: 
 
 a. An employee may be given an oral reprimand by the employee's immediate 

supervisor.  Documentation of the oral reprimand will be placed in the 
employee's personnel file. 

 
 b. An employee may be given a written reprimand by the employee's 

immediate supervisor.  A written reprimand will state that the employee is 
being warned for misconduct.  The written reprimand will contain a 
description of the misconduct, past action taken by the supervisor to correct 
the problem, a statement urging prompt correction or improvement by the 
employee, time tables and goals for improvement when appropriate, and an 
outline of future penalties that may be imposed should the misconduct 
continue.  The employee will be given a copy of the reprimand after the 
employee signs the original acknowledging its receipt.  The signature of the 
employee on the reprimand will not mean that the employee agrees with the 
reprimand.  The reprimand will be placed in the employee's personnel file. 

 
 c. An employee may be suspended up to ten (10) days with pay by the 

employee's immediate supervisor.  The immediate supervisor will notify the 
City Administrator of the suspension with pay.  The suspension with pay will 
continue only upon the approval of the City Council.  Upon the City Council's 
approval of the suspension, the employee will be notified in writing of the 
reason for the suspension and its length.  Upon the employee's return to 
work, the employee will be provided a written statement outlining further 
disciplinary actions that may be taken should the misconduct continue.  
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Suspension with pay will include suspending an employee pending 
investigation of allegations of misconduct against the employee.  All 
suspensions with pay will be reduced to writing and placed in the 
employee's personnel file.  If the suspension with pay is for investigation of 
allegations of misconduct and the allegations prove to be false, at the 
discretion of the City Council the written suspension with pay will be 
removed from the employee's personnel file and back pay may be issued. 

 
 d. An immediate supervisor may suspend an employee with pay pending a 

decision by the City Administrator to suspend the employee without pay.  
Prior to the suspension without pay or as soon thereafter as possible, the 
employee will be notified in writing of the reason for the suspension without 
pay and its length.  Upon the employee's return to work, the employee will 
be provided a written statement outlining further disciplinary actions that 
may be taken against the employee should the misconduct continue.   

 
 e. An employee may also be suspended without pay by the City Council.  The 

suspension without pay will be reduced to writing and placed in the 
employee's personnel file.  If the suspension without pay is for investigation 
of allegations of misconduct and the allegations prove to be false, the 
written suspension without pay will be removed from the employee's 
personnel file and the employee will be entitled to any compensation to 
which the employee is entitled had the suspension not taken place. 

 
 f. An employee may be involuntarily demoted, required to transfer to a 

comparable employment position, or have the employee's salary decreased 
or the employee's salary increase withheld by the City Council.  In no event 
will an employee's salary be decreased below the salary schedule approved 
for the employee's position by the City.  Prior to such action or as soon 
thereafter as possible, the employee will be notified of the reason for the 
action.  The action taken will be reduced to writing and placed in the 
employee's personnel file. 

 
 g. Any employee may be dismissed by the City Council. 
 
 h. Veterans' Preference Act Exception:  Notwithstanding the possible 

disciplinary actions listed in this handbook, no City employee who is a 
veteran as defined by Minn. Stat. § 197.447 may be removed from City 
employment, except in accordance with and as provided by Minn. Stat. 
§ 197.46. 

 
3. In the case of suspension, or demotion, an employee will be granted a review  by 

the City Council if the employee submits a written request for a review to the City 
Administrator within five (5) working days of notification of the action taken. 
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PERFORMANCE APPRAISALS 
 
POLICY 
 
Employees will receive formal performance appraisals generally annually from their 
designated supervisor.  A copy of the performance appraisal will be placed in the 
employee’s personnel file and provided to the employee.  Supervisors and employees 
are encouraged to discuss job performance and goals on an informal, day-to-day basis. 

 
 

POLITICAL ACTIVITY 
 
POLICY 
 
1. City employees have the right to express their views and to pursue legitimate 

involvement in the political system. However, no city employee will directly or 
indirectly, during hours of employment, solicit or receive funds for political 
purposes.  

 
2. Further, any political activity in the workplace must be pre-approved by the city to 

avoid any conflict of interest or perception of bias such as using authority or political 
influence to compel another employee to apply for or become a member in a 
political organization.  

 
3. If any employee is elected or appointed to the City Council, the employee must 

resign or obtain a leave of absence. 
 

 
 

TRAVEL 
 
POLICY 
 
APPROVAL AND ADVANCES 
 
1. All travel and seminar attendance by City employees require prior approval by the 

City Administrator or the City Administrator's designee.  All travel and seminar 
attendance by the City Administrator must be in accordance with the City’s adopted 
budget. 

 
2. Approval for travel must be obtained prior to seminar registration or other final 

travel arrangements.  Approval must be requested at least 72 hours prior to 
departure. 
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ALLOWABLE EXPENSES 
 
4. Accommodations must be selected at reasonable cost, consistent with the facility 

available and convenient to location of the conference or business meeting 
attended.  An employee may claim only the actual and necessary cost of single 
occupancy where a double or multiple-occupancy has occurred. 

 
5. Allowable transportation costs will include reimbursement for: mileage 

accumulated on personal vehicle at prevailing mileage rate; actual round trip coach 
rate airfare; or actual receipted expenses for City-owned vehicles, as required and 
as approved. 

 
6. Reimbursement for meals will be made at reasonable cost, as required and as 

approved.  A per diem amount of up to $40 per day will be reimbursed to 
employees for actual costs of meals.  There is no reimbursement for alcoholic 
beverages.  An explanation must be included for cost of meals exceeding per diem 
guideline.  Other miscellaneous expenses may be authorized, as required and as 
approved. 

 
7. Reimbursement for long distance telephone calls will be allowed as follows: 

• City business 
• One call to a family member per day of 10 minutes or less 

 
EMPLOYEE EXPENSE REPORTS 
 
8. Within five (5) working days upon return to work, an employee must submit an 

Employee Expense Report for approval by the employee's supervisor and the City 
Administrator or the City Administrator's designee.  Receipts for expense items 
must accompany each expense report. 

 
 

USE OF VEHICLES 
 
POLICY 
 
1. An employee using a City vehicle must have a valid driver's license in the 

appropriate class.  Any violation of this provision shall subject the employee to 
disciplinary action up to and including termination. 

 
2. Employees using City vehicles must be particularly mindful of all traffic regulations 

and courtesies of the road.  Abuses and violations may subject the employee to 
disciplinary action, up to and including termination. 
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3. Unless approved by the City Administrator, the use of City vehicles for personal 
reasons is prohibited.  Violation of this provision may subject the employee to 
disciplinary action. 

 
4. The mileage rate for reimbursement shall be the rate approved by the City Council 

and the IRS.  Claims shall be submitted on an Employee Expense Report provided 
by the Finance Director, and shall be itemized, showing the date, destination, 
purpose of the trip, and mileage, and be signed by the person making the claim.  
Mileage reimbursement shall be made upon the City Administrator’s or immediate 
supervisor’s approval of the claim.  Employees using their personal vehicle and 
claiming mileage reimbursement on City business shall assume liability through 
the employee's own vehicle insurance carrier for personal injury, property damage, 
and comprehensive/collision damage to their vehicle.  Any traffic violations 
incurred while on City business are the responsibility of the employee to satisfy.  
Use of the employee’s private vehicle for City business must also meet 
requirements of the U.S. Internal Revenue Service as to the reporting of claims for 
mileage paid by the City. 

 
6. An accident while on City business with either a City vehicle or a private vehicle 

shall be immediately reported verbally to the supervisor and to the City 
Administrator.  This initial report shall be followed up with completion of the 
required insurance carrier form and pertinent incident reports as soon as possible. 

 
 
 

USE OF TELEPHONE 
 
POLICY 
 
1. The telephone is recognized as a most important means of communication with 

citizens, the general public, and fellow workers, often the first impression a person 
has of City government.  Employees will answer promptly and identify themselves.  
They will be courteous, tactful and use good judgment at all times. 

 
2. Adequate coverage of telephones will be a main consideration in scheduling lunch 

periods, breaks, and time off. 
 
3. The receiving and making of local telephone calls for personal reasons must be 

kept to a minimum.  Abuse of this privilege may subject the employee to 
disciplinary action. 

 
4. Employees must reimburse the City for long distance charges on personal calls. 
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EMAIL 
 
POLICY 
 
1. The City maintains an email system.  This system is provided by Metro-Inet to 

assist in conducting City business. 
 
2. All messages composed, sent, or received on the email system are and remain 

the property of the City.  They are not the private property of any employee. 
 
3. The use of the email system is reserved for conducting City business. 
 
4. The email system may not be used to solicit or proselytize for commercial ventures, 

religious or political causes, outside organizations, or other non-job related 
solicitations. 

 
5. The email system is not to be used to create, send, print or disseminate any 

offensive or disruptive messages.  Among those which are considered offensive, 
are any messages which are pornographic or which contain sexual implications, 
racial slurs, gender-specific comments, discriminatory comments, or any other 
comment that offensively addresses someone's age, sexual orientation, religious 
or political beliefs, national origin, or disability.  Additionally, offensive or sexually 
oriented emails are in violation of the City’s Offensive Behavior policy. 

 
6. The email system shall not be used to send (upload) or receive (download) 

copyrighted materials, trade secrets, proprietary information or similar materials 
without prior authorization. 

 
7. The email system shall not be used for engaging in any activity in violation of local, 

state, or federal law.  
 
8. The City has and will exercise the right to review, audit, intercept, access and 

disclose all messages created, received or sent over the email system for any 
purpose.  The contents of the email properly obtained for legitimate business 
purposes, may be disclosed within the City without the permission of the employee.  
An employee should have no expectation of privacy in messages or files they 
create, send, read or listen to on City computers. 

 
9. The confidentiality of any message should not be assumed.  Even when a 

message is erased, it is still possible to retrieve and read that message.  Further, 
the use of passwords for security does not guarantee confidentiality.  E-mail 
messages should be drafted in the same manner and with the same care as any 
communication in printed form on the City letterhead. 
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10. Notwithstanding the City's right to retrieve and read any email messages, such 
messages should be treated as confidential by other employees and accessed 
only by the intended recipient.  Employees are not authorized to retrieve or read 
any e-mail messages that are not sent to them.  Any exception to this policy must 
receive prior approval by the Network Administrator. 

 
11. Employees shall not use a code, access a file, or retrieve any stored information, 

unless authorized to do so.  Employees should not attempt to gain access to 
another employee's messages without the latter's permission.  

 
12.  Employees must also abide by Metro-INET’s Acceptable Use Policy (see 

appendix).  
 
 

INTERNET 
 
POLICY 
 
As an employee of the City of Falcon Heights you are provided with access to the vast 
information resources of the Internet.  The facilities to provide that access represent a 
considerable commitment of the City resources for telecommunications, networking, 
software, storage, etc.  This Internet usage policy is designed to help you understand 
our expectations for the use of those resources in the particular conditions of the 
Internet, and to help you use those resources wisely. 
 
Unnecessary or unauthorized Internet usage causes network and server congestion.  It 
slows other users, takes away from work time, consumes supplies and ties up printers 
and other shared resources.  Unlawful Internet usage may also garner negative publicity 
for the City and expose the City to significant legal liabilities. 
 
This policy applies to all users of City-owned-and-operated computer systems and 
networks.  Any exceptions to this policy require the expressed written consent of the 
City. 
 
Any employee who discovers a violation of this policy shall immediately notify the City 
Administrator. 
 
Any employee who violates this policy or uses the Internet system for improper 
purposes shall be subject to discipline, up to and including discharge. 
 
1. The use of the City’s Internet is intended for City business, including research, 

communication and professional purposes within the business objectives of the 
City. 

 
2. The City reserves the right to monitor and review all employee Internet usage.  
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No employee should have any expectation of privacy as to his or her Internet 
usage. 

 
3. The confidentiality of any electronic message using the City’s Internet system 

should not be assumed.  Even when a message is erased, it is still possible to 
retrieve and read that message. 

 
4. Personal use of Internet service cannot interfere with business operations and 

should be limited to non-working hours. Any personal communications made on 
a matter of public concern must not disrupt the efficiency of the city’s operation, 
including by negatively affecting morale. Put another way, such public comments 
must not undermine any city department’s ability to effectively serve the public. 
Avoid using statements, photographs, video or audio that reasonably may be 
viewed as malicious, obscene, threatening or intimidating, disparaging, or might 
constitute harassment or bullying. Examples of such conduct might include 
offensive posts meant to intentionally harm someone’s reputation or posts that 
could contribute to a hostile work environment on the basis of sex, race 
(including traits associated with race, including, but not limited to, hair texture and 
hairstyles such as braids, locs and twists), national origin, age, color, creed, 
religion, disability, marital status, familial status, veteran status, sexual 
orientation, gender identity, or gender expression, status with regard to public 
assistance or membership or activity in a local human rights commission 

 
5. Internet services, or any other network or computer resources, shall not be used 

for viewing, archiving, storage, distribution, editing or recording of threatening, 
obscene, harassing or derogatory material or transmittal of material that is 
confidential to the City. 

 
6. Internet services, or any other network or computer resources, shall not be used 

for the viewing, archiving, storage, distribution, editing or recording of any kind of 
sexually explicit image, material or document. 

 
7. Use of the Internet system to receive (download) software programs, utilities or 

software extensions is prohibited without prior authorization from the Network 
Administrator.  This includes, but is not limited to, screen savers, games and 
utility programs.  It does not include files such as Word documents, Excel 
documents, Adobe Portable Document Format (pdf) files and the like. 

 
8. Any software or files downloaded via the Internet into the network become the 

property of the City.  Any such files or software may be used only in ways that 
are consistent with their licenses or copyrights. 

 
9. No employee may use City facilities knowingly to download or distribute pirated 

software or data.  The use of file swapping software on City computers and City 
networks is prohibited. 
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10. No employee may use the City’s Internet facilities to deliberately propagate any 
virus, worm or other illegal program code. 

 
11. No employee may use the City’s Internet facilities knowingly to disable or 

overload any computer system or network or to circumvent any system intended 
to protect the privacy or security of another user. 

 
12. The City’s Internet facilities and computer resources shall not be knowingly used 

to violate the laws and regulations of the United States or any other nation, or the 
laws and regulations of any state, city, province or other local jurisdiction in any 
material way.  Use of any City resources for illegal activity is grounds for 
immediate dismissal, and the City will cooperate with any legitimate law 
enforcement activity. 

 
13. Users of the City’s information systems are prohibited from using password 

protection to restrict access to files on the City’s systems without authorization 
from the Network Administrator. 

 
14. Each employee using the Internet facilities of the City shall identify himself or 

herself honestly, accurately and completely (including one’s company affiliation 
and function where requested) when participating in chats or newsgroups or 
when setting up accounts on outside computer systems. 

 
15. Anything an employee writes in email or on the Internet in the course of working 

for the City can be taken as representing the City’s posture.  For this reason, 
users of the City’s Internet system are prohibited from using their City email 
address or otherwise identifying themselves as employees of the City when 
participating in non-work related online discussion forums, bulletin board, web 
sites or chat sessions. 

 
16. Employees are reminded that chats and newsgroups are public forums where it 

is inappropriate to reveal private or confidential data.  Employees releasing 
protected information via a newsgroup or chat, whether or not the release is 
inadvertent, will be subject to discipline. 

 
17. Use of the City’s Internet facilities to commit infractions such as misuse of City 

assets or resources, offensive behavior, illegal activity, unauthorized public 
speaking and misappropriation or theft of intellectual property are prohibited. 

 
18.  Employees must also abide by Metro-INET’s Acceptable Use Policy (see 

appendix). 
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NEWS RELEASE 
 
POLICY 
 
1. To the extent possible, any employee who is requested by the news media to 

provide information regarding City business will refer the request to the City 
Administrator or the City Administrator’s designee. 

 
2. Employees will not issue City news releases without prior approval of the City 

Administrator or the City Administrator's designee. 
 
3. Except during regular working hours, any individual employee has the right to 

comment on any public matter in the employee's individual capacity as a private 
citizen. 

 
 

PERSONNEL RECORDS OF EMPLOYEES 
 
POLICY 
 
Personal records are the official personnel records of the City and are, therefore, 
important to all employees.  It is the responsibility of each employee to check annually to 
ensure that the data listed below is correct and reflects current information about the 
employee.  It is the employee's responsibility to see that the following items are kept 
current at all times: 
 
 a. Correct home address and telephone number; 
 
 b. Changes in dependents (for withholding tax purposes); 
 
 c. Person to contact in case of emergency; 
 
 d. Beneficiary changes (group life insurance and pension); and 
 
 e. Legal change in name. 
 
 

PROHIBITION AGAINST REQUESTING  
OR ACCEPTING GIFTS 

 
POLICY 
 
1. City employees may not solicit or accept gifts from any person or company that 

has a direct financial interest in a decision that the City Council is authorized to 
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make.  Gifts may not be accepted from consultants, vendors, job applicants, local 
businesses, or others that have a financial interest in the decision the City Council 
may make. 

 
2. The only exceptions to the ban on gifts are: 
 

• services of insignificant monetary value; 
• a plaque or similar memento recognizing individual services in a field of 

specialty or a charitable cause; 
• a trinket or memento with a value of $5 or less; 
• informational material of unexceptional value; 
• food or beverage given at a reception, meal, or meeting away from the 

employee’s place of work by an organization before whom the employee 
appears to make a speech or answer questions as part of a program; 

• gifts given because of the employee’s membership in a group, a majority of 
whose members are not local officials, and an equivalent gift is given to the 
other members of the group; or 

• gifts given by a person who is a member of the employee’s family unless the 
gift is given on behalf of the City to someone who is not a member of the family. 

 
3. All employees who are “appointed officials” must also comply with Minn. Stat. § 

471.895. 
 
 

  
HOURS OF WORK 

 
In order to adequately provide City services and to provide the basis for employee 
compensation, the City must assure the availability of personnel and specify the number 
of hours and days the City Council expects employees to be at their jobs. 
 
POLICY 
 
1. Forty (40) hours of actual attendance on duty will constitute the regular work week. 
 
2. Except as otherwise provided, the regular work day will begin at 8:00 a.m. and end 

at 4:30 p.m., with one-half (1/2) hour unpaid period therein constituting a lunch 
period.  Two 15-minute breaks are also awarded per full workday.  The regular 
work week will consist of five (5) consecutive eight (8) hour work days, Monday 
through Friday, or an equivalent number of hours pursuant to a work schedule 
arranged with the supervisor and approved by the City Administrator. 

 
3. The City Administrator may establish the scheduled hours of work for employees.  

Such hours cannot be less than the minimum hours described in this policy, but 
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may vary for shift requirements and other times deemed necessary to properly 
provide City services beyond regular business hours. 

 
4. Flex-time schedules may be established only with the approval of the City 

Administrator.  Each employee must adhere to a schedule which has been 
established by taking into consideration the work load and necessary services 
provided by the City. 

 
5. All overtime must be approved by the appropriate supervisor. 
 
 

WORK TIME REQUIREMENT AND REPORTING 
 
POLICY 
 
1. Employees are required to fill out weekly time reports. 
 
2. If an employee is late for work, the employee will report to their supervisor the 

reason for the late arrival.  If possible, the employee will contact the supervisor 
ahead of time and inform the supervisor that the employee will be late and the time 
the employee expects to arrive.  The supervisor may deduct the lost time from the 
time report when there is insufficient reason for the late arrival or there is repeated 
lateness.  Repeated late arrivals will result in written reprimand, suspension or 
termination. 

 
3. Employees are expected to be at their work areas at the start of their work day, 

and promptly return to their work areas at the conclusion of their lunch break and 
coffee breaks. 

 
 

PAY PERIOD 
 
POLICY 
 
1. Payday for all employees will be bi-weekly.  Employees will receive pay on a bi-

weekly basis.   
 
2. Time cards for the prior week must be completed and submitted to the 

Administrator or designee by noon on Monday for the preceding workweek. 
 
3. All employees are encouraged to have their paycheck automatically deposited in 

their checking or savings account on payday.  You don’t have to change your 
present banking relationship to take advantage of this service. 
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OVERTIME PAYMENT 

 
POLICY 
 
1. Authorized overtime work performed by non-exempt employees will be 

compensated at one and one-half (1-1/2) times the regular rate of pay. 
 
2. Supervisors are responsible to schedule work so as to minimize overtime payment.  

When authorized by the appropriate supervisor or designee, overtime payment will 
be made. 

 
3. Full-time and part-time nonNon-exempt employees will receive one and one-half 

(1-1/2) times their normal hourly rate for all overtime in excess of 40 hours worked  
in any regular work week. 

 
4.  Vacation, sick leave, bereavement leave or any other type of leave does not count 

towards the 40 hours worked for overtime calculation purposes. Holiday pay will 
count towards an employee’s hours worked in the event overtime worked during a 
holiday week is unavoidable and is authorized by the employee’s supervisor and/or 
the City Administrator (i.e snow plowing callout or an emergency response).    

 
4. Temporary full-time and part-time non-exempt employees will receive one and 

one-half (1-1/2) times their regular hourly rate for all approved overtime in excess 
of 40 hours in any regular work week. 

 
5. Full-time non-exempt employees called out for special duty on a regularly 

scheduled holiday will be compensated at one and one-half (1-1/2) times their 
regular hourly rate of pay in addition to their holiday pay. 

 
6. Incidental time will be excluded from overtime consideration.  Incidental overtime 

will mean overtime worked at the beginning or end of any non-exempt employee's 
shift in an amount not to exceed 15 minutes at either end of the work day. 

 
7. For payroll purposes, overtime will be rounded off to the nearest one-quarter (1/4) 

of an hour. 
 
8. At the discretion of the supervisor, a non-exempt employee may receive 

compensatory time off in lieu of overtime at a rate not less than one and one-half 
(1-1/2) hour for each hour of employment for which overtime compensation is 
required. 
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COMPENSATORY TIME 
 
POLICY 
 
1. Exempt employees, as designated by the City under the Fair Labor Standards Act, 

are not eligible for overtime compensation.    
 
2. Employees holding positions not designated by the City as exempt will be 

considered non-exempt employees who are subject to the provisions of the Fair 
Labor Standards Act.  Such non-exempt employees will be eligible for overtime 
compensation in accordance with the Act, subject to the following conditions: 

 
 a. Overtime to be accumulated as compensatory time must be approved in 

advance by the supervisor. 
 
 b. Compensatory time off must be claimed on a form provided by the City, and 

the request must be made to the employee's supervisor. 
 
 

EMPLOYMENT BENEFITS 
 
POLICY 
 
Employee benefits mentioned in this section apply only to those employees hired for full-
time positions and specifically exclude, contract, casual, part-time, temporary, or 
volunteer employees, except when such groups are expressly included by the provisions 
of this policy.  Employees who are hired for positions requiring less than full time may be 
granted certain employee benefits enumerated in this policy as determined by the City 
Council and as may be required by law. 
 

COMPENSATION  
POLICY 
 
Full-time employees of the City of Falcon Heights shall be compensated in accordance 
with the classification and compensation plan adopted by the City Council. Employees 
are eligible for step increases within their assigned pay range upon completion of a 
satisfactory annual performance review.  
 
Cost-of-living adjustments (COLA), if any, shall be applied to all full-time and permanent 
part-time employees as approved by the City Council. 
 
 
 
 

Formatted: Font: 12 pt, Not Bold

Formatted: Justified, Indent: Left:  0", First line:  0"

Formatted: Font: 12 pt, Not Bold

Formatted: Font: 12 pt, Not Bold

Formatted: Justified, Indent: Left:  0", First line:  0"

Formatted: Font: 12 pt, Not Bold



 

 36

TUITION REIMBURSEMENT PROGRAM 
 
POLICY 
 
1. Eligibility: 
 

a) Upon successful completion of the probationary period, a full-time or 
permanent part-time employee will be eligible to apply for reimbursement 
for job-related educational course work. 

b) Participation in this program is voluntary.  All course work will be 
completed outside normal working hours. 

 
2. In order to be eligible for tuition reimbursement, all requests for course work or a 

degree program must receive approval from the City Administrator or designee 
prior to taking the course and are subject to budget appropriations. 

 
3. Reimbursement: 

a) All full-time employees shall be eligible for reimbursement for tuition, required 
books as listed on the course syllabus and institutional fees associated with 
post-high school level courses or programs which are work-related or part of 
a formal degree or certification program at institutions which are certified by 
the State Education Association.   

b) The City will reimburse 100% of the expenses associated with course work 
which is work related and 75% of the expenses associated with the course 
work which is not work related but is required for the completion of a degree. 

c) The maximum reimbursement is $2000 per calendar year for full-time 
employees, with that amount pro-rated for part-time employees based upon 
the number of hours designated for the position compared to full-time hours.   

d) The course must be successfully completed to be reimbursed, and the 
employee must re-pay this benefit if they leave the City’s employ within one 
year of course completion.   

a. One of the following constitutes successful completion of the course: 
i. Letter grade of “B” or better. 
ii. Pass in a pass/no pass system 
iii. Certificate from the instructor indicating satisfactory completion 

of the course if grades are not issued. 
 
 

EMPLOYEE INSURANCE 
 
POLICY 
 
Insurance benefits will be available to full-time employees and their immediate families.  
The City will contribute toward these health premiums in an amount determined by the 
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City Council.  Basic long-term disability and life insurance in an amount determined by 
the City Council will be at no cost to the full-time employee. 
 
1. COBRA.  The Minnesota Continuation Law and the Federal Consolidated Omnibus 

Budget Reconciliation Act (“COBRA”) permit an employee to continue, at the 
employee's expense, coverage under the City's insurance plan(s) at the time of an 
unpaid leave, resignation, termination, or retirement if the employee does not have 
the same type of coverage under another employer group plan and is not entitled 
to Medicare. 

 
2. Continuation Period.  The length of continuation depends on the Qualifying Event 

that applies to the employee's loss of coverage: 
 
 a. 18 months, if the employee is presently a City employee and the employee's 

coverage would stop because the employee's employment is terminated or 
the employee's work hours are reduced below the qualifying level for 
coverage (this period may be extended to 36 months if another qualifying 
event, listed below, occurs during the original 18-month period--an 
employee must notify the City Administrator or designee within 60 days of 
a second qualifying event); or 

 
 b. 36 months, if an individual is not an employee but is: 
 
  i. A separated or divorced spouse or child of a City employee; 
 
  ii. A surviving spouse or child of a deceased City employee; 
 
  iii. A child of a City employee, and is no longer an eligible dependent as 

defined in City insurance plan; or 
 
  iv. A dependent that loses dependent coverage when the City employee 

becomes enrolled in Medicare benefits. 
 
3. Termination of Continuation Coverage. 
 
 a. An employee's right to continuation coverage will cease immediately if the 

employee fails to pay the required premium due. 
 
 b. Plan eligibility ceases if: 
 
  i. An employee becomes covered under another group plan as a result 

of employment, re-employment, marriage, or remarriage; or 
 
  ii. An employee, an employee's spouse, or an employee's dependent 

children become enrolled in Medicare, in which case coverage 
ceases for each individual so covered; or 
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  iii. All City insurance plans under this policy are terminated. 
 
 

CHANGES IN COVERAGE 
 
POLICY 
 
1. The employee is responsible for notifying the City of any changes that the 

employee wishes to make in the employee's insurance coverage or retirement 
plan, such as: 

 
 a. Change of address or phone; 
 
 b. Change of name; 
 
 c. Change of beneficiary; and 
 
 d. Change in type of coverage. 
 
2. It is very important that the City be notified immediately as these changes occur.  

Contact the Finance Director for the necessary forms to make these changes. 
 
 

WORKERS' COMPENSATION 
 
POLICY 
 
1. In accordance with the laws of the State of Minnesota, the City provides coverage 

for medical expenses in the event of work related injury or disease, plus partial 
salary continuation in the event of disability, and additional benefits if the injury or 
disease causes partial or regular disability or death. 

 
2. Employees are automatically covered under the workers' compensation plan as 

soon as employment begins.  To be eligible for workers' compensation, the injury 
or disease must arise out of, and occur during, the course of employment. 

 
3. The City pays the entire cost of this protection.  Benefits paid depend entirely on 

the benefit schedule set up by the State of Minnesota and applicable at the time 
the work related injury or disease is incurred. 

 
4. It is the injured employee's responsibility to immediately report any work related 

injury or disease to the employee's supervisor as soon as possible after the injury 
occurs or the disease is diagnosed. 
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5. The immediate supervisor is responsible to see that the First Report of Injury is 
filed with the City within 48 hours following the injury.  This report is prepared by 
the supervisor during an interview (if possible) with the injured employee. 

 
6. If an employee has a work-related injury or disease and is under a doctor's care, 

that employee cannot change doctors for treatment of this work-related injury or 
disease without first contacting the City's workers' compensation company and 
obtaining approval to make this change. 

 
 

REQUEST FOR LEAVE 
 
POLICY 
 
1. An employee is required to fill out a Request for Leave form for any time absent 

from regularly scheduled work time.  Request for Leave forms are required for: 
 
 a. Bereavement Leave 
 
 b. General Leave 
 
 c. Injury on Duty Leave 
 
 d. Jury Duty 
 
 e. Medical Leave 
 
 f. Military Leave 
 
 g. Earned Sick and Safe Leave 
 
 h. Vacation Leave 
 
 i. Comp. Time 
 
 j. Parenting Leave 
 
 k. School Conference and Activities Leave 
 
 l. Family and Medical Leave Act Leave 
 
2. The employee must also complete the weekly time sheets in a manner that will 

reflect any time off, using the categories as indicated above. 
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BEREAVEMENT LEAVE 
 
POLICY 
 

1. Employees shall be allowed up to three (3) working days, with pay, as 
bereavement leave upon the death of an immediate family member.  This paid 
leave will not be deducted from the employee’s vacation or sick leave balance.  
Immediate family is defined as the employee’s parents, spouse, domestic partner, 
children, siblings, grandchild or grandparents, the spouse’s parents, or a ward of 
the employee’s household. 

2. Employees shall be allowed up to one (1) working day, with pay, for the death of 
the spouse’s grandparent or sibling, or the employee’s son-in-law or daughter-in-
law.   

3. This leave will not be deducted from accrued sick or vacation leave. 
4. Deviations from this policy may be approved by the City Administrator. 

 
 

GENERAL LEAVE 
 
POLICY 
 
1. Employees may apply for an unpaid leave of absence for personal or emergency 

reasons.  The granting of such leave will be at the sole discretion of the City 
Administrator and will not be granted for a period exceeding one hundred eighty 
(180) days in duration.   

 
2. For efficiency in the conduct of City business, it is essential that the granting of 

such requests for leave be kept to a minimum.  The City Administrator will consider: 
 
 a. Work load, taking into consideration the good of the services provided by 

the City; 
 
 b. Reason for leave; and 
 
 c. Length of service with the City. 
 
3. Such leave may be granted by the employer for extended illness of the employee's 

family, civic activities or other reasons deemed appropriate by the employer. 
 
4. Request for leave must be made in writing on a Request for Leave form with full 

explanation and, if possible, submitted to the appropriate supervisor fourteen (14) 
days in advance of the leave date. 

 
5. An employee on unpaid leave under this policy will be entitled to retain the 

employee's accrued leave and other benefits.  The accrued leave and other 
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benefits will be determined by the City as of the date the leave commences and 
may be used upon the employee's return.  The employee will accrue no leave or 
other benefits for the period of time the employee is on leave. 

 
6. An employee on an unpaid leave of absence may continue to participate in City 

insurance programs if such participation is permitted under the City's insurance 
policies.  Such participation would be conditioned on the employee paying the 
entire premium for any insurance coverage the employee wishes to retain.  
Payment of the premium will be required effective as of the date the leave 
commences. 

 
7. Service time will not accumulate during a general leave of absence of longer 

duration than one week. 
 
8. Unauthorized absence from work by an employee for a period of three (3) working 

days will be considered by the City as a resignation without benefits. 
 
 

HOLIDAYS 
 
POLICY 
 
1. The following days are observed as paid holidays: 
 New Year's Day, January 1 

Martin Luther King Jr. Day, the third Monday in January 
President's Day, the third Monday in February 
Memorial Day, the last Monday in May 
Juneteenth, June 19 
Independence Day, July 4 
Labor Day, first Monday in September 
Veteran's Day, November 11 
Thanksgiving Day, the fourth Thursday in November 
The day following Thanksgiving Day 
Christmas Eve, December 24  
Christmas Day, December 25 
Floating Holiday, to be used at employee's discretion (must be used before the  
end of each year). 

 
Whenever one of the above holidays falls on a Saturday, the preceding Friday will be 
observed as a holiday.  Whenever one of the above holidays falls on a Sunday, the 
following Monday will be observed as a holiday.   
 
If December 25 falls on a Saturday, the December 24 and 25 holidays will be observed 
on Thursday, December 23 and Friday, December 24.  If the December 24 holiday falls 
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on a Sunday, the December 24 and 25 holidays will be observed on Monday, December 
25 and Tuesday, December 26. 
 
2. Non-exempt employees who are required to be on duty on any holiday, or who 

agree to be on duty on any holiday, will be compensated at one and one-half (1-
1/2) times their regular rate of pay.  This pay shall be in addition to their holiday 
pay.  For hours worked in excess of their work schedule day they shall be paid at 
double their hourly rate of pay. 

 
 

INJURY ON DUTY LEAVE 
 
POLICY 
 
1. When any employee of the City suffers an injury on the job, a report of such 

accident must be made immediately by the employee's supervisor.  This report 
must be made on the standard form supplied by the City's worker's compensation 
carrier, plus the supplementary form supplied by the Employee Safety and Health 
Committee.  These forms must be completed and returned to Administration within 
48 hours following the injury. 

 
2. Injury leave will be granted to all employees who are injured or contract an 

occupational disease while in the actual performance of their assigned job, and 
are eligible because of the injury or illness for worker's compensation insurance 
coverage. 

 
3. Injury on duty leave will be earned at the rate of one eight (8) hour day per month 

of full-time employment up to a maximum of 180 eight (8) hour days. 
 
4. During such injury leave the City will pay such employee either as direct payment 

from injury on duty leave accrued, worker's compensation insurance benefits, or 
both.  The total amount paid will not exceed the full pay which the employee would 
have received for such period.  Employees receiving workers' compensation 
payments may be granted injury on duty leave pay for the amount of the difference 
between the employee's workers' compensation payment and the employee's 
salary, to the extent that injury on duty leave is accrued.  To clarify the record 
keeping of injury on duty leave used during the injury on duty leave, the injured 
employee will immediately contact Administration upon receipt of a workers' 
compensation check. 

 
5. A day is defined as the combination of workers' compensation insurance and injury 

on duty pay sufficient to pay the employee gross pay equal to the pay the employee 
would receive for a scheduled work day. 
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6. For each day of injury time used one work day will be deducted from the 
employee's accumulated injury on duty leave. 

 
7. An employee on injury time leave must keep the employee's supervisor informed 

of the employee's status on an established regular basis. 
 
8. If injury leave extends beyond the employee's accrued injury time leave, the 

employee may use sick leave and vacation leave after the injury or duty leave is 
exhausted. 

 
9. Employees using earned injury on duty leave will be considered to be working for 

the purpose of accumulating vacation or sick leave. 
 
10. A full-time employee on injury leave will retain and continue to earn length of 

service time for the duration of the leave. 
 
11. The City may request periodically a certificate from the employee's physician 

indicating sufficient disability to preclude the employee from performance of the 
employee's duties. 

 
12. Before returning to work from injury leave, an employee must submit a letter from 

the employee's physician certifying the employee is fit and capable of performing 
the job the employee held before injury occurred. 

 
 

 
 
 

COURT DUTY 
 
POLICY 
 
1. Regular employees subpoenaed as witnesses or called for jury duty shall be 

granted leave of absence for the time necessary to complete those duties.  
 
2. All fees received as a juror, except mileage fees for the use of the employee's 

private vehicle, food or lodging, shall be paid to the City. 
 
3. The employee will receive all pay and other benefits that would have accrued had 

the employee been performing services for the employer during the period of 
absence for jury duty, less all per diem allowances and any other compensation 
received for such duty. 
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4. Employees excused or released from jury duty during their regular working hours 
must report to their supervisor immediately thereafter. 

 
 

MILITARY LEAVE 
 
POLICY 
 
1. Active Duty Leave 
 

a. State and federal laws provide protections and benefits to City employees 
who are called to military service, whether in the reserves or on active duty.  
Such employees are entitled to a leave of absence without loss of pay, 
seniority status, efficiency rating, or benefits for the time the employee is 
engaged in training or active service not exceeding a total of 15 days in any 
calendar year. 

 
b. The leave of absence is only in the event the employee returns to 

employment with the City as required upon being relieved from service, or is 
prevented from returning by physical or mental disability or other cause not 
the fault of the employee, or is required by the proper authority to continue in 
military or naval service beyond the 15 day paid leave of absence.  
Employees on extended unpaid military leave will receive 15 days paid leave 
of absence in each calendar year, not to exceed five (5) years. 

 
c. Where possible, notice is to be provided to the City at least ten (10) working 

days in advance of the requested leave.  If an employee has not yet used 
his/her 15 days of paid leave when called to active duty, any unused paid 
time will be allowed for the active duty time, prior to the unpaid leave of 
absence. 

 
d. Employees returning from military service will be reemployed in the job that 

they would have attained had they not been absent for military service and 
with the same seniority, status and pay, as well as other rights and benefits 
determined by seniority. Unpaid military leave will be considered hours 
worked for the purpose of vacation leave and sick leave accruals. 

 
e. Eligibility for continuation of insurance coverage for employees on military 

leave beyond 15 days will follow the same procedures as for any employee 
on an unpaid leave of absence. 

 
2. Military Ceremonies 

 
a. Unless the leave would unduly disrupt the operation of the City, the City shall 
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grant a leave of absence without pay to an employee whose immediate family 
member, as a member of the United States armed forces, has been ordered 
into active service in support of a war or other national emergency.  The leave 
time shall be limited to the actual time necessary for the employee to attend a 
send-off or homecoming ceremony for the mobilized service member, not to 
exceed one day’s duration in any calendar year. 

 
b. For purposes of this section, an “immediate family member” means the 

employee’s grandparent, parent, legal guardian, sibling, child, grandchild, 
spouse, domestic partner, fiancé, or fiancée. 

 
c. To request leave for a military ceremony, an employee must submit a 

Request for Leave form and the actual time required for attendance at the 
ceremony.  Whenever possible, an employee is required to give as much 
notice as possible of the pending need for a leave of absence.   

 
3. Death or Injury of Family Member in Military  

 
a. The City shall grant up to ten (10) working days of leave of absence without 

pay to an employee whose immediate family member, as a member of the 
United States armed forces, has been injured or killed while engaged in active 
service. 

 
b. For purposes of this section, as “immediate family member” means the 

employee’s parent, child, grandparents, siblings, or spouse, domestic partner, 
fiancé’, or fiancée. 

 
c. An employee must give as much notice to the City as practicable of the 

employee’s intent to exercise leave under this section.  
 
 

EARNED SICK AND SAFE LEAVE 
 
POLICY 
 
1. “Earned Sick and Safe Leave” is paid time off earned at one hour of Earned Sick 

and Safe for every 30 hours worked by an employee, up to a maximum of 48 hours 
of sick and safe leave per year. The hourly rate of Earned Sick and Safe Leave is 
the same hourly rate an employee earns from employment with the city. This 
specific leave applies to all employees (including temporary and part-time 
employees) performing work for at least 80 hours in a calendar year for the city.  

 
2. The leave may be used as it is accrued in the smallest increment of time tracked 

by the city’s payroll system (fifteen minutes) for the following circumstances:   
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  a. An employee’s own: 
 

o Mental or physical illness, injury or other health condition 
o Need for medical diagnosis, care or treatment, of a mental or physical 

illness 
o injury or health condition 
o Need for preventative care 
o Closure of the employee's place of business due to weather or other public 

emergency 
o The employee's inability to work or telework because the employee is 

prohibited from working by the city due to health concerns related to the 
potential transmission of a communicable illness related to a public 
emergency, or seeking or awaiting the results of a diagnostic test for, or a 
medical diagnosis of, a communicable disease related to a public 
emergency and the employee has been exposed to a communicable 
disease or the city has requested a test or diagnosis. 

o Absence due to domestic abuse, sexual assault, or stalking of the employee 
provided the absence is to: 
 Seek medical attention related to physical or psychological injury or 

disability caused by domestic abuse, sexual assault, or stalking 
 Obtain services from a victim services organization 
 Obtain psychological or other counseling 
 Seek relocation or take steps to secure an existing home due to 

domestic abuse, sexual assault or stalking 
 Seek legal advice or take legal action, including preparing for or 

participating in any civil or criminal legal proceeding related to or 
resulting from domestic abuse, sexual assault, or stalking 
 

b. Care of a family member with mental or physical illness, injury or other 
health condition: 
 
o Who needs medical diagnosis, care or treatment of a mental or 

physical illness, injury or other health condition  
o Who needs preventative medical or health care  
o Whose school or place of care has been closed due to weather or 

other public emergency  
o When it has been determined by health authority or a health care 

professional that the presence of the family member of the employee 
in the community would jeopardize the health of others because of 
the exposure of the family member of the employee to a 
communicable disease, whether or not the family member has 
actually contracted the communicable disease 
 

c. Absence due to domestic abuse, sexual assault or stalking of the 
employee’s family member provided the absence is to: 
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 Seek medical attention related to physical or psychological injury or 
disability caused by domestic abuse, sexual assault, or stalking 

 Obtain services from a victim services organization 
 Obtain psychological or other counseling 
 Seek relocation or take steps to secure an existing home due to 

domestic abuse, sexual assault or stalking 
 Seek legal advice or take legal action, including preparing for or 

participating in any civil or criminal legal proceeding related to or 
resulting from domestic abuse, sexual assault, or stalking 

 
 
3. For Earned Sick and Safe Leave purposes, family member includes an 

employee’s: 
 

• Spouse or registered domestic partner  
• Child, foster child, adult child, legal ward, child for whom the employee is legal 

guardian, or child to whom the employee stands or stood in local parentis 
• Sibling, step sibling or foster sibling 
• Biological, adoptive or foster parent, stepparent or a person who stood in loco 

parentis when the employee was a minor child  
• Grandchild, foster grandchild or step grandchild 
• Grandparent or step grandparent  
• A child of a sibling of the employee 
• A sibling of the parent of the employee or  
• A child-in-law or sibling-in-law 
• Any of the above family members of a spouse or registered domestic partner 
• Any other individual related by blood or whose close association with the employee 

is the equivalent of a family relationship 
• Up to one individual annually designated by the employee 

 
 
4. Advance Notice for use of Earned Sick and Safe Leave. If the need for sick and 

safe leave is foreseeable, the city requires seven days’ advance notice.  However, 
if the need is unforeseeable, employees must provide notice of the need for Earned 
Sick and Safe time as soon as practicable. When an employee uses Earned Sick 
and Safe time for more than three consecutive days, the city may require 
appropriate supporting documentation (such as medical documentation supporting 
medical leave, court records or related documentation to support safety leave). 
However, if the employee or employee's family member did not receive services 
from a health care professional, or if documentation cannot be obtained from a 
health care professional in a reasonable time or without added expense, then 
reasonable documentation may include a written statement from the employee 
indicating that the employee is using, or used, Earned Sick and Safe Leave for a 
qualifying purpose. The city will not require an employee to disclose details related 
to domestic abuse, sexual assault, or stalking or the details of the employee’s or 
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the employee’s family member’s medical condition. In accordance with state law, 
the city will not require an employee using Earned Sick and Safe leave to find a 
replacement worker to cover the hours the employee will be absent. 

 
5. Carry Over of Earned Sick and Safe Leave. Employees are eligible for carry over 

accrued but unused Earned Sick and Safe time into the following year, but the total 
of Earned Sick and Safe Leave carry over hours shall not exceed 80 hours.   

 
6. Retaliation prohibited. The city shall not discharge, discipline, penalize, interfere 

with, or otherwise retaliate or discriminate against an employee for asserting 
Earned Sick and Safe Leave rights, requesting an Earned Sick and Safe Leave 
absence, or pursuing remedies. Further, use of Earned Sick and Safe Leave will 
not be factored into any attendance point system the city may use. Additionally, it 
is unlawful to report or threaten to report a person or a family member’s immigration 
status for exercising a right under Earned Sick and Safe Leave. 

 
7. Benefits and return to work protections. 
 
 During an employee’s use of Earned Sick and Safe Leave, an employee will 

continue to receive the city’s employer insurance contribution as if they were 
working, and the employee will be responsible for any share of their insurance 
premiums. 

 
 An employee returning from time off using accrued Earned Sick and Safe Leave 

is entitled to return to their city employment at the same rate of pay received when 
their leave began, plus any automatic pay adjustments that may have occurred 
during the employee’s time off.  Seniority during Earned Sick and Safe Leave 
absences will continue to accrue as if the employee has been continually 
employed. 

 
 When there is a separation from employment with the city and the employee is 

rehired again within 180 days of separation , previously accrued Earned Sick and 
Safe Leave  that had not been used will be reinstated. An employee is entitled to 
use and accrue Earned Sick and Safe Leave at the commencement of 
reemployment. 

 
8. Upon separation from the City or retirement of an employee who is in good 

standing, a cash payment of 50% of the employee's total accrued sick leave up to 
a maximum of 960 total accrued sick leave hours at the employee's hourly 
compensation rate will be made.  Employees with 10 years or more of service, the 
total accrued sick leave would be capped at 1,260 hours. 
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PREGNANCY AND PARENTING  
 
1. All employees are entitled to take an unpaid leave of absence under the Pregnancy 

and Parenting Leave Act of Minnesota. Female employees for prenatal care, or 
incapacity due to pregnancy, childbirth, or related health conditions as well as a 
biological or adoptive parent in conjunction with after the birth or adoption of a child 
as eligible for up to 12 weeks of unpaid leave and must begin within twelve months 
of the birth or adoption of the child. In the case where the child must remain in the 
hospital longer than the mother, the leave must begin within 12 months after the 
child leaves the hospital. Employee should provide reasonable notice, which is at 
least 30 days. If the leave must be taken in less than three days, the employee 
should give as much notice as practicable.  

 
2. Employees are required to use accrued leave (i.e., sick leave, vacation leave, etc.) 

during Parenting Leave If the employee has any FMLA eligibility remaining at the 
time this leave commences, this leave will also count as FMLA leave. The two 
leaves will run concurrently. The employee is entitled to return to work in the same 
position and at the same rate of pay the employee was receiving prior to 
commencement of the leave.  

 
3. Group insurance coverage will remain available while the employee is on leave 

pursuant to the Pregnancy and Parenting Leave Act, but the employee will be 
responsible for the entire premium unless otherwise provided in this policy (i.e., 
where leave is also FMLA qualifying). For employees on an FMLA absence as 
well, the employer contributions toward insurance benefits will continue during the 
FMLA leave absence. 

 
4. Effective July 1, 2023, the city will inform employees of their parental leave rights 

at the time of hire and when an employee makes an inquiry about or requests 
parental leave. 

 
5. An employer shall not discharge, discipline, penalize, interfere with, or otherwise 

retaliate or discriminate against an employee for asserting parental leave rights or 
remedies. 

 
 

DONATED MEDICAL LEAVE POLICY 
 
 With the expressed written approval of the City Administrator, City employees 

having accrued sick or vacation leave will be allowed to donate a portion of such 
accrued sick or vacation leave to fellow employees experiencing a major life- 
threatening disease or condition suffered by the employee, their spouse, or minor 
children.  A major life-threatening disease or condition shall include, but not 
necessarily be limited to heart attack, stroke, organ transplant, or life threatening 
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illness or condition as defined by a physician’s diagnosis.  The City Administrator 
has final discretion over all decisions regarding donated medical leave. 

 
A donation of sick or vacation leave from one employee to another shall be subject to the 

following terms and conditions: 
 
 a. An employee is only eligible to receive donated medical leave for time loss 

from work due to a major life threatening disease or condition as described 
above, equal to the number of hours of time, compensated by sick leave, 
vacation leave, or compensatory time, which the employee would lose from 
his or her job due to the major life threatening disease or condition. 

 
 b. An employee will be eligible to receive donated medical leave only after the 

employee’s accrued sick leave, compensatory time, and vacation have 
been used by the employee. 

 
 c. No employee will be allowed to receive more than 20 days of donated 

medical leave for any single major life threatening disease or condition 
without the additional express approval of the City Administrator. 

 
 d. An employee may donate no more than 40 hours per calendar year to a 

single fellow employee.  This shall not be construed to prohibit donating 40 
hours each per year to additional fellow employees. 

 
 e. A written request to donate medical leave must be made to the City 

Administrator. 
 
 f. The City Administrator shall have the right to deny use of donated medical 

leave or limit its use as shall be determined necessary and in the best 
interest of the City. 

 
 

FAMILY AND MEDICAL LEAVE 
 
POLICY 
 
1. Family and Medical leave (“FMLA leave”) provides up to 12 weeks of unpaid 

leave to eligible employees for certain family and medical reasons.  Employees 
are eligible if they have been employed for a minimum of 12 months, and have 
worked at least 1,040 hours over those 12 months. 

 
2. An employee may take a maximum of 12 work weeks of FMLA leave in a rolling 

12 month period. 
 
3. FMLA leave may be granted for any of the following reasons: 
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 a. To care for the employee's child after birth, or placement for adoption or 

foster care; 
 
 b. To care for the employee's spouse, son or daughter, or parent, who has a 

serious health condition; or 
 
 c. For a serious health condition that makes the employee unable to perform 

the employee's job. 
 
4. The employee must give the City at least 30 days advance notice.  In unexpected 

or unforeseeable situations, the employee should give as much notice as is 
practicable, usually verbal notice within one or two business days of when the 
need for leave becomes known, followed by a completed "Request for 
Family/Medical Leave" written notice. 

 
 For leaves taken because of the employee's or a covered family member's 

serious health condition, the City may require that a "Physician or Practitioner 
Certification" form be completed.  In addition, the City may require periodic 
reports on the employee's status and intent to return to work, and a fitness-for-
duty report to return to work. 

 
 Where employee leave qualifies for FMLA leave, the City may designate the 

leave as FMLA leave by providing notice to the employee of the designation 
within two business days of the time the employee gives notice of the need for 
the leave or as soon as the City has sufficient information to determine that the 
leave qualifies for FMLA leave. 

 
5. A serious health condition is an illness or injury that involves: 
 
 a. An overnight stay in a hospital, hospice, or residential medical care facility; 
 
 b. Any period of incapacity that involves continuing treatment or supervision 

by a health care provider and that requires absence from work, school, or 
other regular daily activities for more than three (3) days; 

 
 c. Continuing treatment or supervision by a health care provider for a chronic 

or long-term health condition that is incurable or so serious that, if not 
treated, would likely result in a period of incapacity of more than three (3) 
days; 

 
 d. Any period of incapacity due to pregnancy, or for prenatal care, or prior to 

an adoption to help complete the adoption process; 
 
 e. Any period of absence to receive multiple treatments by a health care 

provider; or 
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 f. Substance abuse may qualify as a serious health condition if one of the 

above clauses is satisfied.  However, FMLA leave may only be taken for 
treatment for substance abuse by a health care provider or by a provider 
of health care services on referral by a health care provider.  Absence 
caused by substance use is not covered by this policy. 

 
6. Accrued vacation, compensatory time, or sick leave may be used while on FMLA 

leave as long as the provisions within those written policies apply. 
 
7. Employees are required to use employee’s FMLA leave when employee must 

miss work due to an injury obtained while on duty unless employee is using sick 
leave or vacation leave.  The FMLA leave and the injury on duty leave shall run 
concurrently. 

 
The employee shall report the injury as provided in the Injury on Duty Leave and 
provide adequate information to establish the basis for the leave.  The City shall 
provide employee written notification within five (5) working days specifying that 
any absence will be counted against the employee’s remaining FMLA time and 
that the FMLA leave shall run concurrently with the injury on duty leave. 

 
8. The employee will not accrue benefits such as sick leave or vacation while on 

unpaid FMLA leave. 
 
9. Leave may be taken intermittently or on a reduced schedule when it is medically 

necessary.  If an employee requests intermittent leave or leave on a reduced 
schedule that is foreseeable due to medical treatment, the employee may be 
temporarily transferred to another position if the position has equivalent pay and 
benefits and better accommodates the recurring periods of leave.  Any such 
transfer is subject to a collective bargaining agreement. 

 
10. Eligibility for leave after birth, placement for adoption or foster care, expires 12 

months after the birth, placement or adoption.  If the child must remain in the 
hospital longer than the mother, the leave may in the alternative begin at any 
time up to six (6) weeks after the child leaves the hospital. 

 
11. The employee may choose to continue existing health care benefits and life 

insurance while on FMLA leave.  The City will continue to pay the same portion 
of the cost of the coverage as it did prior to the leave. 

 
 Employee contributions will be required either through payroll deduction or by 

direct payment to the City.  The employee will be advised in writing at the 
beginning of the leave period as to the amount and method of payment.  If an 
employee's contribution is more than 30 days late, the City may terminate the 
employee's insurance coverage. 
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12. Upon return from FMLA leave, employees will be restored to their original or 
equivalent position with equivalent pay, benefits, and other employment terms.  
If, during FMLA leave, the City experiences a layoff and an employee would have 
lost a position had the employee not been on leave, pursuant to the good faith 
operation of a bona fide layoff and recall system, including a system under a 
collective bargaining agreement, the employee is not entitled to reinstatement in 
the former or comparable position.  In such circumstances, the employee retains 
all rights under the layoff and recall system, including a system under a collective 
bargaining agreement, as if the employee had not taken the FMLA leave. 

 
MINNESOTA PAID LEAVE (MNPL) 

 
POLICY 

1. The City of Falcon Heights provides time off to eligible employees who qualify for 
Minnesota Paid Leave (MNPL) benefits under Minnesota law. The city is a 
participant in the State of Minnesota’s Paid Leave program. MNPL benefits are 
funded through premium contributions payable to the State of Minnesota. The 
premium cost will be split between the city and employee as follows: The City of 
Falcon Heights will pay 50% of the required premium and employees will pay 
50% of the premium cost through payroll deductions starting January 1, 2026. 

Eligibility determinations for MNPL benefits are made by the State of Minnesota. 
Generally, to be eligible for MNPL, you must: 
• Work at least 50% of the time from a location in Minnesota, including employees 

who work from home or spend time in other states occasionally. 
• Meet the financial eligibility requirements by having earned over a specific 

amount of wages as defined by under Minnesota law at the time of your 
requested leave. 

 
Benefit Amount 
An employee's weekly MNPL benefits are calculated and determined by the 
Minnesota Department of Employment and Economic Development (DEED). 
 
Leave Entitlement and Usage 
The State of Minnesota may approve MNPL leave for the following conditions in a 
benefit year:  
• Up to 12 weeks of medical leave (for yourself) to take care of yourself for a 

serious health condition, including pregnancy, childbirth, recovery, or surgery. 
• Up to 12 weeks of family leave to: 

o Bond with a child through birth, adoption, or foster placement 
o Care for a family member with a serious health condition 
o Support a military family member called to active duty 
o Receive covered types of care for yourself or a family member because of 

domestic abuse, sexual assault, or stalking 
 
You can take both types of leave in the same year, but you cannot exceed 20 weeks 
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total within a single benefit year. For example, an employee may be entitled to 12 
weeks of family leave to bond with a child and another 8 weeks of medical leave for 
their serious health condition. Your benefit year starts the first day you take Paid 
Leave. There is no waiting period for MNPL if you are granted the benefit. 
 
MNPL Intermittent Leave 
Employees may apply for intermittent leave in most cases, provided the leave is 
reasonable and appropriate to the needs of the individual requiring care. 
 
A) Eligibility 
In addition to the other eligibility requirements under the MN Paid Leave law, 
employees seeking intermittent leave must have at least eight hours of accumulated 
leave (unless more than 30 days have lapsed since taking the initial leave).  
B) Notice 
In situations where employees seek MNPL on an intermittent basis, employees must 
make a reasonable effort to provide written notice to the City Administrator of the 
need for intermittent leave before applying for MNPL benefits through the State 
program. As part of the notice, employees must provide the city with the following: 1) 
proposed intermittent leave schedule; and 2) a completed certification from a health 
care provider identifying the leave as necessary and a reasonable estimate of the 
frequency and duration and treatment schedule for the leave.  
C) Increments of Leave & Maximum Number of Hours  
 
Consistent with other forms of leave provided by the city, employees may take 
intermittent leave in increments of 15 minutes. If eligible for intermittent leave, the 
city allows a maximum of 480 hours of intermittent leave in any 12-month period. 
After reaching the maximum amount of allowed intermittent leave, employees may 
request continuous MNPL provided the continuous leave does not exceed the 
maximum amount of MNPL allowed by law. 
 
Definitions 
• Family member includes: 

o Spouse or partner 
o Child (including biological, adopted, step, or foster children, or a child you 

raise even if you are not legally related) 
o Parent or person who raised you 
o Sibling 
o Grandchild or grandparent 
o In-laws (including son, daughter, father, or mother) 
o Anyone close to you who depends on you like family, even if not related 

by blood 
 
• A serious health condition means a physical or mental illness, injury, 

impairment, condition, or substance use disorder. Taking care of yourself for this 
serious condition may involve evaluation, treatment, inpatient care, recovery, or 
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not being able to perform regular work, attend school, or do regular daily 
activities. This includes childbirth, conditions related to pregnancy, or surgery. 

 
Notice 
Prior to starting a claim with the State, employees should reach out to the City 
Administrator to notify your intention to take leave. If the need is foreseeable, we ask 
that you provide at least two-weeks notice prior to taking leave. If the leave is not 
foreseeable you will still be able to take leave under MNPL and we ask that you 
provide as much notice as possible.  
 
How to Apply for Minnesota Paid Leave 
After your leave has been discussed you may apply for MNPL through the 
Minnesota Paid Leave’s portal online. 
 
Interaction with Other Laws and Benefits 
MNPL will run concurrently with any leave and/or wage supplement for which you 
may be eligible for under local, state, or federal law which may include: the Family 
and Medical Leave Act (FMLA), Minnesota Women’s Economic Security Act 
(WESA), and Minnesota Pregnancy and Parental Leave (MPL).  
 
Supplementing MNPL Benefits with Accrued Paid Leave 
If you are receiving MNPL benefits, the city allows you to supplement your MNPL 
benefits with any accrued paid leave, such as paid sick leave, paid vacation leave, 
or accrued comp time. If you choose to supplement your MNPL benefits in this way, 
the combined weekly sum of MNPL benefits and city-provided paid leave benefits 
cannot exceed your Individual Average Weekly Wage (IAWW). Paid leave (i.e. PTO, 
vacation, etc.) does not accrue during the time an employee is on MNPL. 
 
Maintaining Health Coverage During Leave 
Unless coverage is revoked, the city will continue to provide group health insurance 
coverage for an employee on MNPL under the same conditions as the coverage was 
provided before the employee took leave. You must continue to make timely 
payments of your share of the premiums for such coverage. If you are not using paid 
time off to cover part or all of the leave, you will be responsible for remitting your 
portion of health premiums to the city in order to ensure continuation of benefits.  
 
Group health insurance may be cancelled if an employee’s premium payment is 30 
days late. Before terminating coverage, the city will provide written notice to the 
employee at least 15 days before the coverage is terminated listing the final date 
payment is due (30 days past the due date) to avoid cancellation and the date 
coverage will end if payment is not received.  
 
An employee's share of premium payments for their group health insurance 
coverage may be paid by monthly prepayment as a check, cashier’s check, money 
order, or credit card payment.  
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Coverage that lapses due to nonpayment of premiums will be reinstated immediately 
upon return to work without a waiting period. 
 
Reinstatement 
Upon return from covered MNPL, you will be reinstated to your previous position or 
to an equivalent position, with the same status, pay, employment benefits, length-of-
service credit, and seniority credit as of the date of leave as long as you have 
worked for the city for a minimum of 90 calendar days. 
 
Upon return to work, if it becomes evident that the employee is unable to perform the 
key essential functions of their position (with or without reasonable accommodation), 
the city may engage in an interactive process, consistent with the American with 
Disability Act (ADA) and/or Minnesota Human Rights Act (MHRA) and other 
applicable workplace policies, including workplace safety protocols, to determine 
appropriate next steps. 
 
Retaliation 
The city will not interfere or retaliate against employees who request or take leave in 
accordance with the MN Paid Leave law. 
 
 
 

REASONABLE WORK TIME FOR NURSING MOTHERS 
 

POLICY 
 
1. Nursing mothers and lactating employees will be provided reasonable paid break 

times (which may run concurrently with already provided break times) to express 
milk. The city will provide a clean, private and secure room (other than a 
bathroom) as close as possible to the employee’s work area, that is shielded 
from view and free from intrusion from coworkers and the public and includes 
access to an electrical outlet, where the nursing mother can express milk in 
private. 

 
2. An employer shall not discharge, discipline, penalize, interfere with, or otherwise 

retaliate or discriminate against an employee for asserting nursing rights or 
remedies. 
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BONE MARROW OR ORGAN DONATION LEAVE 
 
POLICY 
 
Employees working an average of 20 or more hours per week may take paid leave, not 
to exceed 40 hours, unless agreed to by the city, to undergo medical procedures to 
donate bone marrow or an organ. The 40 hours is over and above the amount of 
accrued time the employee has earned..   
 
To request organ donation leave, an employee must submit a Request for Leave form.  
Whenever possible, an employee is required to give as much notice as possible of the 
pending need for a leave of absence.   
 
The city may require a physician’s verification of the purpose and length of the leave 
requested to donate bone marrow or an organ. If there is a medical determination that 
the employee does not qualify as a bone marrow or organ donor, the paid leave of 
absence granted to the employee prior to that medical determination is not forfeited. 
Effective July 1, 2023, an employer shall not discharge, discipline, penalize, interfere 
with, or otherwise retaliate or discriminate against an employee for asserting bone 
marrow or organ donation leave rights or remedies. 
 
 

SCHOOL CONFERENCE AND ACTIVITIES LEAVE 
 
POLICY 
 
1. Any employee will be granted up to a total of 16 hours during any 12-month period 

to attend school conferences or classroom activities related to the employee’s child 
(under 18 or under 20 and still attending secondary school), provided the 
conference or classroom activities cannot be scheduled during non-work hours.  

 
2. When the leave cannot be scheduled during non-work hours and the need for the 

leave is foreseeable, the employee must provide reasonable prior notice of the 
leave and make a reasonable effort to schedule the leave so as not to disrupt 
unduly the operations of the city. Employees may choose to use vacation leave 
hours for this absence but are not required to do so. 
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VACATION LEAVE 
 
POLICY 
 
1. The vacation schedule for full-time employees is as follows: 
 

From the beginning of employment 
through the fourth year of continuous 
employment 

12 days of vacation per year 

After the employee's fifth anniversary 
through the ninth year of continuous 
employment 

15 days of vacation per year 

After the employee's tenth anniversary of 
continuous employment 

16 days of vacation per year 

After the employee's eleventh anniversary 
of continuous employment 

17 days of vacation per year 

After the employee's twelfth anniversary of 
continuous employment 

18 days of vacation per year 

After the employee's thirteenth 
anniversary of continuous employment 

19 days of vacation per year 

After the employee's fourteenth 
anniversary of continuous employment 

20 days of vacation per year 

 
2. Vacation accrues by pay period and may be used only when accrued. 
 
3. Request for vacation leave must be initiated on Request for Leave submitted to 

the supervisor and/or the City Administrator, as appropriate.  Exceptions to this 
policy are granted on a very limited basis, taking into consideration the good of the 
service provided by the City. 

 
4. If the nature of the work makes it necessary to limit the number of employees on 

vacation at the same time, the employee with the greater seniority will be given the 
choice of vacation period if the employee's request is made 30 days prior to the 
vacation time desired.  When requests are made less than 30 days prior to the 
vacation time desired, vacation will be granted on a first-come, first-served basis. 

 
5.  Employees may accumulate up to a maximum of twice their annual vacation leave. 
   
6. Employees must use at least one week of vacation leave per calendar year unless 

another vacation plan is approved by the City Administrator before the end of the 
calendar year. 

 
7. Employees using earned vacation leave will be considered to be working for the 

purpose of accumulating vacation or sick leave. 
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8. Employees leaving the City employment in good standing, after giving proper 
notice of such termination of employment, will be compensated for vacation leave 
accrued up to the maximum amount permitted and unused to the date of 
separation.  An employee who leaves employment will be given prorated vacation 
pay for that part of the year worked.  If the employee desires, he/she may designate 
any/all of accrued vacation and sick leave to a qualified deferred compensation 
plan.   

 
 
 
 
 

VOTING LEAVE 
 
POLICY 
 
1. An employee selected to serve as an election judge pursuant to Minnesota law, 

will be allowed time off with pay for purposes of serving as an election judge, 
provided the employee gives the city at least twenty days written notice, including 
a certification from the appointing authority stating the hourly compensation to be 
paid the employee for service as an election judge and the hours during which the 
employee will serve. The city may reduce the wages of an employee serving as an 
election judge by the amount paid to the election judge by the appointing authority 
during the time the employee was absent from the place of employment. Thus, 
employees will be paid the difference between their pay as an election judge and 
their regular rate of pay for their normal workday.  

 
2. The city reserves the right to restrict the number of employees absent from work 

for the purpose of serving as an election judge to no more than 20 percent of the 
total work force at any single worksite. 
 

3. All employees eligible to vote at a State general election, at an election to fill a 
vacancy in the office of United States Senator or Representative, or in a 
Presidential primary, will be allowed time off with pay to vote on the election day. 
Employees wanting to take advantage of such leave are required to work with their 
supervisors to avoid coverage issues. Effective July 1, 2023, employees may be 
absent from work for the time necessary to vote to include voting during the period 
allowed for voting in person before election day. 
 

4. An employee may be absent from work to attend any meeting of the state central 
committee or executive committee of a major political party if the employee is a 
member of the committee. The employee may attend any convention of a major 
political party delegate, including meetings of official convention committees if the 
employee is a delegate or an alternate delegate to that convention. Per the 
statutory requirement, the employee must give at least ten days written notice of 
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their planned absence to attend committee meetings or conventions. Time away 
from work for this purpose will be considered unpaid unless the employee chooses 
to use vacation leave during their absence. 

 
 
 
 
 

CONTINUATION OF GROUP HOSPITAL, MEDICAL, AND 
DENTAL INSURANCE 

 
POLICY 
 
1. This policy applies to all City employees who retire on or after January 1, 1993, 

who participated in the City’s group hospital, medical, and dental insurance 
program and who met the requirements necessary to receive a disability benefit or 
an annuity from a Minnesota public pension plan other than a volunteer fire fighter 
plan. 

 
2. Minnesota law, Minn. Stat. Chapter 43A, provides that upon retirement, an eligible 

City employee and his or her covered dependents can participate in the group 
health/dental insurance program at the same premium rate as active employees 
until age 65. 

 
3. Retirees who have continuously participated in the group insurance program since 

leaving employment and retirees who are currently continuing coverage through 
COBRA can participate at the same premium rate as active employees until age 
65. 

 
4. Coverages and levels of benefits provided to retirees under age 65 and their 

dependents must be identical to that provided for active employees and their 
dependents. 

 
5. Retirees age 65 and over may stay in the group indefinitely, but premium rates 

do not have to be pooled with the active employee rates and retiree coverage does 
not have to be identical to active coverage. 

 
6. The retiree must pay the entire premium. 
 
7. Dependent coverage can only be continued after retirement if the employee carried 

dependent coverage prior to retirement.  Employees are not required to continue 
dependent coverage after retirement. 
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PARENTAL LEAVE 
 
POLICY 
 
The City provides its employees with two (2) weeks (maximum of eighty (80) hours) of 
paid parental leave concurrent with FMLA leave under the following conditions: 
 
If the employee becomes a biological or adoptive parent after working for the City for the 
preceding six (6) consecutive months for twenty (20) hours per week or more, the City 
will provide:  
 
 

1. Week One:   Five (5) consecutive business days of paid parental leave.   A 
maximum of forty (40) hours will be paid to a regular full-time employee; for a 
regular part-time employee, hours paid will be determined by the employee’s 
regular weekly work schedule, provided that the leave shall be taken within twelve 
(12) calendar weeks of the birth or placement of the child. 

 
2. Week Two:  After the employee has used Week One of the City’s paid parental 

leave for the birth or placement of a child, the employee may utilize five (5) 
consecutive business days of paid parental leave.  A maximum of forty (40) hours 
will be paid to a regular full-time employee; for a regular part-time employee, hours 
paid will be determined by the employee’s regular weekly work schedule.  

 
 

LIGHT DUTY/MODIFIED DUTY ASSIGNMENT 
 

POLICY 
 
This policy is to establish guidelines for temporary assignment of work to temporarily 
disabled employees who are medically unable to perform their regular work duties. Light 
duty is evaluated by the city administrator on a case-by-case basis. This policy does not 
guarantee assignment to light duty. Such assignments are for short-term, temporary 
disability-type purposes; assignment of light duty is at the discretion of the city 
administrator. The city administrator reserves the right to determine when and if light duty 
work will be assigned. 
 
When an employee is unable to perform the essential requirements of their job due to a 
temporary disability, they will notify the supervisor in writing as to the nature and extent 
of the disability and the reason why they are unable to perform the essential functions, 
duties, and requirements of the position. This notice must be accompanied by a 
physician’s report containing a diagnosis, current treatment, and any work restrictions 
related to the temporary disability.  
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The notice must include the expected time frame regarding return to work with no 
restrictions, meeting all essential requirements and functions of the city’s job description 
along with a written request for light duty. Upon receipt of the written request, the 
supervisor is to forward a copy of the report to the city administrator. The city may 
require a medical exam conducted by a physician selected by the city to verify the 
diagnosis, current treatment, expected length of temporary disability, and work 
restrictions. 
 
It is at the discretion of the city administrator whether or not to assign light duty work to 
the employee. Although this policy is handled on a case-by-case basis. 
 
If the city offers a light duty assignment to an employee who is out on workers’ 
compensation leave, the employee may be subject to penalties if he/she refuses such 
work. The city will not, however, require an employee who is otherwise qualified for 
protection under the Family and Medical Leave Act to accept a light duty assignment. 
 
The circumstances of each disabled employee performing light duty work will be 
reviewed regularly. Any light duty/modified work assignment may be discontinued at any 
time. 
  
 
 

REASONABLE ACCOMMODATIONS TO AN EMPLOYEE FOR 
HEALTH CONDITIONS RELATING TO PREGNANCY 

 
POLICY 
 
The city will attempt to provide a female employee who requests reasonable 
accommodation with the following for her health conditions related to her pregnancy or 
childbirth without advice of a licensed health care provider or certified doula: 
 
• More frequent or longer restroom, food, and water breaks.  
• Seating; and/or 
• Limits on lifting over 20 pounds. 
 
Additionally, an employer must provide reasonable accommodations, including, but not 
limited to, temporary leaves of absence, modification in work schedule or job 
assignments, seating, more frequent or longer break periods and limits to heavy lifting 
to an employee for health conditions related to pregnancy or childbirth upon request, 
with the advice of a licensed health care provider or certified doula, unless the employer 
demonstrates the accommodation would impose an undue hardship on the operation of 
the employer's business. In accordance with state law, no employee is required to take 
a leave of absence for a pregnancy nor accept a pregnancy accommodation. 
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An employer shall not discharge, discipline, penalize, interfere with, or otherwise 
retaliate or discriminate against an employee for asserting reasonable accommodations 
pregnancy rights or remedies. 

 
HEALTH CARE SAVINGS PLAN 

 
Employees of the City of Falcon Heights who have selected early retirement under a 
City of Falcon Heights early retirement policy (“Eligible Employees”) may participate in 
the Health Care Savings Plan (“HCSP”) administered by the Minnesota State 
Retirement System (“MSRS”) in lieu of health care coverage under the City’s group 
insurance plan or a reimbursement to the employee for the cost of insurance that the 
employee obtains on their own as provided under the applicable early retirement policy.   
 
The City will make payments to MSRS for the city’s contribution toward single health 
coverage for the lowest cost provider offered by the City for a period of thirty-six (36) 
months following the employee’s retirement date. 
 
The payments by the City to the HCSP will be made on a quarterly basis.   
 
Eligibility for health insurance reimbursement under this policy will cease if the retired 
employee is covered under another employer’s group health plan or the City terminates 
group insurance coverage for all of its employees. 
 
Upon the employee’s death, contributions owed but not yet paid to the HCSP will be 
paid in cash to the employee’s estate. 
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ACKNOWLEDGMENT OF AMENDMENTS TO PERSONNEL 
POLICIES 

______________________________________________________________________ 
 
I acknowledge that I have received and reviewed the personnel policy entitled “Falcon 
Heights Personnel Policy” dated December 13, 2023 December 22, 2025. I acknowledge 
that is my responsibility to read and understand this policy, and I agree to comply with it. 
 
 
Date: _______________________  
 
 
Employee signature: _________________________________ 
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APPENDIX 
 

CITY OF FALCON HEIGHTS 
Leave Action Form 

 
 
Name:     
 
Date Submitted:  
 
 
Action: 
 
 Vacation 
 Sick Leave 
 Compensatory Time 
 Leave w/o pay 
 Other (note reason) 
 
Date(s) of leave: 
 
Total hours on leave: 
 
Reason for leave: 
 
 
 
 
 
Employee signature:  ______________________________________________ 
                      Date 
 
Supervisor’s signature: ____________________________________________ 
            Date 
 
City Administrator’s approval: ______________________________________ 
            Date 
 
Accountant recorded: (initials)______________________      ____________ 
            Date 
 
 
Final copy to:   Employee (original) 
  Accountant (copy) 



 

 A-3

 
REQUEST FOR FAMILY/MEDICAL LEAVE 

 
 
Employee Name _______________________ Date of Request __________________  
 
Department ___________________________ Position Title _____________________  
 
Hire Date ________________ 
 
I request a Family/Medical Leave for the following reason (check one): 
 
____ A. The birth of a child in order to care for such child or the placement of a child 

for adoption or foster care. 
 
____ B. In order to care for an immediate family member if such family member has 

a serious health condition.  Circle one:  CHILD - SPOUSE - PARENT.  (Must 
submit “Physician or Practitioner Certification” within 15 days). 

 
____ C. Employee’s own serious health condition that makes the employee unable 

to perform the functions of his/her position. 
 

METHOD OF LEAVE REQUESTED 
 
____ A. Consecutive Leave 
 
____ B. Intermittent or Reduced Leave Schedule (specify schedule below): 
 
_____________________________________________________________________  
 
_____________________________________________________________________  
 
_____________________________________________________________________  
 
Date Leave is to Begin ___________ Expected Duration of Leave ______________  
 
If the duration of my family/medical leave (total of paid and unpaid time) does not exceed 
12 weeks, I will be returned to my same or equivalent position.  I understand that if my 
family/medical leave should exceed 12 weeks I will be returned to my same or similar 
position, only if available, in accordance with applicable laws.  If my same or similar 
position is not available, I understand that I may be terminated. 
 
 
_______________________________   _______________________________  
Employee Signature                     Date  Supervisor Signature of Approval/Date 



 

 A-4

CERTIFICATION OF RECEIPT 
 
 OF 
 
 FALCON HEIGHTS POLICY ON DRUG, ALCOHOL, AND CANNABIS TESTING  
 
 
 
 
 
 
 
 I hereby acknowledge receipt of the City of Falcon Heights’ Personnel Policy 
concerning Drug, Alcohol, and Cannabis Testing.  I have read the Policy and have been 
able to ask my supervisor questions about any part of the Policy I do not understand. 
 
 
 
 
      EMPLOYEE: 
 
 
 

DATED:___________    _________________________________  
       Signature 
 
       Print 

Name:________________________ 
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What can I use Paid Leave for?
Medical Leave:

	l To care for your own serious health condition, including 
care related to pregnancy, childbirth, and recovery

Family Leave:
	l Bonding Leave – to care for and bond with a new child 
welcomed through birth, adoption, or foster placement

	l Caring Leave – to care for a family member with a serious 
health condition

	l Military Family Leave – to support a family member called 
to active duty

	l Safety Leave – to respond to issues related to domestic 
violence, sexual assault, or stalking for yourself or a family 
member

Generally, conditions must last more than seven days  
and be certified by a healthcare provider or other 
professional.

Am I covered by Paid Leave?
Most workers in Minnesota are covered by Paid Leave. 
You are covered no matter the size of your employer, or 
the hours or days you work. Independent contractors and 
self-employed individuals are not automatically covered 
but may opt in. You may qualify for payments if you’ve 
been paid a minimum amount for work in Minnesota in 
the last year ($3,900 for the start of Paid Leave in 2026).

How long can I take leave?
You may qualify to take up to 12 weeks of family 
or medical leave per benefit year. If you need both 
family and medical leave in the same benefit year, 
you may qualify for up to 20 weeks in total.

How much will I get paid?
When you use Paid Leave, the state makes payments to 
you. Paid Leave will pay up to 90% of your wages, based 
on your income level, with a maximum weekly amount set 
at the state’s average weekly wage. This amount changes 
each year, and is $1,423 for the start of Paid Leave in 2026. 

Who pays for Paid Leave?
Paid Leave is funded by premiums paid by employees 
and employers. The initial premium rate is 0.88% of 
covered wages. Your employer may deduct up to 0.44% 
of your wages to fund your portion of the premium. 

What are my employment protections? 
	l Job protections: Generally, you must be restored to your 
job or an equivalent position when returning from leave. 
Job protections take effect 90 days after your date of hire.

	l Health insurance continuation: Generally, employers 
must continue to fund their portion of healthcare 
insurance premiums while you are on leave.

	l No retaliation or interference: Employers must not 
interfere with or retaliate against you if you apply for or 
use Paid Leave. Employers cannot take your Paid Leave 
payments.

For inquiries related to Paid Leave, please contact Minnesota 
Paid Leave at 651-556-7777 or visit our website.

If you think your employer is violating employment 
protections, contact the Labor Standards Division at the 
Minnesota Department of Labor and Industry.

This information can be provided in alternative formats 
to people with disabilities or people needing language 
assistance by calling the Paid Leave Contact Center at  
651-556-7777 or 844-556-0444 (toll-free).

LEARN MORE: paidleave.mn.gov

Effective January 1, 2026 

Minnesota Paid Leave provides payments and job protections when you 
need time off to care for yourself or your family.

MINNESOTA PAID LEAVE
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Minnesota Paid Leave 

Minnesota Paid Leave provides payments and job protections when you need time off to care for yourself or 
your family. 

You can take leave for the following qualifying events: 

 Medical Leave:  

• To care for your own serious health condition, including care related to pregnancy, childbirth, and 
recovery  

Family Leave:  

• Bonding Leave – to care for and bond with a child welcomed through birth, adoption, or foster 
placement  

• Caring Leave – to care for a family member with a serious health condition  
• Military Family Leave – to support a family member called to active duty  
• Safety Leave – to respond to issues related to domestic violence, sexual assault, or stalking for yourself 

or a family member  

Am I covered by Paid Leave?  

Most workers in Minnesota are covered by Paid Leave. You are covered no matter the size of your employer, 
or the hours or days you work. Independent contractors and self-employed individuals are not automatically 
covered, but may opt in. You may qualify for payments if you’ve been paid a minimum amount for work in 
Minnesota in the last year ($3,900 for the start of Paid Leave in 2026). 

What are my employment protections?  

• Job protections: Generally, you must be restored to your job or an equivalent position when returning 
from leave. Job protections take effect 90 days after your date of hire.  

• Health insurance continuation: Generally, employers must continue to fund their portion of 
healthcare insurance and other group insurance premiums while you are on leave. You will be 
responsible for any portion of health insurance and other group insurance premiums that you pay. 

• No retaliation or interference: Employers must not interfere with or retaliate against you if you apply 
for or use Paid Leave. Employers cannot take your Paid Leave payments. 
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For inquiries related to Paid Leave, please contact Minnesota Paid Leave at 651-556-7777 or visit our website. 
If you think your employer is violating employment protections, contact the Labor Standards Division at the 
Minnesota Department of Labor and Industry. 

Who pays for Paid Leave?  

Paid Leave is funded by premiums paid by employees and employers. The initial premium rate is 0.88% of 
wages up to the cap set by Social Security’s Old-Age, Survivors, and Disability Insurance program (currently 
$185,000). Your employer may deduct up to 0.44% of your wages to fund your portion of the premium. This 
total premium covers both Medical Leave (0.61%) and Family Leave (0.27%). 

Employers are responsible for sending premiums to Paid Leave on behalf of all employees.  

Your premium contributions are:  

M
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Total Medical Leave Premium: 0.61%  

 

The City of Falcon Heights 

 

will contribute 0.305% 
of the Medical Leave 

contribution 

 
 

and the remaining 0.305% 
will be deducted from 

your wages 
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Total Family Leave Premium: 0.27%  

 

The City of Falcon Heights will contribute 0.135% 
of the Family Leave 

contribution 

 
 

and the remaining 0.135% 
will be deducted from 

your wages 

  

Total deducted from your wages  0.44% 
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How do I take Paid Leave? 

1. Notify your employer. 
2. Apply with Paid Leave. You will be able to apply for Paid Leave at paidleave.mn.gov. You can also apply 

over the phone if needed.  

After you apply, you will receive a determination from Paid Leave, which is the official decision from the 
program about whether your application was approved or denied.  

If you are approved for Paid Leave payments, they will be sent to the bank account or prepaid debit card 
selected in your application. 

Learn more 

Visit paidleave.mn.gov to apply or for more information about Paid Leave, including calculators to help you 
estimate your premium costs and the payments you could receive under Paid Leave.  

Other ways to reach us 

Phone: 651-556-7777 or 844-556-0444 (toll free).     E-mail: paidleave@state.mn.us 

Mail:  Department of Employment and Economic Development, Paid Leave Division 
180 E 5th Street, 12th Floor, Saint Paul, MN  

Information is available in alternative formats for people with disabilities by using the contact information listed above. 
 
Employer Information: 

Employer Name:   The City of Falcon Heights 
Mailing Address:   2077 Larpenteur Avenue W, Falcon Heights, MN 55113 
Employer Identification 
Number (FEIN):  

  
41-6007644 

 
Employee Acknowledgement:  

□ I acknowledge receipt of this notification  
Name  
Signature    
Date    

 

mailto:paidleave@state.mn.us


CITY OF FALCON HEIGHTS 
COUNCIL RESOLUTION 

 
December 22, 2025 

 
No. 25-111 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 

RESOLUTION MODIFYING THE CITY OF  
FALCON HEIGHTS ADMINISTRATIVE MANUAL – SECTION IV – 

PERSONNEL POLICY 
 
 WHEREAS, the City of Falcon Heights desires to update its Administrative Manual to 
incorporate amendments to Section IV, Personnel Policy; and 
 
 WHEREAS, effective January 1, 2026, Minnesota Paid Leave (MNPL) will take effect 
and the City must formally adopt and implement the program in compliance with state law; and 
 
 WHEREAS, the City Council adopted a classification and compensation plan on 
December 10, 2025, and it is necessary to clarify that employee compensation shall be governed 
by that plan as approved by the City Council; and 
 
 WHEREAS, clarification is needed regarding the calculation of overtime and 
compensatory time, including how hours worked during holiday weeks are treated, consistent with 
Minnesota law and City practice; and 
 
 WHEREAS, the proposed amendments provide limited additional overtime eligibility for 
non-exempt employees responding to unexpected, supervisor-authorized events during holiday 
weeks, while excluding situations where work schedules can reasonably be adjusted 
 
 
 NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Falcon 
Heights, Minnesota, that: 
 

1. Section IV – Personnel Policy of the City of Falcon Heights Administrative Manual is 
hereby amended to: 

a. Formally adopt the Minnesota Paid Leave (MNPL) program effective January 1, 
2026, including premium cost-sharing between the City and employees; 

b. Clarify that employee compensation shall be determined pursuant to the 
classification and compensation plan adopted by the City Council, including 
eligibility for step increases and cost-of-living adjustments as approved by the 
Council; and 

c. Clarify overtime and compensatory time calculations, including how holiday 
hours are treated when determining overtime eligibility, and authorize enhanced 
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