
KASSON CITY COUNCIL REGULAR MEETING AGENDA  
Wednesday, May 27, 2020  

6:00 PM 
4:15PM Police Chief Interviews  
PLEDGE OF ALLIEGANCE 
6:00 A. COUNCIL 
  

1. Approve agenda - Make additions, deletions or corrections at this time. 
2. Consent Agenda - All matters listed under Item 2, Consent Agenda, are considered to be routine and non-

controversial by the City Council and will be enacted with one motion.  There will not be separate discussion of these 
items unless a Council Member so requests, in which case the item will be removed from the Consent Agenda and will 

be considered separately.  
  

a. Minutes from May 13, 2020 
 
b. Claims processed after the May 13, 2020 regular meeting, as audited for payment 
 

 c. Pay Request #1 CCTV HyDro Clean $54,879.45 

 

 d.  Acknowledge Committee Minutes 

  i. Park Board Minutes April 21, 2020 

 

 e.  Evaluations: 

  i. Amy Johnson Admin Assistant inc. Grade 6 Step 2 $20.90  eff 5/20/20 

  

 f.  Resolution Certifying Delinquent Claims to the County Auditor 

 

 g.  Pay Request #3  16
th

 St NE Imp Carl Bolander & Sons LLC $541,240.49 

 

B. VISITORS TO THE COUNCIL  
   

C. MAYOR’S REPORT 
  

 D. PUBLIC FORUM 
· May not be used to continue discussion on an agenda item that already had been held as a public hearing. 
· This section is limited to 15 minutes and each speaker is limited to 4 minutes. 
· Speakers not heard will be first to present at the next Council meeting. 
· Speakers will only be recognized once. 
· Matters under negotiation, litigation or related to personnel will not be discussed. 
· Questions posed by a speaker will generally be responded to in writing. 
· Speakers will be required to state their name and their address for the record. 

  
 E. PUBLIC HEARING  
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
 F. COMMITTEE REPORT  
  1.  Swimming Pool Report 
 
   G. OLD BUSINESS  
  1.  Summary Publication for Franchise Ordinance 
 
 H. NEW BUSINESS 
  1. Personnel Policy Handbook 



 
I. ADMINISTRATORS REPORT 
 1.  Administrator’s Report 
 2.  Events Permit/formalized process 
 3.  Resolution expanding outdoor seating 
  
J. ENGINEER’S REPORT 

 
 K. PERSONNEL 
  1.  Police Chief Recommendation 
 

L. ATTORNEY  
 1.  Closed Session - Possible Litigation 
 

 M. CORRESPONDENCE  
  1.  Certificate of Commendation to Kasson WWTP 
  2.  2019 CMMPA Annual Report 
  3.  Report from SCDP 
  4.  Cash and Investment Summary 
  5.  Financial Statement 
  6.  2020 Budget with Final 2019 Actual 
  7.  Dodge County Zoning Amendment Hearing 
 

N. ADJOURN   



KASSON CITY COUNCIL MEETING  1 

Wednesday, May 13 2020  2 

6:00 PM 3 

 4 

 5 

Pursuant to due call and notice thereof, a regular City Council meeting was held at City Hall on the 13th day of 6 

May, 2020 at 6:00 PM.   7 

 8 

THE FOLLOWING MEMBERS WERE PRESENT: Burton, Eggler, Ferris and McKern  9 

 10 

THE FOLLOWING MEMBERS WERE ABSENT: Zelinske 11 

 12 

THE FOLLOWING WERE ALSO PRESENT:  City Administrator Tim Ibisch, City Clerk Linda Rappe and Finance 13 

Director Nancy Zaworski, City Attorney Melanie Leth, City Engineer Brandon Theobald, David Dubbels and Karen 14 

Jorgsenson 15 

 16 

Approve agenda  17 

Add: I.4 Utility Billing Question 18 

Motion to Approve the Amended Agenda made by Councilperson Eggler, second by Councilperson 19 

Burton with All Voting Aye. 20 

 21 

Consent Agenda  22 

Minutes from April 22, 2020 23 

Minutes from April 29 City Council Special Meeting 24 

 25 

Claims processed after the April 22, 2020 regular meeting, as audited for payment in the amount of 26 

$256,544.11 27 

 28 

EDA Loans 29 

Gadient Hospitality 30 

Daisy Mae Consignments 31 

 32 

Acknowledge Committee Minutes 33 

May Fire Department Meeting Minutes 34 

April Fire Department Meeting Minutes 35 

 36 

Evaluations: 37 

Paul Lindgren  Police Officer   Grade 10 Step 6  $31.13  Eff 4-11-20 38 

Mark Rappe  PT Parks  Grade 4 Step 2   $18.25  Eff 4-17-20 39 

Dave Vosen  W/WW Supervisor At top of Grade 13      $39.38 40 

 41 

Motion to Approve the Consent Agenda made by Councilperson Burton, second by Councilperson Ferris 42 

with All Voting Aye. 43 
 44 

VISITORS TO THE COUNCIL  45 

Smith, Shafer and Associates – 2019 Audit Review 46 

Jason Boynton of Smith, Shafer and Associates gave the Council an overview of the audit and the audit opinion. 47 

 48 

MAYOR’S REPORT 49 

Accept 2019 Audit - Motion to Accept the 2019 Audit made by Mayor McKern, second by Councilperson Ferris 50 

with All Voting Aye. 51 



Update- Governor Walz will be modifying the stay at home order and loosening up some business opening as of 52 

Monday, May 18.  Bars and Restaurants will have to produce a plan for social distancing to be able to open at a 53 

reduced occupancy on June 1.   54 

The Park Board planted a couple trees at the East Ball Diamond.  The City of Kasson has been a Tree City for 40 55 

years. 56 

 57 

PUBLIC FORUM  58 

PUBLIC HEARING  59 

COMMITTEE REPORT  60 

Blaine’s 14th Preliminary Plat – Motion to Approve the Resolution for the Preliminary Plat made by 61 

Councilperson Burton, second by Councilperson Eggler with All Voting Aye.  62 

Resolution #5.1-20 63 

Resolution Approving The Preliminary Plat for the Property at PID No. 240340700, KNOWN AS Blaine’s 14th 64 

Addition 65 

(on file) 66 

 67 

Blaine’s 14th Development Agreement – FYI this will come back at Final Plat 68 

Blaine’s 14th Environmental Corridor and Trail Easement – FYI, this will come back at Final Plat 69 

Blaine’s 14th Promissory Note – FYI, this will come back at Final Plat 70 

Blaine’s 14th Mortgage – FYI, this will come back at Final Plat 71 

 72 

OLD BUSINESS  73 

Bulk Water – pool filling –We need to know how much we are pumping.  The city has asked customers to put in 74 

a second meter to use bulk water rate for pool filling.  If the fire department is filling pools the water should be 75 

metered from where ever they are getting it from and then charged accordingly.   76 

 77 

Summer Electric Rates – Finance Director Zaworski addressed this with a spreadsheet showing savings with the 78 

summer rates.   Council would rather see this savings in the budget process to lower the next budget. 79 

 80 

Disconnects for June and Penalties for June – if people have a payment plan in place and they are abiding by it 81 

they will not be disconnected.  Starting June 1 we will be back to normal charging late fees and shut offs . 82 

 83 

Cable Franchise Agreement - Mary Ehmke, CEO of KM Telecom sent back an updated agreement, Administrator 84 

Ibisch would like to know if the council has any questions on this.  If you are comfortable with it we can move 85 

forward.  Motion to Approve the Cable Franchise Agreement with KM Telecom made by Councilperson Ferris, 86 

second by Councilperson Burton with All Voting Aye. 87 

 88 

NEW BUSINESS 89 

Sidewalk Issue – The Public Works Director would like clarification for old areas where we are replacing sections 90 

of sidewalks.  The Council stated that if it was 4 foot then it will stay at 4 foot and new subdivisions will be all 5 91 

ft. wide. 92 

The second question is; for people who own a bare or empty lot.  The council believes that people who own a 93 

lot adjacent to their own that they are using as an extension of their lot or have combined to their lot should 94 

have sidewalks.   The Council will give them a year to put a sidewalk in.  95 

 96 

ADMINISTRATORS REPORT 97 

HR Furloughs and layoff League Memo – Administrator Ibisch stated that this is only informational for now and 98 

if LGA is cut we may need to look at this.  We are looking at possible scenarios. 99 

 100 

Administrators Report – no questions 101 



 102 

Financial Concerns for Kasson’s Budget – informational 103 

 104 

Billing questions – a local business has demand charges and typically those are use charges and they are asking 105 

for assistance since they have been closed.  Mayor McKern stated that this could be case by case as requested 106 

and let Administrator Ibisch work with them at the administrative level.   107 

 108 

Administrator Ibisch and Finance Director have allowed the Police Department the square credit card reader to 109 

be used at the Police Department 110 

 111 

Councilperson Ferris gave a report on the Library Board meeting last night. 112 

 113 

ENGINEER’S REPORT 114 

Status update on Hwy 57 Project – They are setting up a website and have alternative ways to have people give 115 

suggestions.   Engineer Theobald is still pushing MnDOT to take on more of the costs of the roundabouts.  They 116 

are talking about how to mitigate traffic jamming up the roundabout.  The intention is still to start this project in 117 

2021. 118 

16th St NE - Professional Services Agreement – The fees in the agreement are for through 2023.  This is for the 119 

roundabout at 16th St and Highway 57 and to extend 16th St to the west to County 8.  Engineer Theobald had a 120 

chart of phases this project would entail.  Mayor McKern would like to see the phase 1 roundabout for sure and 121 

as much of phase 2 as we can do.  Motion to Approve the Professional Services Agreement made by 122 

Councilperson Eggler, second by Councilperson Burton with All Voting Aye. 123 

 124 

PERSONNEL 125 

Accept Police Chief Retirement Letter – Motion to Accept his Retirement Letter made by Councilperson Ferris, 126 

second by Councilperson Eggler with All Voting Aye.  The Council Thanked Chief Berghuis for 32 years of 127 

service and wished him the best.  128 

 129 

ATTORNEY  130 

Approve Final Union Contracts – Motion to Approve the MNPEA, Patrol and Essential Employees, made by 131 

Councilperson Burton, second by Councilperson Ferris with All Voting Aye.   132 

Motion to approve MNPEA – Admin, Library and Liquor Store Employees, made by Councilperson Ferris, 133 

second by Councilperson Eggler with All Voting Aye. 134 

Motion to approve IBEW Local 949 Contract made by Councilperson Eggler, second by Councilperson Burton 135 

with All Voting Aye. 136 

 137 

CORRESPONDENCE  138 

Correspondence was reviewed 139 

   140 

ADJOURN 7:09PM 141 

Motion to Adjourn made by Councilperson Eggler, second by Councilperson Ferris with all voting Aye to 142 

Adjourn. 143 

 144 

ATTEST:  145 

 146 

 147 

 148 

__________________________    __________________________ 149 

Linda Rappe, City Clerk     Chris McKern, Mayor    150 



































































2905 South Broadway 
Rochester, MN 55904-5515 
Phone: 507.288.3923 
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May 20, 2020 
 
 
Honorable Mayor and City Council 
City of Kasson 
401 5th Street SE 
Kasson, MN 55944-2204 
 
 
RE:  Kasson, MN 

CCTV Inspection of Sanitary Sewer 
Pay Request No. 1 

 
 
Dear Mayor and City Council: 
 
Enclosed is Pay Request No.1 for work on the above referenced project.    
 
We recommend payment in the amount of $54,879.45 to: 
 

Hydro-Klean, LLC 

333 NW 49th Place 

Des Moines, IA 50313 

 

Please contact me if you have any questions. 
 
Sincerely, 
 

WHKS & CO. 
 
 
 
Bryan Kaemingk, P.E. 
 
BK/bk 
 
Enclosure 
 
cc: Timothy Ibisch, City Administrator 
 Nancy Zaworski, Finance Director 
 Brian Craig, Hydro-Klean 



2905 South Broadway  

Rochester, MN 55904

Phone: 507.288.3923

 

Project: CCTV Inspection of Sanitary Sewer Bid Price: 206,452.58$      

Project No.: 8897

Location: Kasson, Minnesota

Contractor: Hydro-Klean, LLC Date: May. 14, 2020

Estimate #: 1

% Complete: 28%

1. Mobilization and Traffic Control 1 LS
4,800.00$       

0 0.5 0.5  $          2,400.00 

2. Heavy Clean 120 HR
225.00$          

0 0 0.0  $                    -   

3. Root Cutting 15,000 LF
0.75$              

0 0 0.0  $                    -   

4. Final Project Reports 1 LS
1,000.00$       

0 0 0.0  $                    -   

5. 6-inch CCTV 1,000 LF
0.98$              

0 0 0.0  $                    -   

6. 8-inch CCTV 131,043 LF
0.98$              

0 56,497.8 56,497.8  $        55,367.84 

7. 10-inch CCTV 2,230 LF
0.98$              

0 0 0.0  $                    -   

8. 12-inch CCTV 13,434 LF
0.98$              

0 0 0.0  $                    -   

9. 15-inch CCTV 7,786 LF
1.10$              

0 0 0.0  $                    -   

10. 18-inch CCTV 7,856 LF
1.10$              

0 0 0.0  $                    -   

11. 24-inch CCTV 224 LF
1.98$              

0 0 0.0  $                    -   

Total Work Completed 57,767.84$        

Less 5% Retainage (2,888.39)$         

Less Previous Estimates -$                   

Net Payment this Estimate 54,879.45$        

Quantity 

Completed 

This 

Estimate

Quantity 

Completed 

to Date Total

PARTIAL PAYMENT ESTIMATE

FOR CONSTRUCTION WORK COMPLETED

Line No. Description

Contract 

Quantity Unit Unit Price

Quantity 

Completed 

Previous Estimate



KASSON PARK BOARD MINUTES 
APRIL 21, 2020 DRAFT 

 

Pursuant to due call and notice thereof, a meeting of the Kasson Park Board was 
duly held at Kasson City Hall on the 21st day of April, 2020 at 6:00 P.M.    
 
THE FOLLOWING PARK BOARD MEMBERS WERE PRESENT:  Janet Sinning, Liza 
Larsen, Dan Eggler, Greg Kuball and Chuck Coleman 
 
THE FOLLOWING WERE ABSENT: Roger Franke, Jason Farnsworth and Deputy Clerk 
Jan Naig 
 
ALSO PRESENT:  Parks & Rec Supervisor Ron Unger and City Administrator Timothy 
Ibisch 
 
I. Call to Order:  The meeting was called to order at 6:00 P.M. by Chairperson Larsen. 

 
Coleman asked about the banner for the “Save the Wall” project.  Sinning 
explained the banner was made for the Dodge County Expo.  Since the Expo was 
cancelled, the banner is now on display downtown Kasson. 
 

II. Approve minutes:  Motion by Kuball and second by Coleman, with all voting Aye, to 
approve the minutes of the March 2020 meeting. 
 

III. New Business: 
A. Aquatic Center 2020 Season.  The Aquatic Center opening is on hold until the 

MN Department of Health and the Governor’s executive order will allow us to 
open. Depending upon the date, there may need to be adjustments to the 
hours and programs offered and limits on the numbers in the facility at any 
given time.  It may be necessary to suspend all season memberships and only 
charge daily fees. Due to the uncertainties, no updated pictures will be taken 
for season pass holders.  There will be more discussion at the May Park Board 
meeting. 
 
There was also some discussion about having Webber Recreation come 
earlier in the summer to work on resurfacing the slides if the facility is not 
able to be opened. 
 
Motion by Eggler and second by Kuball, with all voting Aye, to have a pool 
opening date no later than July 15th, 2020. 
 

B. Adult Softball 2020 Season.  Unger has been in contact with the league 
commissioner. The adult softball season is on hold until the State allows all 
communities to begin play.  The latest that we can wait and still have a 
season will be the first week in June.  The fields will still be maintained on a 
regular basis even if no games are scheduled. 



Kasson Park Board, April 21, 2020 
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C. Boulevard Tree Planting.  Twenty residents have ordered around 35-40 trees.  

The Treehouse is looking at the end of May or early June to plant. 
 

D. 2020 Arbor Day.   National Arbor Day in April has been cancelled.  The City’s 
Arbor Day event will be held on May 8th, 2020 at 10:00 A.M.  at East Diamond 
Park.  Coleman will check with the Lions Club to see if any members will be 
able to attend.  Two trees will be planted.  Unger will contact the DCI to see if 
they will place a picture and article in the paper. 
 

There was also some discussion about the new Tree City USA sign that 
recognizes our 40th year in the program.  Unger is looking into possible sites 
to place the sign. 

 
IV.   Old Business:  

A. Veteran’s Park Stone Wall.  John Olive left a message that one of the masons 
was going to look at the wall on Saturday, April 18th.   Eggler met with Olive 
and the mason and was told that the mason feels the wall is savable.  He will 
give an estimate for the total cost of repairing the wall.  Olive has limestone 
that will be donated for the project.   
 

B. Park Projects 2020.     
1. Picnic shelter – Meadowland Park.  The Parks Department has the 

materials for the shelter.  Unger is getting pricing for the cement work. 
2. 2 Park signs – Meadowland and J Hyde Kasson Park.  Signs can be 

installed once utility locates are done. 
3. J Hyde Kasson Park – install cement pad behind backstop  
4. Veterans Memorial Park-put yellow safety tile on North 2 ballfield fence 
5. Playground modular – Meadowland Park.  Unger has pricing from 

Webber Recreation.  Waiting to hear if budget will allow for the 
purchase. 

6. Tree work and stump grinding 
7. Lions Park- Install flagpole and landscaping.  Plant trees in disc golf 

course. 
8. Seed grass where houses were demolished on East Veterans Memorial 

Hwy and on the 15th Street NE frontage road. 
                    

V.     Correspondence:  None.  
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VI.    Adjourn:  Motion by Eggler and second by Coleman, with all voting Aye, to 
adjourn the meeting at 7:10 P.M. 
 
 
________________________________             __________________________ 
Chairperson         Deputy Clerk 
 
The next scheduled meeting will be May 19th.        



 

 

Staff Evaluation Memo 

To: Mayor and City Council 

From:        City Administrator Timothy Ibisch 

Date: May 17th, 2020 

Subject:     Evaluation of FT Admin. Assistant Amy Johnson 

To Mayor and City Council: 

 

Admin. Assistant Amy Johnson has been given her annual performance review.  Her 

performance consistently meets the requirements of the position. Amy brings a generally 

positive attitude to work and does a good job dealing with the Public.  I have advised her 

to continue learning payroll and utility billing as those skills will allow her to grow her 

role here at the City.  I believe Amy is capable of handling substantially more 

responsibility than she currently does and I will work to task her more appropriately in 

the future.  I recommend that Amy be moved from Grade 6 Step 1 to Grade 6 Step 2. 

Respectfully 

 

 

Timothy P. Ibisch 



CITY OF KASSON 

RESOLUTION #5.X-20 

 

RESOLUTION CERTIFYING DELINQUENT CLAIMS 

 TO THE COUNTY AUDITOR 

 

WHEREAS, during 2020, the City of Kasson provided fire related services to properties within 

the City; and 
 

WHEREAS, provisions of the City Code provide that bills for these services remaining unpaid 

for an extended period shall be certified against the affected properties; and 
 

WHEREAS, provisions of the City Code provide that all charges may be assessed against the 

property; and 
 

WHEREAS, payment for the service is due after the service has been provided; 
 

NOW, THEREFORE BE IT RESOLVED BY THE COUNCIL OF THE CITY OF 

KASSON, MINNESOTA: 
 

 The Finance Director is hereby authorized to certify to the Dodge County Auditor these 

charges: 
 

1. Forkel, Todd  405 7
th

 St NE  Structure Fire $875.00   

 Forkel, Amy  PID# 24.432.0090 

 

 

The County Auditor shall collect these charges, including 9% interest, along with the 2020 

property taxes collectable in 2021. 

 

ADOPTED this xxth day of May, 2020 

 
 

ATTEST: 

 

 

 

_____________________________    _____________________ 

Chris McKern, Mayor      Linda Rappe, City Clerk 

 

The motion for the adoption of the foregoing resolution was made by Council Member xx and duly seconded by 

Council Member xx.  Upon a vote being taken, the following members voted in favor there of xx.   Those against 

same: xx. 

 



2905 South Broadway 
Rochester, MN 55904-5515 
Phone: 507.288.3923 
Fax: 507.288.2675 
Email: rochester@whks.com 
Website: www.whks.com  

 

S:/Jobs/Kasson/8749/Pay Requests/PR2/8749_Pay App No.3.doc 

May 22, 2020 
 
 
Honorable Mayor and City Council 
City of Kasson 
401 5th Street SE 
Kasson, MN 55944-2204 
 
 
RE:  Kasson, MN 

16th Street NE Improvements 
Pay Request No. 3 

 
 
Dear Mayor and City Council: 
 
Enclosed is Pay Request No. 3 for work on the above referenced project.    
 
We recommend payment in the amount of $541,240.49 to: 
 

Carl Bolander & Sons LLC 

251 Starkey Street, 
 Saint Paul, MN 55107 

 

Please contact me if you have any questions. 
 
Sincerely, 
 

WHKS & CO. 

 
Brandon W. Theobald, P.E. 
 
BT/jm 
 
Enclosure 
 
cc: Nancy Zaworski, Interim City Administrator 
 Steve Johnson, Carl Bolander & Sons LLC. 
 Carisa Johnson, Carl Bolander & Sons LLC. 
 
 
 
 
 

 



2905 South Broadway  

Rochester, MN 55904

Phone: 507.288.3923

 

Project: 16th Street NE Improvements

SAP: 240-109-001 Bid Price: $1,084,455.00

Project No.: 8749 Date: May. 22, 2020

Location: Kasson, MN Estimate #: 3

 Contractor: Carl Bolander & Sons, LLC % Complete: 94.3%

2021.501 MOBILIZATION LS $43,366.24 1 0.75 0.2 0.95 41,197.93$                  

2101.501 CLEARING AND GRUBBING LS $5,000.00 1 1.0 0.0 1.0 5,000.00$                    

2104.502 REMOVE SIGN EACH $100.00 6 6.0 0.0 6.0 600.00$                       

2104.503 REMOVE PIPE CULVERTS LF $3.50 500 500.0 0.0 500.0 1,750.00$                    

2105.504 GEOTEXTILE FABRIC TYPE 5 (P) SY $1.00 21,700 21394.3 305.7 21700.0 21,700.00$                  

2105.507 COMMON EXCAVATION (P) CY $8.00 11,350 11350.0 0.0 11350.0 90,800.00$                  

2105.507 STABILIZING AGGREGATE CY $28.00 1,372 864.9 48.1 913.1 25,565.72$                  

2112.519 SUBGRADE PREPARATION ROAD STA $0.01 75 71.3 3.7 75.0 0.75$                           

2118.507 AGGREGATE SURFACING (CV) CLASS 5 CY $38.00 265 225.3 39.8 265.0 10,070.00$                  

2211.507 AGGREGATE BASE (CV) CLASS 5 (P) CY $32.00 6,271 5786.8 484.2 6271.0 200,672.00$                

2221.507 SHOULDER BASE AGGREGATE (CV) CLASS 5 CY $28.00 970 0.0 970.0 970.0 27,160.00$                  

2232.603 MILLED  RUMBLE STRIPS-CL LF $0.35 7,300 0.0 0.0 0.0 -$                             

2232.603 MILLED SINUSOIDAL RUMBLE STRIPS LF $0.40 14,475 0.0 0.0 0.0 -$                             

2360.504 TYPE SP 12.5 WEAR CRS MIX(2,B)3.0" THICK SY $35.00 530 0.0 0.0 0.0 -$                             

2360.509 TYPE SP 12.5 NON WEAR COURSE MIX (3,B) TON $70.00 2,508 0.0 2400.0 2400.0 168,000.00$                

2360.509 TYPE SP 12.5 WEARING COURSE MIX (3,C) TON $79.00 1,881 0.0 1743.7 1743.7 137,753.88$                

2360.509 TYPE SP 9.5 WEARING COURSE MIX (3,C) TON $78.50 1,881 0.0 1730.0 1730.0 135,805.00$                

2501.502 24" RC CULVERT APRON EACH $1,000.00 4 4.0 2.0 6.0 6,000.00$                    

2501.502 30" RC CULVERT APRON EACH $1,200.00 2 2.0 0.0 2.0 2,400.00$                    

2501.502 48" RC CULVERT APRON EACH $2,300.00 2 2.0 0.0 2.0 4,600.00$                    

2501.502 15" CS SAFETY APRON EACH $600.00 14 14.0 2.0 16.0 9,600.00$                    

2501.503 24" RC CULVERT PIPE LF $68.00 125 125.0 63.5 188.5 12,818.00$                  

2501.503 30" RC CULVERT PIPE LF $96.00 65 65.0 0.0 65.0 6,240.00$                    

2501.503 48" RC CULVERT PIPE LF $219.00 71 71.0 0.0 71.0 15,549.00$                  

2501.503 15" CS PIPE CULVERT LF $37.00 262 262.0 36.0 298.0 11,026.00$                  

2511.507 RANDOM RIPRAP CLASS III CY $70.00 40 40.0 0.0 40.0 2,800.00$                    

2531.503 CONCRETE CURB & GUTTER DESIGN B618 LF $27.00 500 0.0 500.0 500.0 13,500.00$                  

2531.504 6" CONCRETE DRIVEWAY PAVEMENT SY $81.00 27 0.0 32.7 32.7 2,650.32$                    

2540.602 RELOCATE MAIL BOX EACH $200.00 6 6.0 0.0 6.0 1,200.00$                    

2563.601 TRAFFIC CONTROL LS $7,200.00 1 0.8 0.15 1.0 6,840.00$                    

2564.502 INSTALL SIGN EACH $350.00 30 20.0 0.0 20.0 7,000.00$                    

2573.501 STABILIZED CONSTRUCTION EXIT EACH $1,500.00 3 3.0 0.0 3.0 4,500.00$                    

2573.501 EROSION CONTROL SUPERVISOR LS $0.01 1 0.9 0.05 1.0 0.01$                           

2573.502 STORM DRAIN INLET PROTECTION EACH $180.00 6 2.0 0.0 2.0 360.00$                       

2573.503 SILT FENCE, TYPE MS LF $2.50 1,500 900.0 0.0 900.0 2,250.00$                    

2574.507 COMMON TOPSOIL BORROW CY $35.00 100 0.0 0.0 0.0 -$                             

2575.605 TURF ESTABLISHMENT ACRE $5,500.00 5 0.0 0.0 0.0 -$                             

2582.503 4" BROKEN LINE MULTI COMP (WR) LF $0.30 9,590 0.0 0.0 0.0 -$                             

2582.503 4" SOLID LINE MULTI COMP (WR) LF $0.30 19,485 0.0 0.0 0.0 -$                             

2582.603 PAVEMENT MARKING SPECIAL LF $35.00 11 0.0 0.0 0.0 -$                             

CHANGE ORDER NO. 1 LS $38,596.53 1 0 1.0 1.0 38,596.53$                  

CHANGE ORDER NO. 2 LS $9,000.00 1 0 1.0 1.0 9,000.00$                    

Total Work 1,023,005.14$             

Less 5% Retained Amount 51,150.26$                  

Less Previous Payments 430,614.39$                

Net Payment this Estimate 541,240.49$         

Quantity 

Completed to 

Date Total

PARTIAL PAYMENT REQUEST 

FOR CONSTRUCTION WORK COMPLETED

Item No. Description Unit Unit Price  Quantity 

Quantity 

Completed 

Previous 

Estimates

Quantity 

Completed This 

Estimate



AQUATIC CENTER MEMO 

To:  Kasson City Council 

From: Administrator Tim Ibisch 

Date: May 14, 2020 

Subject: 2020 Swimming Pool Season Update 

The City Parks and Rec have been discussing the 2020 pool season. Many communities 
have closed pools or aquatic centers for the 2020 summer pool season.   The committee 
feels that it is possible the swimming pool will open sometime during summer 2020.  
COVID-19 and Governor Walz’s executive orders have been a concern and raised 
questions with offering summer recreation programs.  They reviewed those at length 
this past week and are still waiting for more info from the Department of Health. 

The Staff recommends no swimming lessons being offered in 2020.  Since we do not 
know when or if the pool will open City staff plan on returning prepaid memberships. 
Jan will begin that process next week. It is likely that annual passes would not be sold; 
only daily passes would be sold.  Revenue collected at the pool will decrease due to no 
swimming lessons, less passes, and reduced concession sales.  The opening is estimated 
to cost approximately $30,000. 

If and when the pool opens, lifeguards will likely have to enforce social distancing and 
other safety measures.  This may result in reduced numbers of patrons using the pools 
at a given time.  Staff plans on waiting for State Department of Health guidelines before 
setting any maximum occupancy rules. 

The Council should consider staff recommendations and decide as to whether to 
proceed with the recommendation for the Park Board’s June meeting at the regular 
Council meeting scheduled for June 24th.  The pool would be scheduled to open 

Wednesday, July 1st, if allowed by Governor Walz.  The plan is to close the pool on Labor 
Day, weather and life guard availability pending.   

Action Required: No action required at this time. 
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CITY OF KASSON 

 

EMPLOYMENT POLICY 

 

 

PART I. 
 

A. GENERAL POLICY STATEMENT, ORGANIZATION & AUTHORITY 

 

 

In adopting this policy, it is the intention of the City Council to establish, insofar as permitted by the laws 

of the State of Minnesota and the ordinances of the City of Kasson, a uniform City policy, and the 

following rules, regulations and policies shall apply to all City employees regardless of position except 

those policies applying to union members as stipulated in a union contract. Any conflict between these 

policies and other authorized guidelines shall be resolved by the controlling boards or commissions. 

 

B. STATEMENT OF POLICY 

 

It is the policy of the City of Kasson, in recognition of the essential rights of all employees and applicants 

as individuals, to provide equal opportunities without regard to race, creed, color, religion, national origin, 

age, sex, disability, ancestry, sexual orientation, marital status, status with regard to public assistance, or 

membership on a local human rights commission.  This policy applies to all phases of employment 

including, but not limited to, recruitment, hiring and promotion in all job classifications. 

 

It is also the policy of the City of Kasson to take Affirmative Action to insure that all personnel actions, 

such as rate of compensation, employee benefits, transfers, lay-offs, demotions, training, terminations and 

promotions shall be administered without regard to race, creed, color, religion, national origin, age, sex, 

disability, ancestry, sexual orientation, marital status, status with regard to public assistance, or membership 

on a local human rights commission. 

 

"The provisions of this personnel policy serve as a guide for administrative actions concerning City 

personnel matters and shall not be construed as contractual provisions or as establishing terms of 

employment. All City employees subject to these guidelines are "at will" employees. The City may 

terminate any employee with or without cause at the sole discretion of the City under guidelines of 

this policy. These guidelines as set forth supersede past practices and /or written representation of regular 

terms or conditions of employment.  Rules set out below are not necessarily all-inclusive because 

circumstances that have not been anticipated may arise, which require or warrant appropriate disciplinary 

action, including discharge. 

 

Failure of an employee to perform in a manner consistent with this policy shall constitute grounds for 

reprimand, suspension, demotion or dismissal. 

 

C. RESOLUTIONS REPEALED 

 

Resolutions relative to the personnel and employment policy heretofore adopted by the City Council are 

hereby repealed. All previous policies inconsistent with those contained herein are also repealed.   
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This policy supersedes any and all prior versions of the policy, and all employees are subject to its 

terms and conditions. 

 

D. DEFINITIONS 

 

The following definitions apply throughout these rules, unless the context clearly requires another 

meaning: 

 

Appointing Authority means the City Council or other officer or board authorized by the statute or 

lawfully delegated authority to make appointments to positions under the City policies. 

 

Council means the City of Kasson City Council. 

 

Day means calendar day except where otherwise stated in a specific rule. 

 

Demotion means a change by an employee from a position to another position with less responsible duties 

and a lower salary range. 

 

Department Head means an appointed City official duly authorized and responsible to supervise the 

activities of a department or agency under his or her jurisdiction.  The persons in the following positions 

shall be considered to be Department Heads: the City Administrator, the Community Development 

Director, the Finance Director, the Electric Supervisor, the Water/Wastewater Supervisor, the Park and 

Recreation Director, the Director of Public Works, the Chief of Police, the Liquor Manager, Fire Chief, 

the Ice Arena Supervisor and the Library Director.  Additionally, the City Administrator shall be the 

supervisor of all of the aforementioned Department Heads. 

 

Desirable Qualifications means the requirements of training and experience desired but not necessary to 

qualify for a given position. 

 

Dismissal means the termination of employment of an employee for cause. 

 

Employee means an individual who has successfully completed all stages of the selection process.  

 

Fulltime means an employee who is required to work forty (40) or more hours per week year-round 

in an ongoing position.   

 

Layoff means the forced termination of employment because of shortage of funds or curtailment of 

services. 

 

Military Leave means the leave of absence granted by state law to employees entering active duty in the 

armed forces of the State of Minnesota or the United States of America. 

 

Medical Leave means the leave of absence granted by state and federal law to employees meeting the 

medical qualifications as set forth in policy.        

 

Minimum Qualifications means the requirements of training and experience necessary to qualify for a 

given position. 
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Position means a group of current duties and responsibilities, assigned by a department head with 

recommendation and approval by the City Council, requiring the full or part-time employment of one 

person. 

 

Probationary Period means the first six (6) months working test period during which a new appointee is 

required to demonstrate his or her fitness for the position to which he or she is appointed by actual 

performance of the duties of the position.  Police have a one-year probationary period.   

 

Promotion means a change of an employee from one position to another with more responsible duties and 

a higher salary range. 

 

Resignation means the termination of employment made at the request of the employee. 

 

Seasonal Employee means employees who work only part of the year (100 days or less) to conduct 

seasonal work.  Seasonal employees may be assigned to work a full-time or part-time schedule.  

Seasonal employees do not earn benefits or credit for seniority.  In order to comply with health care 

reform law while avoiding penalties, seasonal employees will be scheduled with business needs and 

in a manner that ensures positions retain seasonal status as intended or, in some rare instances, may 

be offered  health insurance to comply with federal health care reform laws and regulations while 

avoiding associated penalties. 

 

Suspension means an enforced leave of absence with or without pay, for disciplinary purposes pending 

investigation of charges made against an employee. 

 

Temporary Appointment means a non-permanent, time limited appointment. 

 

Temporary Employee means an employee hired for a specific number of days not to exceed 180 

days. 

 

Termination means retirement, resignation or dismissal of an employee. 

 

Transfer means a change from one position to another having the same salary range and usually involving 

the performance of similar duties and requiring essentially the same qualifications of training and 

experience. 

 

Veterans means all persons defined as veterans by Minnesota Statute Section 197.45, as amended. 

 

Veterans Preference means the preference granted to veterans by Minnesota Statutes, Section 197.45 and 

Section 197.46 as amended. 
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PART II. 
A. PROCEDURES 

1) Applications 

 

All applications for City positions may be obtained from the City Administrator's office of the City of 

Kasson.  All applications shall be processed by the City Administrator and the appropriate Department 

Head at the authorization of the City Council.  Applications for employment shall generally be made on 

application forms provided by the City.  Other materials in lieu of a formal application may be accepted in 

certain recruitment situations as determined by the City Administrator or designee.  Supplemental 

questionnaires may be required in certain situations.  All candidates must complete and submit the 

required application materials by the posted deadline, in order to be considered for the position.   

 

Unsolicited applications will not be kept on file. 

 

Position vacancies may be filled on an “acting” basis as needed.  The City Council will approve all 

acting appointments.  Pay rate adjustments, if any, will be determined by the City Council. 

 

2) Examination 

 

At the present time there are no validated examinations in use for general City employment.  This does not 

apply to Minnesota Merit System or Civil Service.   

 

3) Conditions of Employment  

 

All full and part time employees shall be required to pass a physical examination and drug test 

performed by a qualified licensed physician as a condition of employment.  The physical examination 

will include criteria set by the City and both it and the drug test shall be paid for by the City 

 

As a condition of employment, a criminal background check shall be performed on all applicants selected 

for interview for employment with the City of Kasson.  The results of the criminal background check must 

be to the satisfaction of the City Administrator and the City Council. 

 

As a condition of employment any potential new employee who would be required by their job description 

to use City vehicles shall have their driving record checked.  The results of the driving record check must 

be to the satisfaction of the City Administrator and the City Council. 

 

Police candidates are also required to take and pass a psychiatric evaluation.  The psychiatric evaluation 

shall be paid for by the City. 

 

As a condition of employment every employee shall enroll in Direct Deposit of their paycheck. 

 

The use of public property for personal use is strictly forbidden.  This includes but is not limited to: 

borrowing vehicles or equipment for private use; washing private vehicles in public buildings; changing 

oil or other mechanical work on a private vehicle in a public building (it makes no difference if it is the 

weekend); allowing others access to public building or equipment for personal use; using meeting rooms 

for private parties or events that are not regularly available to the general public, etc.  
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4) Probationary Period 

 

Every employee hired, rehired, transferred or promoted shall be required to successfully complete a 

probationary period of six months from the date of employment, transfer, or promotion. This period shall 

be used to observe closely and evaluate the employee's performance, to secure the most effective 

adjustment of the employee to his or her position.  The evaluation procedure and the personnel policy 

shall be adhered to.  Only employees whose performance meets the “meets expectations” standard of work 

shall be recommended for retention.  The probationary period for police officers is 12 months.  

 

In rare or unusual circumstances or conditions that prevent the making of a full and fair determination as a 

basis for granting regular status or terminating the employee, a six-month extension of the probationary 

period may be granted.  A request for extension must be made through the office of the City Administrator 

with final decision by the City Council.  A request for extension must be submitted by the beginning of 

the sixth month and shall specify the reasons why the extension is required.  A copy of the request shall be 

provided to the probationary employee. 

 

5) Terminations 

 

a. Resignation 

 

An employee may resign from City employment by presenting his or her resignation in writing to the 

supervisor, with a copy to the City Administrator.  At least 14 calendar days shall be required to resign in 

good standing.  Department Heads shall be required to give at least 30 days written notice of termination.  

Unauthorized leave of absence by an employee for three consecutive workdays shall be considered as a 

resignation by such employee. 

 

b. Reduction In Force 

 

The City Council may terminate an employee without prejudice for the reasons of abolition of a position, 

shortage of work or funds, or other valid reasons outside the employee's control.  No employees shall be 

terminated while there are emergency, limited-term or probationary employees serving in the same type of 

position. 

 

c. Retirement 

 

Employees intending to retire should notify the City Administrator's office at least 30 days prior to their 

last workday. 

 

d. Termination of Employment Process 

 

An employee desiring to terminate employment shall notify his/her department head in writing (signed) of 

his/her intention to retire or resign.  The copy of this notice shall be sent to the office of the City 

Administrator for submission to the City Council. 

 

On the employee's final date of employment, he/she shall be responsible for the surrender of all City 

property to include keys, equipment, materials, city issued clothing, files, records, usernames, 
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passwords, etc., to his/her department head.  Said items returned shall then be verified by employee's 

department head as a separate entry in employee's personnel file. 

 

The City Administrator shall issue the appropriate warrants for pay and separation benefits and conclude 

the individual employee record. 

 

6) Status Changes 

 

a. Promotions/Transfers 

 

Promotions or transfers may be made in emergency situations or when deemed practical by a Department 

Head and approved by the City Council.  The employee must already possess the required qualifications 

and the required probationary period shall begin from the date of promotion.   

 

Whenever an employee transfers from one City position to another, he or she shall carry with him or her 

to the new position any accumulated sick leave and vacation benefits, as well as his or her seniority. 

 

7) Evaluation 

 

New employees shall receive training and periodic feedback as to their performance during their 

probationary period.  

 

Upon the expiration of the probationary period, the employee shall be evaluated using standard evaluation 

procedures to determine whether the employee shall be placed on regular status.  The evaluation date shall 

be based on the position hire date. 

 

Each regular employee shall be evaluated annually in a private meeting with at least the immediate 

supervisor, the results to be placed in the employee’s personnel file following Council action.  Evaluations 

shall be considered in determining wage/salary step increases and in making promotions, demotions and 

dismissals.  At least a “meets expectations” is required to be able to gain a step on the pay scale. 

 

8) Other Employment 

 

Although other employment is not encouraged by the City, any City employee engaging in outside 

employment shall adhere to the following guidelines: 

 

Employees may not engage in any outside occupation, employment or business that might hinder their 

impartial or objective performance of their public duties, be incompatible with their City employment or 

impair their efficiency on the job.  Bona fide members of the Kasson Fire Department or the "First 

Responders," may, at their discretion, respond to emergency fire or medical calls during regular hours of 

employment; however, City employees performing emergency or critical duties for the City at the time of 

an emergency fire or medical call, shall not respond to said emergency fire or medical call. 

 

Other employment shall be regarded as secondary to regular City employment and shall not interfere with 

availability of employees for emergency or call in duty.  There shall be no worker's compensation or sick 

leave payments to any individual injured in the course of outside employment.  
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9) Disciplinary Actions 

 

a. Verbal Reprimand 

 

A verbal reprimand shall be the most informal type of discipline, and shall be the initial means with which 

violations of this policy or departmental policy shall normally be dealt.  Upon the recognition of a 

violation by, or problem with, an employee, the Department Head may serve documented notice on the 

employee by verbal reprimand with his/her recommendation toward resolving the employee's action. 

 

b. Written Reprimand 

 

Upon the failure of verbal reprimand to correct a condition under which employee's performance 

continues to be substandard or unsatisfactory, or if the employee continues to violate policies of the City, 

the responsible department head may resort to reprimanding the employee in writing.  A written 

reprimand shall be construed as a warning, and shall clearly describe the nature of the violation and 

required action and shall be signed by both the department head and the employee.  The department head 

shall cause a copy of the written reprimand to be furnished to the City Administrator's office.  The 

employee shall have the opportunity to respond to the charges conveyed in the reprimand.  Serious 

infractions may require skipping either the verbal or written reprimand, or both.   

 

c. Suspension, Demotion, and Discharges and Causes Therefore 

 

When a department head has good reason to believe that an employee under his or her jurisdiction has 

given cause for his or her suspension, demotion or discharge, he or she shall notify said employee, in 

writing, setting forth the charges against him or her.  Said written charges shall, with the recommendation 

of the City department head, then be filed immediately with the City Administrator for subsequent action 

by the City Council.  Upon an official action by the City Council, the City Administrator shall cause a 

statement of such findings and the decision of the City Council to be served in writing on the employee.  

Service of this decision upon the employee shall constitute an official notice of his or her suspension, 

demotion, discharge or exoneration as the case may be.  The charges, reply and order of the suspension, 

demotion, discharge or exoneration shall be filed in the City Administrator's office in the employee's 

personnel file. 

 

The following causes, while not exclusive, may be causes for suspension, demotion or discharge of an 

employee from City employment; when such employee: 

 

1. Has violated any lawful and responsible official regulation or order or failed to obey any lawful 

and reasonable direction made and given by his/her superior(s), when such violation or failure to 

obey constitutes an act of insubordination or a serious breach of proper discipline has resulted or 

may reasonably be expected to result in loss or injury to the employee, co-worker or the public; 

 

2. Has been determined intoxicated or impaired due to a prescribed or an unprescribed narcotic drug 

while on duty;   

 

3. Has been wantonly offensive in his or her conduct or language toward the public or other 

employees; 

 



05/21/20 

11 

4. Has been incompetent or inefficient in the performance of the duties of his or her position;   

 

5. Is careless or negligent with property of the City; 

 

6. Has used, threatened or attempted to use, political influence in securing promotion, leave of 

absence, transfer, change of classification, pay or nature of work; 

 

7. Has been induced, has induced, or attempted to induce an employee in City government to commit 

an unlawful act, or to act in violation of any lawful and reasonable official regulation including 

this policy, or has taken any fee, gift, or thing of value in the course of his or her work or in 

connection therewith for his or her personal use from any person, when such fee, gift, or item of 

value is given in the hope or expectation of receiving a favor or better treatment than that normally 

accorded other persons; 

 

8. Has been absent from duty without leave as defined in this policy or has failed to report after leave 

of absence has expired, or after such leave of absence has been disapproved, revoked or canceled 

by the City Council; provided, however, that if such absence or failure to report for duty is 

excusable, the department head with the approval of the City Council may revoke the charges; 

 

9. Has willfully made a false statement in any questionnaire, application, or form designed or used 

for the purpose of gaining employment in the City; or has shown proven dishonesty in the 

performance of duties; 

 

10. Has been guilty of gross misconduct, which shall include but not be limited to petty theft or loan of 

public property for private or personal use on or off government premises; 

 

11. Illegal sales of intoxicating beverages by employees of the Municipal Liquor Store: 

 

Any employee of the Kasson Municipal Liquor Store who commits an "illegal sale" of an intoxicating 

liquor shall be discharged notwithstanding any other section or provision contained in the City of 

Kasson Employment Policy.  When the Kasson Municipal Liquor Store manager has good reason to 

believe that an employee under his/her jurisdiction has made an illegal sale, he or she shall notify said 

employee, in writing, setting forth the charges against him or her.  Said written charges shall then be 

filed immediately with the City Administrator for subsequent action by the City Council.  Upon an 

official action by the City Council, the City Administrator shall cause a statement of such findings and 

the decision of the City Council to be served in writing on the employee.  Service of this decision 

upon the employee shall constitute an official notice of his/her discharge or exoneration as the case 

may be.  The charges, reply and order of discharge or exoneration shall be filed in the City 

Administrator's office in the employee's personnel file. 

 

For the purposes of this section, an "illegal sale" of intoxicating liquor shall be any one or a 

combination of the following acts: 

 

a. A sale of intoxicating liquor to a minor. 

 

b. The sale of intoxicating liquor to an obviously intoxicated person. 
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c. The sale of intoxicating liquor on a day or at a time when, by statute, it is illegal to sell 

intoxicating liquor. 

 

10) Hours of Work 

 

The regular workday for Kasson City Employees shall be eight hours.  The regular workweek shall be 40 

hours.  Department heads reserve the right to vary the scheduling depending on need not to exceed 40 

hours in a seven-day (Sunday-Saturday) period. 

 

Department heads may schedule lunch periods for their respective employees on a staggered basis, in 

those departments where keeping that department open during lunch and break periods is necessary.  An 

unpaid lunch break of at least 30 minutes will be given to employees when an employee works eight 

(8) or more consecutive hours.  Fifteen minutes shall be the maximum normal rest period and may be 

taken twice daily at the discretion of the respective department head.   Rest breaks are not to be used to 

extend lunch breaks, extending starting time or used to leave early.  Rest breaks may not be accumulated. 

 

Union employees should consult their individual contracts 

 

11) Overtime 

 

a. Exempt Positions 

 

Exempt employees working for the City of Kasson meet the criteria outlined in one of the four Fair Labor 

Standards Act (FLSA) exemptions (Executive, Administrative, Professional and Computer) in order to 

meet the “duties” test and be considered exempt. 

 

Exempt employees under the Fair Labor Standards Act are required to work the number of hours 

necessary to fulfill their responsibilities including evening meetings and/or on-call hours.  In recognition 

for working extra hours, these employees may take some time off during the normal working hours with 

supervisory approval.  Employees shall not earn overtime but also shall not be subject to variations in pay 

based on quality or quantity of work actually performed.  Exempt employees receive a predetermined 

amount of pay each pay period.  Exempt employees must submit a time sheet to report paid sick, holiday 

and vacation leave.  Submission of a time sheet for regular work hours is voluntary. 

 

Exempt employees are required to use paid leave when on personal business or away from the office for 

four (4) or more hours on a given day.  Exempt employees must communicate their absence to the City 

Administrator or his/her designee who has discretion to deviate from the standard leave policy for specific 

situations.  Additional notification and approval requirements may be adopted by the City Administrator 

for specific situations as determined necessary. 

 

Absences of less than four (4) hours do not require the use of paid leave as it is presumed that the staff 

member regularly puts in work hours above and beyond the normal workday requirement.   

 

If one of the above employees regularly absents themselves from work under this policy and it is found 

that there is excessive time away from work which is not justified, the situation shall be handled as a 

performance issue.  If it appears that less than forty (40) hours per week is needed to fulfill the position’s 
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responsibilities, the position shall be reviewed to determine whether a part-time position shall meet the 

needs of the City.   

 

Deductions from the weekly salary may be made when:  The employee is absent for a day or more for 

personal reasons unrelated to illness or injury; the employer imposes penalties for a major safety violation 

(e.g., suspension without pay); no work is performed in that week. 

 

b. Non-Exempt Positions 

 

The maximum workweek for non-exempt employees shall be 40 hours.  Overtime may be worked with 

the prior consent of the respective department heads.  When an employee works more than forty (40) 

hours, the City must pay overtime at the rate of 1 1/2 times the employer’s rate of pay, or shall grant time 

off through compensatory time at 1 1/2 hours off for each hour of overtime worked. 

 

Union Employees should consult their respective contracts. 

 

Vacation, sick leave, comp time, holidays and breaks of less than 15 minutes shall be counted as hours 

worked for the purpose of determining entitlement to overtime compensation. 

 

c. Compensatory Time 

 

Compensatory time-off shall be allowed as a method of overtime payment.  This means that employees 

will receive 1 1/2 hours off for each hour worked in excess of 40 hours per week credited to the 

employee’s comp time account.  This comp time shall then be used as time off at such time mutually 

agreeable to the employee and the Department Head.  The employee shall have the option of choosing 

compensatory time or monetary compensation for hours worked in excess of 40 hours per week. It is 

intended the above procedure shall permit the City to provide each regular employee with a full paycheck 

on a year around basis and to avoid unpaid layoffs.   

 

Comp-time shall be used up as time off as soon as practical. The compensatory time off must be  

documented on the employee’s time form, and may not at any time accrue to more than 80 hours of 

available compensatory time.  Compensatory time off shall not be counted as hours worked for the 

purpose of determining entitlement to overtime compensation. 

 

d. On-Call 

 

Union employees should consult their respective contracts. 

 

e. Court Time 

When a police officer is required to appear in court on City matters on his day off, court time shall 

be considered work time.  The officer shall be paid for court time from the time they leave their 

home destined for the courthouse to the time they return home from the courthouse.  
 

Union Employee Consult your Contract 

 

f. Meals, Breaks  

Union Employees Consult your contract.  
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If a police officer is not completely relieved from duty for the purposes of eating regular meals (breakfast, 

lunch or dinner), these meal periods shall be considered work time in the computation of the officer's 

entitlement to overtime compensation.  If the police officer is completely relieved from duty for the 

purpose of eating regular meals, these bona fide meal periods shall not be considered as work time.   
 

g. Seasonal, Temporary and Part Time Employees 

 

Seasonal, temporary, part-time employees shall be paid overtime in an amount equal to the minimum 

overtime rate established by the State of Minnesota Fair Labor Statutes Act. 

 

12) Compensation Plan 

The City of Kasson utilizes a Base Pay Structure.  Adjustments may be made upon approval of the City 

Council. 

 

a. Regular Employees 

 

Only those employees who receive a “meets expectations” or higher on their annual performance 

evaluations shall be eligible for continued pay adjustments.   

 

b. Part Time Employees 

Once the part-time employee has worked 1000 hours, they shall have a performance evaluation. 

Only those employees who receive a "meets expectations" or higher on the performance evaluation 

shall be eligible for a step increase. 

 

c. Paydays 

 

Paydays shall be on a biweekly basis. All employees shall participate in the electronic transfer of 

paychecks, known as Direct Deposit. 

 

13) Drug Free Awareness Program 

 

The City's ongoing "Drug-free Awareness Program" is hereby established to inform employees regarding: 

 

1.  The dangers of drug abuse in the workplace. 

 

2.  The City's policy of maintaining a drug-free workplace. 

 

3.  Any available drug counseling, rehabilitation, and employee assistance programs. 

 

4.  The penalties that may be imposed upon employees for drug abuse violations occurring in the 

workplace. 

 

It shall be the responsibility of the Office of City Administrator to inform all new employees of this policy 

at orientation and all present employees by written notification. 

 

14) Drug-Free Workplace Policy 

 

a.  Scope 
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The Drug-Free Workplace Act of 1988 (hereafter "Act") was enacted on November 18, 1988, as part of 

other federal omnibus drug legislation.  This law requires organizations applying for federal grants to 

certify that they shall provide a drug-free workplace. 

 

In accordance with the Act and for the benefit of its employees, the City of Kasson through the 

implementation of this policy is committed to maintaining a drug-free workplace. 

 

b.  Policy 

 

The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is 

prohibited in the workplace.  Any violation of this policy by an employee of the City of Kasson shall 

result in personnel action as indicated in Item C, including possible termination of employment, when 

appropriate. 

 

c.  Guidelines 

 

1.  Terminology 

 

Unless otherwise indicated in this policy, the terms used have the same meanings that they have in the Act 

and in the regulations adopted pursuant to the Act.  The term "workplace" refers to all facilities or places 

operated or owned by the City as well as any location at which an employee is engaged in work for the 

City. 

 

2.  Responsibilities 

 

a. As a condition of employment, employees shall abide by the policy and notify the office of the 

City Administrator of any criminal drug statute conviction for a violation occurring in the 

workplace no later than five (5) days after the conviction. 

 

b. Within ten (10) days after receiving such notice from the employee or otherwise receiving actual 

notice of the conviction, the City shall notify the appropriate federal agency. 

 

c. In addition, within thirty (30) days of receiving such notice from the employee or otherwise 

receiving actual notice of the conviction, the City shall take at least one (1) of the following 

actions in regard to the convicted employee: 

 

1. Take appropriate personnel action against the convicted employee, up to and including 

termination; and/or 

 

2. Require the convicted employee to participate satisfactorily in a drug abuse assistance or 

rehabilitation program approved for such purposes by a Federal, State, or local health, law 

enforcement, or other appropriate agency. 

 

d.  Procedures for employees with Commercial Driver’s Licenses who test positive for drugs or alcohol 

must follow procedures set out in the MMUA Drug and Alcohol Testing Consortium. 
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Alcohol Testing, Limitation of Duties and Employee Compensation 

 

If the test of a City of Kasson Employee, who is subject to the requirements of 49 C.F.R. Part 382, results 

in an MRO verified positive test or breath test for alcohol with an alcohol concentration of 0.04 or greater, 

the employee is placed on leave immediately following notification and is permitted to use compensatory 

time, sick time or vacation time, and/or unpaid leave.  At a minimum, an employee who has violated the 

prohibited alcohol use rules shall not be allowed to return to duty until a subsequent test results in an 

MRO verified negative test. 

 

An employee whose test results indicate an alcohol concentration of 0.02 or greater, but less than 0.04, 

shall not be allowed to perform safety sensitive functions until the start of the employees next regularly 

scheduled duty period, but not less than 24 hours following the alcohol test.  The employee shall not be 

allowed to drive City vehicles during the same period and a designated supervisor shall arrange for the 

employee to receive a ride home.  Leave shall continue as described herein until a subsequent test results 

in an MRO verified negative test. 

 

Drug Testing, Limitation of Duties and Employee Compensation 

 

If the test of a City of Kasson employee, who is subject to the requirements of 49 C.F.R. Part 382, results 

in an MRO verified positive test for drugs, the employee is placed on leave immediately following 

notification and is permitted to use compensatory time, sick time or vacation time and/or unpaid leave.  

The employee is entitled to the option of a retest of the initial sample for confirmation, the cost of which 

is provided for by the employee. 

 

Assessment, Treatment and Follow-up Testing for Drugs or Alcohol   

 

The employee shall be referred by the City of Kasson to an appropriate substance abuse professional for 

assessment and enrollment in a treatment and rehabilitation program.  The employee must be assessed 

and, if recommended by the substance abuse professional, initiate treatment for drug or alcohol abuse by 

the preapproved agency as quickly as possible, but within a time not to exceed five working days.  Results 

of the positive drug or alcohol test and terms of the rehabilitation shall remain confidential, except as 

provided by the Federal Regulations. 

 

Employees referred to the treatment of a rehabilitation program as a result of an MRO verified positive 

drug test or breath or other test showing an alcohol concentration above 0.04, must comply with all other 

conditions of treatment and counseling program recommended by the substance abuse professional.   

 

Successful completion of the prescribed program shall be required for the employee to continue 

employment with the City of Kasson.  Return to duty shall occur only upon the direction of the MRO or 

substance abuse professional.  Upon returning to work, employees shall be subject to a minimum of six 

unannounced tests for a period of not to exceed sixty months. 

 

Financial Responsibility   

 

All insurance benefits in force at the time of the position test shall continue at the expense of the City, and 

shall be reimbursed by the employee within sixty days of his or her return to work or upon termination of 

the employee’s employment, whichever occurs first thus assuring the continuation of benefits for the 
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employee upon return to work.  All expenses of the substance abuse treatment and rehabilitation program 

shall be paid for by the employee, with the employee health insurance provider funding that portion as 

provided in the benefit plan.  Employees opting to not comply with any portions of the assessment, 

treatment and follow-up requirements, also opt to discontinue employment with the City of Kasson, at 

which time the costs incurred by the City are due in full. 

 

Work Duties and Return to Work 

 

Non-covered duties of the employee on leave shall be reassigned until the MRO or substance abuse 

professional determines that the employee may return to duty.  Employees who undergo substance abuse 

treatment and counseling under this policy and who continue to work for the City of Kasson must meet all 

established standards of conduct and job performance. 

 

Disciplinary Actions 

 

An employee holding a commercial drivers license whose test results indicate drug use or alcohol 

concentration of 0.04 or greater shall be subject to the Disciplinary Actions for employees as outlined in 

this Policy. 

 

Repeat Offense 

 

If an employee is undergoing substance abuse treatment and counseling or has returned to duty upon 

successfully completing such treatment and rehabilitation and a subsequent test is verified by the MRO as 

positive, or results in an alcohol concentration of 0.04 or greater, the employee shall be terminated. 

 

15) Mutual Respect Policy 

 

a. Purpose 

 

Mutual respect, consideration, and courtesy are traditional at the City of Kasson and are expected of every 

member of its staff.  All staff members of the City of Kasson have the right to pursue their careers without 

fear of intimidation or harassment from co-workers or their organizational superiors. 

 

b. Policy 

 

Disrespectful behavior of any kind -- sexual or any other form, ranging from malicious or idle gossip, 

backstabbing, inappropriate humor and subtle hints to overt acts, threats or physical contacts--shall not be 

tolerated.  An individual who experiences intimidation or harassment is asked to report it, using the 

complaint policy and procedure listed in item 15A. 

 

15A Complaint Policy and Procedure   

 

Complaints directed to City Administrator, the Department Heads or Supervisors shall be considered as to 

whether the complaint alleges illegal activity, a violation of city policy, or simply poor employee conduct.  

The City particularly and specifically has an obligation to investigate if there are complaints of 

discrimination or harassment; employee theft, embezzlement, or fraud; retaliation based upon making a 

complaint or claim of any type of harassment.  No employee who reports a complaint shall be retaliated 
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against in any way.  Retaliation of any type shall also be categorized as harassment under the Mutual 

Respect Policy.  All written complaints must be investigated.  All written complaints must be signed, 

confidentiality cannot be guaranteed. 

 

In a timely manner, response to a complaint may include some or all of the following: 

 

- Consultation and review of employee handbooks, personnel policies, union contracts, city code 

and other written procedures, particularly to determine the appropriate course of action and 

documentation. 

- Contact with law enforcement if necessary 

- Selection of an investigator, if it is not the person to whom the complaint was made. 

- Interview with the complainant 

- Interview with offender 

- Interviews with others as appropriate 

- Review of information gathered 

- If appropriate, corrective action shall be taken.  The City has the right to apply any sanctions or a 

combination of sanctions to deal with unreasonable conduct, such as: 

 Counseling the offender(s) 

 Establishment of an improvement plan 

 Probation, with a warning of suspension or discharge for continuing or recurring offenses 

 Suspension without pay 

 Termination 

Any disciplinary action resulting from a complaint should be placed in the offender’s personnel file. 

 

If at the end of the review conducted by the City Administrator, the Department Heads or Supervisors, the 

complainant feels the complaint is not satisfactorily resolved, the person may approach the City Council. 

 

16) Harassment Policy 

 

The City of Kasson is committed to providing a work environment that is free of discrimination.  

Harassment based upon a person’s race, creed, color, religion, national origin, age, sex, disability, 

ancestry, sexual orientation, marital status, status with regard to public assistance, or membership on a local 

human rights commission is unlawful.  In keeping with this commitment, the City of Kasson strictly 

prohibits unlawful harassment in any form, including verbal, physical and visual harassment. 

 

This policy strives to provide a safe work environment, free from unreasonable interference, intimidation, 

hostility or offensive behavior on the part of supervisors, co-workers, visitors or agents of the City.  This 

included a prohibition against posting, wearing or distributing items that may be considered offensive.  It 

also acknowledges that harassment of all types is against the law and shall not be tolerated by the City of 

Kasson. 

 

If an employee believes they have been harassed by a co-worker, supervisor, visitor, or agent of the City, 

they should follow the Complaint Policy and Procedures set out in 15A of this handbook.  

 

17) Sexual Harassment Policy 

 

It is the policy of the City of Kasson that sexual harassment of employees is prohibited.  The City of 

Kasson believes that every employee has the right to a work environment free from sexual harassment.  
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Any employee found to have acted in violation of this policy shall be subject to appropriate disciplinary 

action, which may include termination. 

 

"Sexual harassment" includes unwelcome sexual advances, requests for sexual favors, sexually motivated 

physical contact or other verbal or physical conduct or communication of a sexual nature when: 

 

1. submission to that conduct or communication is made a term or condition, either explicitly or 

implicitly, of an individual's employment; or 

 

2. submission to or rejection of that conduct or communication by an individual is used as a factor in 

decisions affecting that individual's employment; or 

 

3. that conduct or communication has the purpose or effect of substantially interfering with an 

individual's employment or creates an intimidating, hostile, or offensive work environment; and 

the employer knows or should know of the existence of the harassment and fails to take timely and 

appropriate action; or 

 

4. such conduct is based on sex and would have not occurred "but for" the sex of the victim even 

though it is not clearly sexual in nature of an explicit sexual advance.   

 

Anyone wishing to file a claim of sexual harassment should follow the Complaint Policy and Procedure 

set out in 15A of this handbook.   

 

18) Conflict of Interest Policy 

 

To maintain proper control and accountability over City functions and operations and to reduce potential 

organizational conflicts of interest that may arise due to the employment of an employee’s spouse, relative 

or roommate, the following policy shall apply: 

 

a. The term “relative” when used in this policy shall mean any two or more individuals who are 

related to each other by blood, marriage, adoption or legal guardianship.  This shall include “relative” of 

council members or their spouses as defined here. 

 

b. The term “roommates” when used in this policy shall mean any two or more individuals who 

reside in the same dwelling unit. 

 

c. The City shall not employ two or more roommates or two or more persons who are relatives in 

regular full-time or regular part-time positions under the following circumstances: 

 

1. Where one employee shall appoint, supervise, evaluate, discipline or dismiss another of his/her 

relatives or his/her roommate. 

 

2. Where one employee shall be responsible for auditing the work of another member of his/her 

relatives or his/her roommate. 

 

3. Where confidentiality of the City would be compromised. 
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4. Where other circumstances exist, which would place those defined as “relatives” or “roommates” 

in a situation of actual, reasonably foreseeable or perceived conflict between the City’s interest and 

their own. 

 

(19) COMMUNICATIONS  

 

EVERYTHING INCLUDED IN THE COMMUNICATIONS SECTION IS SUBJECT TO THE MN 

DATA PRACTICES ACT AND IS THE PROPERTY OF THE CITY OF KASSON 

 

General Information: 

 

This policy serves to protect the security and integrity of the City of Kasson’s electronic communication 

and information systems by educating employees about appropriate and safe use of available technology 

resources.  Computers and related equipment used by City employees are property of the City.  The City 

reserves the right to inspect, without notice, all data, e-mails, settings or any other aspect of a City-owned 

computer or related system, including personal information created or maintained by an employee.  The 

City shall do so on an as-needed basis as determined by the City Administrator or Department Head. 

 

An employee who violates any aspect of this policy may be subject to revocation of certain system 

privileges or disciplinary action up to and including termination.   

 

 

A)   Personal Use 

 

The City recognizes that some personal use of City-owned computers and related equipment has and shall 

continue to occur.  Some controls are necessary, however, to protect the City’s equipment and computer 

network and to prevent abuse of this privilege.   

 Reasonable, incidental personal use of City computers and software (e.g. word processing, 

spreadsheets, e-mail, Internet, etc.) is allowed but should never preempt or interfere with work use.  

All use of City computers and software, including personal use, must be consistent with provisions 

in this policy. 

 Employees shall not connect their own peripheral tools or equipment to City owned systems (such 

as digital cameras, PDAs, disks or flash cards, etc.), without prior approval from the City 

Administrator or Department Head and must follow provided directions for protecting the City’s 

computer network. 

 Files from appropriate personal use of the City’s equipment may be stored on your computer’s 

hard drive, providing the size of all personal files does not exceed 50MB.   

 The City may inspect any data or information stored on its equipment or network, even if the 

information is personal to the employee. 

 City equipment or technology shall not be used for personal business interests, for-profit ventures, 

political activities or other uses deemed by the City Administrator to be inconsistent with City 

activities.  If there is any question about whether a use is appropriate it should be forwarded to the 

City Administrator for a determination. 

 Only city employees may use city-owned equipment.   

 

Software, hardware, games and screen savers 
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In general, the City shall provide all software and hardware required for an employee to perform his or her 

job duties.  Requests for new or different equipment or software should be made to your supervisor.  

Except as provided below, employees shall not download or install any software on their computer 

without the prior approval of the City Administrator.  The City reserves the right to remove any 

unauthorized programs or software, equipment, downloads or other resources. 

 

Microsoft clipart and photo files contained on the site www.microsoft.com may be downloaded by 

employees without prior approval.  “Automatic Microsoft updates” may be downloaded without prior 

approval and should be completed by a user within two days of notice. 

 

Unapproved software or downloads (free or purchased), hardware, games, screensavers, toolbars, clipart, 

music and movie clips, other equipment, software, or downloads that have not been specifically approved 

by the City Administrator may compromise the integrity of the city’s computer system and are prohibited.   

 

B)    Internet 

 

The following considerations apply to all uses of the Internet whether business related or personal. 

 

 There is no quality control on the Internet.  All information found on the Internet should be 

considered suspect until confirmed by another source. 

 Employees may not participate in any Internet chat room unless the topic area is related to City 

business 

 The City may monitor any employee’s use of the Internet without prior notice, as deemed 

appropriate by the City Administrator. 

 Reasonable personal use of the Internet during non-work hours (breaks, lunch hour, before or after 

work) is permitted.  Employees may not at any time access inappropriate sites.  Some examples of 

inappropriate sites include but are not limited to adult entertainment, sexually explicit material, or 

material advocating intolerance of other people, races, or religions, etc.; with the exception of the 

Police Department for use in an investigation.  If you are unsure whether a site may include 

inappropriate information, you should not visit it. 

 Internet use during work hours should be limited to subjects directly related to job duties. 

 No software or files may be downloaded from the Internet unless approved in advance by the City 

Administrator.  This includes but is not limited to free software or downloads, maps weather 

information, toolbars, music or photo files, clipart, screensavers and games. 

 

C)   Electronic Mail 

 

The City provides employees with an e-mail address for work-related use.  Some personal use of the 

City’s e-mail system by employees is allowed, provided it does not interfere with an employee’s normal 

work and is consistent with all City policies. 

 

Employee e-mails (including those that are personal in nature) may be considered “public” data and may 

not be protected by privacy laws.  E-mail may also be monitored as directed by the City Administrator and 

without notice to the employee.  The following policies relate to e-mails of both business and personal 

content: 

 

http://www.microsoft.com/
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 Use common sense and focus primarily on using e-mail for City business.  Never transmit an e-

mail that you would not want your boss or other employees to read (e.g. avoid gossip, personal 

information, swearing, etc.)   

 Use caution or avoid corresponding by e-mail on confidential communications (e.g. letters of 

reprimand, correspondence with attorneys, medical information, etc.) 

 Do not open e-mail attachments or links from an unknown sender.  Delete junk or “spam” e-mail 

without opening it if possible.  Do not respond to unknown senders.   

 Do not use harassing language, including sexually harassing language or any other remarks 

including insensitive language or derogatory, offensive or insulting comments or jokes in an e-

mail.   

 Do not gossip or include personal information about yourself or others in an e-mail. 

 Do not curse or use swear words in an e-mail. 

 

D)  Social Media 

 

Cities should distinguish between use of social media sites such as Facebook, et al., blogs and microblogs 

such as Twitter, for official city business versus personal use.  When using social media to support official 

city business in accordance with job duties, individuals should clearly identify themselves as connected to 

the city.  Personal use of social media by city staff – whether about the city or not, and whether positive or 

negative – shall reflect on the city as a whole.  Personal use of social media should not violate any city 

policies already in existence, such as those on harassment prevention. 

 

 

 

E)  Storing and transferring documents 

 

Electronic documents, including e-mails and business-related materials created on an employee’s home or 

personal computer for City business, should be stored on the City network in accordance with records 

retention policies for that department.  The following are some general guidelines that may be useful to 

consider: 

 

 E-mail that is simple correspondence and not an official record of City business should be deleted 

(from both the “Inbox” and the “Deleted” box) as soon as possible and should not be retained by 

employees for more than three months.  The City shall not retain e-mails longer than one year on 

the network or in the network back-ups. 

 

 E-mail that constitutes an official record of City business must be kept in accordance with all 

records retention requirements for the department and should be copied to appropriate network 

files for storage. 

 

 City-related documents that an employee creates on his or her home computer or any other 

computer system should be copied to the City’s network files. 

 

 Documents or e-mails that may be classified as protected or private information should be stored 

separately from all other materials. 

 



05/21/20 

23 

If you are unsure whether an e-mail or other document is a government record for purposes of records 

retention laws, or whether it is considered protected or private, check with your Department Head.   

 

Transferring data and documents between computer systems requires information to be stored on a flash 

or USB drive, or other storage media.  These items may also be used to transmit computer viruses or other 

items harmful to the City’s computer network. Ensure that the installed anti-virus software on each 

computer to protects against these threats by automatically scanning storage media for viruses and similar 

concerns.  The anti-virus software provides automatic updates, but should be reviewed often.   

 

G) Passwords and physical security of equipment 

 

Employees are responsible for maintaining all computer and media passwords and following these 

guidelines: 

 

 All media addresses and passwords are the property of the City.  All are immediately surrendered 

to the city upon termination or suspension. 

 Your passwords should not be shared or told to anyone. 

 Passwords should not be stored in any location on or near the computer.  If necessary, store your 

password in a document or hard copy file that is locked when you are absent from your desk.  Do 

not store it electronically in a palm pilot or cell phone system. 

 

It is recommended that employees lock their workstation (press Ctrl-Alt-Del keys) if you shall be away 

from your desk or office for more than five minutes.  Do not leave city computer equipment in an 

unlocked vehicle or unattended at any off-site facility (airport, restaurant, etc.) If your office or desk area 

is in a high-traffic public area, check with the City Administrator about appropriate security measures. 

 

H)  Notice of computer problems 

 

Employees are responsible for notifying their Department Head or the Finance Director about computer 

problems or odd computer behavior.  Employees should err on the side of caution when reporting issues 

because small problems may indicate a more serious network or computer system issue. 

 

I)   Cellular Phone Policy 

 

Cellular telephones are intended for the use of city employees in the conduct of their work for the 

city. Supervisors are responsible for the cellular telephones assigned to their employees and will 

exercise discretion in their use. Nothing in this policy will limit supervisor discretion to allow 

reasonable and prudent personal use of such telephones or equipment provided that: 

 Its use in no way limits the conduct of work of the employee or other employees. 

 No personal profit is gained or outside employment is served 

 

All cell phone records about city business are subject to the Minnesota Government Data 

Practices Act. What this means is that if a request were received, the city would be under 

the obligation to determine what information is public data and what information is 

private data and would need access to the employee’s phone records and possibly the 

phone itself in order to provide the data that is being requested. Therefore, the best 
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practice is to limit usage of personal cell phones for city business to that which is truly 

necessary or be prepared to produce your cell phone and the associated records if needed.  

 

Supervisors may prohibit employees from carrying their own personal cell phones during working 

hours if it interferes with the performance of their job duties. 

 

Use of public resources by city employees for personal gain and/or private use including, but not 

limited to, outside employment or political campaign purposes, is prohibited and subject to 

disciplinary action which may include termination and/or criminal prosecution, depending on the 

circumstances. Incidental and occasional personal use may be permitted with the consent of the 

supervisor.  
 

J)   Laptop/Portable Computer Use: 

 

It is the responsibility of the employee using a laptop computer or other portable equipment, to keep the 

equipment in a safe environment, protected to the extent possible from theft or damage.  Any portable 

computer damaged or stolen must be reported immediately to the City.  All data collected, stored, 

processed or disseminated by City employees on portable computer equipment owned by the City is 

governed by the Data Privacy Act.  Additional software or programs may not be loaded without prior 

authorization and any copying of software on a portable computer for personal use is prohibited. 

 

20)  PROHIBITING FIRE ARMS AT WORK 

 

The City of Kasson hereby establishes a policy prohibiting all employees, except sworn employees of 

the Police Department, from carrying or possessing firearms while acting in the course and scope of 

employment for the city.  This policy includes employees with valid permits to carry firearms.  The 

possession or carrying of a firearm by employees other than sworn Police Officers is prohibited 

while working on city property or while working in any location on behalf of the city.  This includes 

but is not limited to: 

 

 Driving on city business; 

 Riding as a passenger in a car or any type of mass transit on city business; 

 Working at city hall or any other city-owned work site; 

 Working off-site on behalf of the city; 

 Performing emergency or on-call work after normal business hours and on weekends; 

 Working at private residences and at businesses on behalf of the city; 

 Attending training or conferences on behalf of the city; 

 

An exception to this policy, employees may carry and possess firearms in city-owned parking areas 

if they have obtained the appropriate permit(s).  Therefore, if a city employee must drive his or her 

personal vehicle on city business, he or she may check a firearm with the city Police Department 

during the work day and retrieve it after work.  The Police Department will establish procedures to 

ensure that the firearm is locked up and is not able to be retrieved by anyone other than the 

owner/employee. 

 

When responding to on-call work from home after regular work hours, an employee is prohibited 

from bringing a firearm in their private vehicle unless the vehicle remains in a parking lot and is 

not needed in order to respond to the call. 
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Violations of this policy are subject to disciplinary action in accordance with the city’s disciplinary 

procedures policy. 

 

The City reserves the right to search and inspect employee property while on City premises, while 

operating City machinery, equipment or vehicles for work-related purposes, or while engaged in 

City business off premises including desks, lockers and file cabinets. 

 

The City encourages employees who are aware of policy violations to promptly report the violations 

to their supervisors or to the City Administrator.  No employee acting in good faith, who reports 

violations of this policy will be subject to retaliation or harassment based upon their report. 

 

21.   CREDIT CARD POLICY 

 

The police department and utility departments have charge accounts for gas.  Each charge should identify 

the vehicle, mileage, department to be charged and the person signing the receipt. The City also has 

charge accounts at local businesses.  Each purchase at these businesses should identify the department to 

be charged and the person signing the receipt. 

The City Administrator, Finance Director, Deputy Clerk, Fire Chief, Police Chief, Public Works 

Director, and Library Director have City credit cards and authorization to use it.  Department Heads 

are responsible for verifying and approving each credit invoice for their Department. 

ABSOLUTELY NO PERSONAL PURCHASES/CHARGES ARE ALLOWED. 

 

22.  CITY DRIVING POLICY 

 

This policy applies to all employees. The city expects all employees who are required to drive as 

part of their job to drive safely and legally while on city business and to maintain a good driving 

record.   
 

The city will examine driving records once per year for all employees to determine compliance with 

this policy. Employees who lose their driver’s license or receive restrictions on their license are 

required to notify their immediate supervisor on the first work day after any temporary, pending or 

permanent action is taken on their license and to keep their supervisor informed of any changes 

thereafter. The city will determine appropriate action on a case-by-case basis. 

 

Driver Training 

Each City department will be responsible for determining what, if any, initial training will be necessary 

for new hires or transferred employees.  Supervisors will arrange for on the job or special training if 

needed.  All employees will be expected to participate in driving related safety courses deemed relevant to 

their departments and/ or job classifications. Such courses may be offered periodically through the City’s 

safety program or may be offered through and for specific departments. 

Remedial or supplemental driver training may be required for drivers who have been identified as having 

such need.  Examples of this include, but are not limited to patterns of violations found during review(s) 

of the driving record, complaint(s) from members of the public, and/or any accidents or “near misses” that 

the employee might be involved in. 
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Accident Reporting, Review and Analysis 

Law enforcement reports will be the primary means accepted to document the facts of a City vehicle 

accident.   The employee should contact the law enforcement agency with jurisdiction (where the accident 

occurred) immediately following the incident and request that a report be completed. The employee shall 

submit to any testing and provide any documentation as requested by law enforcement. 

Vehicle Inspection, Maintenance and Records 

Each department within the City should establish vehicle inspection and maintenance programs to meet its 

needs.  Practices and criteria will be developed to comply with state and federal DOT standards, 

Minnesota rules and statutes, along with manufacturers’ recommendations.  Written or electronic records 

will be arranged in a systematic fashion to document all inspection, service and repair.  

Use of Personal Vehicles for City Business  

Employees should avoid using their own private vehicle to respond to emergencies that arise except where 

absolutely necessary, or as directed by their immediate supervisor, Department Head, Chief of Police, Fire 

Chief, or the City Administrator.  The City recognizes that from time-to-time, employee(s) may need to 

use his/her/their own vehicle to respond to emergency situations that occur within the City.  If and when 

this situation arises, the employee shall obey all traffic laws and regulations in response to the emergency.  

Employees shall not operate their own personal vehicle in response to City emergencies without a valid 

license and insurance as required by law.   

Seatbelt Use and Distracted Driving 

City employees are required to wear seatbelts and obey all traffic rules pursuant to Minnesota Law.  The 

City will not be responsible for any citation that the employee might receive during the course of their 

employment whether they are using a private vehicle or a City owned vehicle, and will not indemnify the 

employee for any fines, fees, expenses, or damages. The first priority of all employees while driving City 

vehicles is the safety of themselves, their passengers and the public.  Communication devices, electronic 

equipment and vehicle controls should only be used or adjusted when it is clearly safe to do so.  Drivers 

shall obey current state laws pertaining to driver distraction and exercise good judgment in areas allowing 

discretion. 

23. Contacting the City Attorney 

 

In order to avoid potential conflicts and to control the cost of legal services, the City of Kasson 

adopts the following policy regarding contacting the city attorney. 

 

The following procedure is established for City employees, Commissioners and Council Members 

that want to contact the City Attorney for assistance: 

 

- Submit their request to the City Administrator or the Mayor, in writing. 

- State the purpose of the contact. 

- Obtain approval prior to calling the Attorney.   
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Requests will be approved by the Mayor or the City Administrator if the request meets one of the 

following criteria: 

 

- The request is for information on an issue currently affecting city business 

 - The request is for information on an issue relevant to current city business 

- The request is for information that could create a potential problem relevant to city 

business. 

 

If the request for information is agreed to at any Council meeting, then no further approval is 

necessary.  

 

If the request is made to the Attorney during a meeting s/he is attending, no further approval is 

necessary.  

 

In the case of on-going City projects, approval will be given to authorized staff on a per project 

basis.  

 

The City Attorney will share information and legal opinion with the City Council, and/or 

Commissioners at the next appropriate meeting.  

 

Nothing in this section shall limit the Police Department’s access to the City Attorney.  

 

Nothing in this section shall limit any person’s rights under the law to contact the City Attorney.  

 

The City Attorney has been advised of this policy and agrees to follow it. The City Attorney also: 

 - Reserves the right to investigate the validity of any request, 

 - Will confine his/her answer to only the issue presented, 

 - Reserves the right to refuse to respond, 

 - May choose to contact the Mayor or the City Administrator prior to responding.  

PART III. 
 

A. BENEFITS & SERVICES 

 

1) Seniority 

 

Seniority shall be determined by an employee's length of employment time, and is the basis for 

determining various employee benefits.  Only full-time and continuous employment time shall count 

toward seniority.  Seasonal or temporary work time prior to appointment to regular full-time status shall 

not count toward seniority.  Authorized leave of absence as well as lay-off because of lack of work or 

funds shall not result in loss of seniority. 

 

2) Holidays 

 

Full-time employees shall receive 80 hours to be divided equally among the designated holidays 

throughout the year.  (Except years when Christmas Eve falls on a weekday those years there shall be 84 

hours).  Union employees should consult their respective contracts in regards to holidays.  The City shall 



05/21/20 

28 

observe the designated holidays by conducting no official business, excluding those departments required 

to maintain necessary operations.  Union employees should refer to their union contract in regard to work 

performed on the holiday.   

 

Designated holidays are as follows: 

 

a.  New Year's Day - January 1st 

 

b.  Martin Luther King Day - 3rd Monday in January 

 

c.  Washington's & Lincoln's Birthdays - 3rd Monday in February 

 

d.  Memorial Day - Last Monday in May 

 

e.  Independence Day - July 4th 

 

f.  Labor Day - First Monday in September 

 

g.  Veterans Day - November 11th 

 

h.  Thanksgiving Day - 4th Thursday in November 

 

i.  Day after Thanksgiving Day - 4th Friday in November   

 

j.  Christmas Day - December 25th 

 

Holidays falling on Sunday shall be observed on the following Monday by those employees working 

Monday through Friday.  Holidays falling on Saturday shall be observed on the preceding Friday by such 

employees, with the exception of the New Year’s Day Holiday, which shall be observed the following 

Monday. During years in which Christmas Eve falls on a weekday a ½ day (afternoon) shall be observed 

as a holiday.  If Christmas Eve falls on a weekend no holiday shall be “observed”. 

All regular employees working twenty (20) hours or more a week on a year- round basis are eligible for 

holidays at their regular rate of pay on a pro rata basis.  

 

3) Vacation 

 

a. Eligibility 

 

Full-time salaried or hourly employees and part-time employees who are regularly scheduled to work 30 

hours or more per week on a year-round basis shall accrue paid vacation at the regular rate of pay on a pro 

rata basis for actual hours worked.  Only time actually worked while the employee is so classified shall 

count towards vacation eligibility and benefits. 

 

Employees regularly scheduled to work less than 30 hours per week and temporary or seasonal employees 

shall not be eligible for vacation benefits. 

 

b. Amount of Vacation Allowed 
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Beginning 1 through 2 years consecutive full-time service            3.08 hours per pay period(10 days) 

Beginning 3 through 7 years consecutive full-time service            4.62 hours per pay period(15 days) 

Beginning 8 through 11 years of consecutive full-time service       5.54 hours per pay period(18 days) 

Beginning 12 through 15 years of consecutive full-time service     6.46 hours per pay period(21 days) 

Beginning 16+ years of consecutive full-time service            7.39 hours per pay period(24 days) 

Union employees should consult their contract 

 

c. Other Terms and Conditions 

 

Transferred and promoted employees may utilize accrued vacation time during their probationary period 

only with the approval of their supervisor.  Vacation time accrued by an employee in another office or 

department shall be transferred with the employee to the new office or department. 

 

Employees who are on a lay-off or on an authorized leave of absence without pay shall not accrue 

vacation or sick leave time during the period of such layoff or authorized leave. 

 

d. Accrual  

 

An employee may accrue vacation leave to a maximum of 1-1/2 times the vacation leave earned by the 

employee in the year.  Four (4) or more continuous weeks of vacation may be taken only if efficient 

operation of the department may be continued and must be approved by the City Council. 

 

e. Requests 

 

On a regular basis, department supervisors shall consult with employees eligible for vacation to determine 

the vacation schedule for the department.  Employees requesting vacation time shall submit such request 

in writing at least ten (10) days in advance to the department supervisor.  If more than one (1) employee in 

a given office requests vacation time for the same period, requests shall be considered by the department 

supervisor and vacation shall be granted on the basis of seniority and/or other circumstances surrounding 

the situation.  Requests for vacation time shall not be granted if the employee's absence may impair the 

efficiency of the office or department. Notice in advance shall be given to the City Administrator's office 

as to vacations to be taken by department heads of three days or more. 

 

f. Waiving Vacation Period 

 

Employees shall not be permitted to waive vacation time for the purpose of receiving double pay. 

 

Employees may use accumulated vacation time as an extension of sick leave, provided sick leave benefits 

have been exhausted, with the approval of the department supervisor. 

 

g. Terminal/Unused Vacation 

When an employee resigns in good standing or when an employee is layed off or retires, he/she shall be 

paid for vacation time accrued and unused to the date of separation. The retiring employee may choose to 

convert the unused vacation to their Post Retirement Medical Expense Account. 

 

4) Sick Leave 
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a. Eligibility 

 

Full-time and part-time employees consistently working twenty (20) hours or more per week shall be 

eligible for sick leave grants.  In the case of regular part-time employees, grants shall be made on a 

prorated basis directly proportionate to the number of hours worked. Employees classified as temporary, 

part-time (less than 20 hours per week) and seasonal shall not be eligible for sick leave.  

 

b. When Granted 

 

Sick leave with pay shall be granted for personal illness, medical examination, medical treatment or legal 

quarantine, for the employee and minor children, or in the case of a work-connected injury.  

 

Per State Statute 181.9413 an employee may use up to 160 hours of sick leave for illness, medical 

examination, medical treatment or legal quarantine for adult children, spouses, siblings, parents, parent-
in-laws, grandchildren, grandparents, and stepparents. This also allows for use of sick time for “safety 
leave” to provide or receive assistance personally or for listed relatives due to sexual assault, domestic 
abuse or stalking.  However, for these relatives, the leave is limited to 160 hours in any 12-month period. 
The 160-hour limit does not apply to the employee’s stepchild, biological or foster child, either under 18 
or under 20 if still attending secondary school. 

 

When an employee is eligible for Worker's Compensation payments for hours of lost time due to a work 

related injury or illness, the employee may supplement these payments with a prorated portion of his or 

her sick leave pay, so that the combination of the two shall equal his or her regular pay for a period.  

When the period of disability is three days or less, all lost time shall be paid from the employee’s sick 

leave account on a prorated basis directly proportionate to the number of hours worked, as Minnesota 

Statutes do not provide for Worker's Compensation payment during this period.  The work related injury 

shall be reported immediately to the employee's supervisor, who shall complete a "Supervisor's Report of 

Accident" form for submission to the City Administrator’s Office. The employee shall, at the earliest 

possible opportunity, appear at the City Administrator’s Office to assist in completion of a "First Report 

of Injury" form.  The lost time shall be limited to the actual time deemed medically necessary for the 

treatment of said work related injury or illness, and shall be documented as such on the employee's time 

sheet. 

 

Employees who are on a lay-off or on an authorized leave of absence without pay shall not accrue sick 

leave time during the period of such layoff or authorized leave. 

 

c. Request for Sick Leave 

 

When a request for sick leave is necessary, employees shall notify their respective department heads at the 

earliest practicable time.  Failure to make a diligent effort to give such notice may result in a payroll 

deduction for the time taken. Employees claiming sick leave for more than three (3) consecutive days may 

be required to file with their respective department supervisor, competent written evidence that they have 

been absent as authorized for this purpose. (In the case of a serious illness of self or in the immediate 

family requiring the employee’s attendance see the Family Medical Leave.)  Additional sick leave may be 

granted by the City Administrator. 

 

d. Accrual 
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3.39 hours of sick leave shall be granted for each completed pay period.  Additions to or deductions from 

each employee’s sick leave account shall be made each pay period.  Only days that the employee would 

normally have worked shall be charged against his or her sick leave account. For employees hired before 

January 1, 1999, unused sick leave shall accrue to a maximum of 1000 hours.  Employees hired on or after 

January 1, 1999 shall be allowed to have a maximum accumulation of 600 hours of sick leave. 

 

e. Exclusions 

 

The following situations are excluded from sick leave benefits: 

 

1.  When illness or injury is due to or incurred while in the employ of others. 

 

2.  When illness, injury or physical inability results from excessive use of alcohol, or non-

prescribed drugs, or abuse of prescribed drugs except as part of the medically accepted treatment 

program. 

 

3.  During an unpaid leave of absence with stated guidelines.  

 

4.  When holidays occur during an employee's sick leave. 

 

5.  After termination of employment. 

 

f. Unused Sick Leave 

 

When an employee who leaves employment with the City of Kasson and meets the minimum 

requirements of this program as outlined below, he/she shall be eligible to participate in a post-

employment insurance program provided by the City of Kasson. 

 

A. Employee has completed: 

 

1. Ten (10) to fourteen (14) years of employment with the City of Kasson and; 

2. Has between three hundred (300) and four hundred (400) hours of sick leave accumulated 

as of their last day of employment. 

 

This employee shall have the first 300 hours accumulated converted on a 2 to 1 formula.  The 

dollar value of accumulated sick leave hours (base 300 hours) shall be equal to one-half (1/2) of 

the hours at the time of termination/retirement multiplied by the employee’s hourly rate of pay at 

the time of termination/retirement. 

 

The hours accumulated in excess of 300, up to 600 hours shall be converted on a 4 to 1 formula.  

The dollar value of accumulated sick leave hours in excess of the 300 base hours shall be equal to 

one-fourth (1/4) of the hours at the time of termination/retirement, multiplied by the employee’s 

hourly rate of pay at the time of termination/retirement. 

 

The total dollars available based on the formulas as described above shall be deposited in the 

insurance program provided by the City for the sole purpose of paying medical related expenses.  
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The employee may also elect to contribute all of the unused vacation they have accumulated to this 

account.  

 

B. Employee has completed: 

 

1. Fifteen (15) to nineteen (19) years of employment with the City of Kasson and; 

2. Has between four hundred (400) and five hundred (500) hours of sick leave accumulated as 

of their last day of employment: 

 

This employee shall have the first 450 hours accumulated converted on a 2 to 1 formula.  The 

dollar value of accumulated sick leave hours (base 450 hours) shall be equal to one-half (1/2) of 

the hours at the time of termination/retirement, multiplied by the employee’s hourly rate of pay at 

the time of termination/retirement. 

 

The hours accumulated in excess of 450, up to 600 hours shall be calculated on an hour for hour 

(1-1) formula.  The dollar value of accumulated sick leave hours in excess of 450 base hours shall 

be equal to each hour (1-1) at the time of qualification, multiplied by the employee’s hourly rate of 

pay at the time of termination/retirement. 

 

The total dollars available based on the formula as described above shall be deposited in the 

insurance program provided by the City for the sole purpose of paying medical related expenses.  

The employee may also elect to contribute all of the unused vacation they have accumulated to this 

account. 
 

C. Employee has completed: 

 

1.  Twenty (20) or more years of employment with the City of Kasson and; 

2.  Has between five hundred (500) and six hundred (600) hours of sick leave accumulated as 

of their last day of employment: 
 

That employee shall have the first 450 hours accumulated converted on a hour for hour (1-1) 

formula.  The dollar value of accumulated sick leave hours (the first 450 hours) shall be equal to 

the hours multiplied by the employee’s hourly rate of pay at the time of termination/retirement. 

 

The hours accumulated in excess of 450, up to 600 hours shall be converted on a two to one (2-1) 

formula.  The dollar value of accumulated sick leave hours in excess of 450 hours shall be equal to 

one-half (1/2) of the hours at the time of qualification, multiplied by the employee’s hourly rate of 

pay at the time of termination/retirement. 

 

The total dollars available based on the formula as described above shall be deposited in the 

insurance program provided by the City for the sole purpose of paying medical related expenses. 

The employee may also elect to contribute all of the unused vacation they have accumulated to this 

account.   
 

D. Employees who do not meet the minimum range of accumulated hours in the program:  300 – 400 

hours for 10-14 years; 400 – 500 hours for 15-19 years; and 500 – 600 hours for 20 or more years, 

shall not be eligible to receive any payment for unused sick leave. 
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E. All monies earned as a result of this unused sick leave program must be used to pay medical 

related expenses per the program provided by the City of Kasson.  No monies shall be paid directly 

to the terminating/retiring employee. 

 

5. Court and Jury Duty Leave 

After notice to department supervisor, an employee shall be granted leave with pay for: 

 

1.  Service upon a jury. 

2.  Appearance before a court, legislative committee or other judicial or quasi-judicial body as a 

witness in an action involving a federal government, State of Minnesota, or a political subdivision 

thereof, in response to a subpoena or other direction by proper authority. 

 

The employee shall turn over to the City any per diem payment received as a result of service on a jury or 

as a witness in the above listed actions.  Money received as expenses shall be kept by the employee. 

 

Any absence, whether voluntary or in response to a legal order to appear and testify in private litigation, 

not as an employee of the City but as an individual, shall be taken as a deduction from the employee’s 

comp time account or from the employee’s vacation account.  If these accounts are exhausted this time 

may be taken as leave of absence without pay with department head approval. 

 

6. Funeral Leave   

In the event of death of a member of the immediate family, funeral leave may be taken for the actual time 

required, not to exceed three (3) workdays, except with the approval of the department supervisor.  

However, in the case of a spouse or child, up to forty (40) hours per incident may be granted.  In this case 

"Immediate family" shall mean spouse, children, parents, grandparents, grandchildren, siblings or spouse's 

immediate family.  These hours are NOT deducted from the sick leave account. 

 

Employees are also granted eight (8) hours within a 12-month period of Funeral Leave to be used for 

funerals not involving immediate family members with the approval of the employee’s department 

supervisor.  These hours ARE deducted from the sick leave account. 

 

7. Special Leaves    

Full-time and part-time employees may be granted a leave of absence without pay for periods not to 

exceed twelve (12) months.  A written application must be submitted to the respective department head.  

Leaves may be granted at the recommendation of the employee's respective department head and with the 

approval of the City Council. Leave agreements must be in writing and signed by the interested parties. 

 

Probationary employees may be granted leave without pay for periods not to exceed thirty (30) calendar 

days only in the event of sickness, disability, or death in the family.  Written application for such leave 

shall be supported by evidence as may be required by the employee's respective department head and the 

City Council.  Extension of leave for probationary employees not to exceed six (6) months, may be 

granted under the recommendation of the respective department head, with the approval of the City 

Council. 

 

All leave without pay shall be subject to cancellation by the respective department head and the City 

Council if at any time it is found that the employee is using the leave for purposes other than specified at 
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the time of approval (in this case the employee could also be subject to disciplinary action), or when the 

interests of the City of Kasson require that said employee return to his/her employment. 

 

Sick leave and vacation leave shall not accumulate during leaves without pay, however, the requesting 

employee may be required to use any accumulations of comp time, vacation and sick leave used 

respectively.  Medical insurance, if desired to be kept in force by the employee, shall be paid in full by the 

employee after thirty (30) days.  Positions restoration shall be at Council’s discretion. 

 

8. Family/Medical Leave Policy 

 

A. Policy 

 

It is the policy of the City of Kasson, to provide up to a total of twelve (12) workweeks of leave during a 

12-month period (using a rolling 12-month period, defined as the prior 12 months), for employees at the 

time of birth or adoption of their child or at the time of a serious health condition affecting the employee 

or a family member.  This policy is adopted in accordance with the federal "Family and Medical Leave 

Act of 1993".  Family/Medical Leave shall be taken simultaneously with Minnesota Parenting Leave. 

 

B. Eligibility 

An employee qualifies when that person have been employed by the City for least twelve (12) months and 

has worked at least 1250 hours in the twelve (12) months preceding the commencement of the leave.  

Employers must count hours employees would have worked but for military service as part of the 1250 

hour requirement to determine FMLA eligibility. 

 

C Definitions 

(1) spouse – means a husband or wife as defined or recognized under State law for purposes of 

marriage in the State where the employee resides, including common law marriage in States where 

is it recognized,  

(2) son or daughter – means a biological, adopted or foster child, a stepchild, a legal ward or a 

child of a person standing in loco parentis, who is either under age 18, or older and “incapable of 

self-care because of a mental or physical disability”  

(3) parent – means a biological, adoptive, step or foster father or mother, or any other individual 

who stood in loco parentis to the employee when the employee was a son or daughter.(but not 

parent-in-law), 

 

FAMILY - PARENTAL LEAVE 

 

Eligible employees may take family leave for the birth of a child, and to care for the newborn child, or for 

the placement of a child for adoption or foster care.  A "son or daughter" is defined in section 8 (C)(2).  

An employee entitlement to leave for the birth or placement of a son or daughter expires at the end of the 

12-month period beginning on the date of the birth or placement.  Circumstances may require that leave 

begin before the actual date of birth or placement.  This type of leave may not be taken intermittently.   

 

A husband and wife who are both eligible for leave and who are both employed by the City are permitted 

to take only a combined total of twelve (12) weeks of leave during the designated 12-month period. 
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Before an unpaid leave may begin the employee shall substitute any accrued sick time, once that is 

exhausted then they shall substitute any accrued comp time, once that is exhausted, they shall 

substitute any accrued vacation time.  Employers may not require employees to use paid time off, 

vacation pay where the employee on FMLA leave is also receiving disability benefits or worker’s 

compensation benefits.   

 

 

FAMILY - MEDICAL LEAVE 

 

Eligible employees may take family medical leave to care for their spouse, son or daughter, or parent (but 

not parent-in-law) as defined in section 8(C), if that family member has a serious health condition or for a 

personal serious health condition that makes the employee unable to perform the essential functions of 

their position. Married employees would each have 12 weeks for their own serious health condition or to 

care for an immediate family member, as defined. 

 

A "serious health condition" is defined as an illness, injury, impairment or physical or mental condition 

that involves: 

 

-- any period of incapacity or treatment in connection with or consequent to inpatient care    

    (i.e., an overnight stay) in a hospital, hospice or residential care facility; 

-- any period of incapacity requiring absences from work, school or other regular daily  

    activities of more than three (3) calendar days that also involves continuing treatment  

    by (or under the supervision of) a health care provider; or 

-- continuing treatment by (or under the supervision of) 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 for more than three (3) calendar days. 

 

Examples of a "serious health condition" include but are not limited to: 

 

-- heart attacks and conditions requiring surgery (e.g., bypass or valve operations) 

-- most cancers 

-- back conditions requiring extensive therapy or surgery 

-- strokes 

-- severe nervous disorder (e.g., mental illness resulting from stress) 

-- severe respiratory conditions 

-- pregnancy, severe morning sickness, prenatal care 

-- childbirth and recovery from childbirth 

-- appendicitis 

-- pneumonia 

-- emphysema 

-- severe arthritis 

-- injuries caused by serious accidents on or off the job 

-- treatment for substance abuse (not absence caused by use of substance) 

 

With respect to an employee, the term "serious health condition" is intended to cover conditions or 

illnesses that affect the employee's health to the extent that he/she must be absent from work on a 

recurring basis for three (3) days or more and involves continuing treatment by a health care provider.  
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With respect to family members, the term "serious health condition" is intended to cover conditions or 

illnesses that affect the health of the family member so that he/she is similarly unable to participate in 

school or in his/her regular daily activities.  Family leave may be taken because of the illness of a son, 

daughter, spouse or parent (as described in the first paragraph) this does not include in-laws. 

 

Before an unpaid leave may begin the employee shall substitute any accrued sick time, once that is 

exhausted then they shall substitute any accrued comp time, once that is exhausted, they shall 

substitute any accrued vacation time. Employers may not require employees to use paid time off, 

vacation pay where the employee on FMLA leave is also receiving disability benefits or worker’s 

compensation benefits. 

 

QUALIFIYING EXIGENCY LEAVE  

 

The FMLA regulations define exigency leave to include: 

 Short term deployment; 

 Military events and related activities; 

 Child care and school activities; 

 Financial and legal arrangements; 

 Counseling; 

 Rest and recuperation; 

 Post employment activities; 

 Additional activities where the employer and employee agree to the leave; 

 

QUALIFYING EXIGENCY LEAVE 

 

The qualifying exigency leave permits employees the opportunity to handle affairs concerning the call of a 

parent, child or spouse to federal military service.  The January 16, 2009 regulations extend qualifying 

exigency leave only to families of National Guard or Reserve components called to state service. 

The qualifying exigency leave counts against the employee’s 12 week per 12 month total FMLA leave 

period. 

 

CARING FOR MILITARY PERSONNEL LEAVE 

 

The second type of military leave permits an employee to have protected leave for a maximum of 26 

weeks in a single 12-month period.  The leave year for this type of leave must commence on the first day 

the employee begins the caring for military personnel leave regardless of whether or not the employer uses 

a different system (e.g. calendar year) for other FMLA leaves. 

 

Furthermore, although this 26-week leave is available only once in a 12-month period, additional leaves 

for other covered members or for the same service member, if a new injury or sickness develops, are 

available in subsequent 12-month periods. 

 

NOTIFICATION - PARENTAL AND MEDICAL LEAVES 

 

When the need for family leave is foreseeable for a birth or placement of a child, the employee must give 

the City at least thirty (30) days' notice before the date the leave is to begin.  Request for a leave should be 

made by completing a "Leave of Absence" form. 
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When planning medical treatments, employees should consult with their respective Department Head 

when giving notice and make reasonable efforts to schedule the leave so as not to unduly disrupt the 

department's operations, subject to the approval of the health care provider. 

 

When unforeseen events occur that require leave, employees must give notice as soon as practicable, 

ordinarily within one or two working days.  Notice should be given either in person or by phone when 

medical emergencies are involved, and may be given by the employee's spouse, other family member or 

other responsible party if the employee is unable to do so due to a serious health condition.  Written notice 

shall not be required in the case of a medical emergency. 

 

GENERAL PROVISIONS 

 

Intermittent Leave 

 

Employees may use intermittent leave or leave on a reduced schedule, subject to requirements for notice 

and certification for the care of a spouse, son, daughter or parent (as described in section 8(C)) with a 

serious health condition, or for their own serious health condition, when leave on this basis is medically 

necessary.  Intermittent leave could be a few hours off, or a day or a week off at intervals as the 

employee's needs require.  A reduced leave schedule could be a regular schedule of a three-day week, or 

working only mornings, etc. 

 

Medical Certification 

 

Upon requesting leave because of a serious health condition of a spouse, son, daughter, parent (as 

described in section 8(C)) or an employee's own serious health condition, the employee must have the 

health provider of the person with the condition complete the "Certification of Physician or Practitioner" 

form. 

 

Medical certification for family medical leave must be provided in advance or at the start of the leave.  If 

the need for the leave does not permit this timing, medical certification should be provided within 15 

calendar days after the leave begins, unless it is not practicable to do so under the circumstances. 

 

If there is reason to doubt the validity of the medical certification, the City may require, at its own 

expense, the opinion of a second health care provider designated or approved by the City, but not 

employed regularly by the City. 

 

If the second opinion differs from the first opinion, the City may require, at its own expense, the opinion 

of a third health care provider, designated or approved jointly by the City and the employee.  The third 

health care provider's opinion is final and binding by both the City and the employee. The City may 

require the employee to obtain subsequent medical re-certification on a reasonable basis. 
 

Position Restoration 
 

The employee shall be entitled to be restored to his/her prior employment benefits, status, pay and other 

terms and conditions of employment, or to an equivalent position the employee held prior to FMLA leave.  

An employee who has taken unpaid leave due to a serious health illness he/she has personally experienced 
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must provide a statement from his/her physician prior to resuming work that states that the employee is 

fully able to return to work. 
 

Exceptions: 
 

The City Council shall have the option of denying restoration under the Key Employee Restoration rule, 

upon the determination that the city would sustain substantial and grievous economic injury.  The term 

"Key Employee" is defined as an employee who is salaried, and is among the highest paid 10 percent of 

all salaries and non-salaried employees.  In determination of this status, the year-to-date earnings as of the 

date leave is requested shall be used in the employer's computation. If the city, during the FMLA leave, 

eliminated a work shift, thus laying off all employees in that shift, or affected the transfer of employees 

according to an existing collective bargaining agreement or reduced the amount of overtime as an 

operational necessity to all employees there would be no right to restoration. 
 

Key Employee Restoration 

 

The City Council may deny restoration of a key employee should a determination be made that restoration 

would cause the city a "substantial and grievous economic injury" to its operations.  Factors in this 

consideration would include whether the city has the ability to temporarily replace the key employee as 

opposed to hiring a permanent replacement, in addition to having to reinstate the key employee to an 

equivalent position within the organization.  Upon receiving a request from a key employee for leave, the 

City Council shall notify the employee of his/her status as a key employee. 
 

Pay Adjustments 

 

The employee shall be entitled to any pay scale adjustments that occurred during the unpaid leave of 

absence period. 
 

Benefits 
 

Sick leave and vacation shall continue to accumulate only during periods of compensated leave.  Sick 

leave and vacation benefits shall cease to accrue during periods of unpaid leave.      

The City shall maintain coverage under the group health plan, for the duration of the leave, at the level 

and under the conditions that coverage would have been provided if the employee had continued working 

and had not taken leave.  During unpaid leaves, premiums shall be recovered from employee per payroll 

deduction within 60 days upon return to work. In the event the employee fails to return to work at the end 

of the leave period, or due to circumstances other than those expressed in the leave of absence request, or 

failing to provide re-certification of medical condition, the City Council may seek recovery of health care 

premiums paid by the city on behalf of the employee. 
 

Catastrophic Circumstances 

 

If an employee claims that he/she cannot return from leave because of a serious health condition, the City 

may require that this claim be supported by medical certification from a health care provider.  The 

employee must provide a copy of the medical certification within 15 calendar days from the date of the 

City's request. Approvals for leave under this provision are as outlined in the Kasson Employee Policy. 

This policy is intended to be a general summary of the FMLA.  Each situation shall be evaluated on a case 

by case basis in accordance with the Statute and regulations.   

 

For the forms for Family/Medical Leave see the City Clerk. 
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9.  Leave Donation Policy 

 

With the consent of the City Administrator, employees having accrued regular sick leave and/or 

vacation leave will be allowed to donate a portion of such accrued regular sick leave and/or 

vacation leave to a shared bank in order to aid fellow employees experiencing a major life 

threatening illness suffered by the employee, the employee’s spouse, or the employee’s minor child.  

A major life-threatening illness shall include, but not necessarily be limited to: heart attack, stroke, 

organ transplant, or other life-threatening illness as defined by a physician’s diagnosis.  Major life-

threatening illnesses must be supported by a physician’s statement to be eligible for consideration. 

 

An employee is only eligible to receive donated sick leave and/or vacation leave for normal work 

hours lost due to a life-threatening illness as defined above. An employee will be eligible to receive 

donated sick leave and/or vacation leave only after the employee’s own accrued sick leave, 

emergency sick leave, compensatory leave, vacation leave, and all other accrued leave have been 

exhausted. 

 

A full-time employee will be allowed to receive up to 20 days (160 hours) of donated leave for any 

single major life-threatening illness.  A part-time employee will be allowed to receive up to 10 days 

(80 hours) of donated leave for any single major life-threatening illness. No employee will be eligible 

to receive donated leave until he or she has successfully completed the probationary period at the 

time of their initial hire with the City. 

 

An employee using donated time from the shared bank must not be receiving a paid disability 

benefit from any source that is greater than or equal to his or her base salary (including an 

employer-sponsored or personal insurance policy). If otherwise eligible to receive donated leave, 

employees receiving a paid disability benefit less than his or her base salary would be eligible to 

receive a pro-rated benefit equaling the difference between the disability benefit received and their 

base salary. 

  

A full-time employee may donate no more than 16 hours of sick leave and/or vacation leave to the 

shared bank per calendar year. A part-time employee may donate no more than 8 hours of sick 

leave and/or vacation leave to the shared bank per calendar year.  An employee who is donating 

sick leave and/or vacation leave must do so from the employee’s own regular accrued sick leave 

and/or vacation leave, and must do so in 8 hour increments.  Donations from the employee’s 

emergency sick leave are prohibited. 

 

A written request using the appropriate form available at City Hall to donate sick leave or vacation 

leave to the shared bank, or to request to use time from the shared bank must be submitted to the 

City Administrator. The City Administrator shall have the right to deny and/or limit leave donation 

requests as deemed necessary and in the best interests of the City of Kasson. 

  

Donations shall remain anonymous. However, the employee requesting to use time from the shared 

bank has the option to request the City Administrator send out an employee communication 

informing others of his or her need for donated leave.  If the employee would like to include medical 

information in the outgoing communication, the employee must provide the City Administrator 

with written permission for the information to be released. 
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Donations made to the shared time-off bank are non-refundable, and there are no tax implications 

to the donating employee.  Donated hours are taxable to the receiving employee and are not eligible 

for additional accrual of benefits.  Donations shall be converted in the shared bank based on the 

donor's hourly rate of pay and given to eligible recipients as time-off hours based on their hourly 

rate of pay.  

 

Donated leave cannot be used for any severance pay, or paid out to an employee in the form of cash, 

or used in any other manner other than what is stated in this policy. 

 

Nothing in this policy shall limit or extend the employee's rights under the Family and Medical 

Leave Act.   

 

10. Military Leave 

 

Employees who are in the service in the armed forces of the State or of the United States shall be entitled 

to leaves of absence as provided for by Minnesota Statutes, Section 192.261. Notification must be made to 

the department supervisor. 

 

11. Bone Marrow/Organ Donor Leave (MN State Statute 181.945, 181.9456) 

 

Employees who average 20 or more hours per week may take paid leave, not to exceed 40 hours, and 

subject to verification, to undergo medical procedures to donate bone marrow.  

 

12. Absence Without Leave 

 

Any absence of an employee from scheduled duty that is not properly reported to and authorized by his or 

her respective department head shall be deemed an absence without leave for which compensation shall 

not be paid by the City.  Unauthorized absence of an employee for three (3) consecutive work days shall 

be considered by his or her respective department head and the City Council as a resignation of such 

employee, except in the cases where the conditions of such absence were beyond the employee's control. 

 

13. School Conference and Activity Leave (MN State Statute 181.9412) 

Employees may take unpaid leave (they may substitute vacation or comp time pay) up to 16 hours per year 

to attend school conferences or classroom activities related to the employee’s child, provided the 

conference or activity cannot be scheduled during non-work hours. 

 

14. Terminal Leave 

(See Terminal Vacation) 

 

15.  Administrative Leave 

 

POLICY 

 
The City of Kasson recognizes that employees involved in critical incidents may be subject to stress reactions both 

during and post incident. Knowing that these stress reactions may have a corrosive effect on the employee, 

potentially leading to long term professional and personal problems, the policy of the City shall be to provide 

immediate follow up care to involved employees as the City deems necessary. 
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PURPOSE 

 
To clearly establish for agency personnel: 

 

 Events which are critical incidents. 

 Reporting responsibilities for supervisors. 

 Departmental level response to critical incidents. 

 Involved employee responsibilities. 

 

SCOPE 

 
This section should be applicable to employees involved in critical incidents directly and may extend to employees 

with indirect involvement. This policy applies to incidents that occur while the employee is on-duty, at work acting 

within their capacity as an employee of the City of Kasson. 

 

STANDARDS 

 

DEFINITIONS 

 

A.  Administrative leave: 

 
Paid leave granted to an employee that does not affect or reduce the Employee’s annual/vacation or sick leave 

balance. 

 

B.  Critical incident: 

 

1.  An incident in which deadly force, as defined in MS. 609.066, Subdivision 1, is used by an officer. 

 

2.  An incident resulting in death, great bodily harm, or substantial bodily harm to an employee of the City of 

Kasson or to a member or members of the public. 

 

3.  Particularly gruesome suicides or homicides, brutal child abuse cases, or several difficult incidents occurring 

within a short time frame. 

 

4.  A life threatening event or an employee involved with a life or death struggle with another. 

 

5.  Additional examples of critical incidents may include, but are not limited to: 

 a.  Hostage situations 

 b.  Pursuits 

 c.  Sudden death or serious injury to a child 

 d.  Difficult rescue efforts 

 e.  A victim and family known by the responder 

 f.   A victim with overwhelming traumatic injuries 

 g.  Natural disasters or mass casualty incidents 

 h.  Significant unfavorable media coverage of an event 

 

C.  Immediate Family Members 

 
The employee’s spouse, child or stepchild. 

 

D.  Involved Employee: 
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An employee of the City of Kasson, or department support personnel who are directly or indirectly involved in a 

critical incident.  

 

REPORTING AND RESPONSIBILITIES 

 
A.  The department head shall determine if an event is a critical incident as defined by this policy. Occurrences 

determined to be critical incidents are to be reported immediately to the City Administrator. Through knowledge of 

the incident, observation of and discussion with involved employees, the City Administrator shall assess whether 

or not involved employees shall be granted immediate leave from the work place, or continue their respective 

shifts. 

 

B.  The City Administrator may grant employees demonstrating an emotional reaction to the incident 

administrative leave up to three working days in length. The City Administrator may extend administrative leave 

for up to two weeks in duration. Employees seeking administrative leave beyond three days must be engaged in a 

treatment or counseling program intended to alleviate the effects of the critical incident upon the employee.  

 

DUTY OFFICERS OR DEPARTMENT HEAD DOCUMENTATION 

 
In addition to immediate notification of the City Administrator the senior on-duty officer or Department Head shall 

prepare written documentation of the incident prior to completion of the work shift.  This report may be a narrative 

supplemental report or, in the absence of a narrative, a memorandum to the City Administrator. The City 

Administrator may waive this requirement at his/her discretion. 

 

DEPARTMENT HEAD RESPONSIBILITIES 

 
The Department Head may order debriefings or visits with an experienced licensed psychologist or mental health 

professional as soon as possible, but no later then 72 hours after the incident. The City Administrator retains the 

authority to require attendance by employees involved in a critical incident. Employees required or electing to 

attend de-briefings or professional visits shall be compensated per contract language or City personnel policy as 

appropriate. 

 

EXTENDING SERVICES TO FAMILY 

 
Critical incidents not only affect the employee but immediate family members as well.  If requested, and at the 

Administrator’s discretion, the City may assist with arranging professional counseling and follow up care by an 

experienced licensed psychologist or mental health professional for immediate family members affected by the 

aftermath of the incident. 

 

POSTTRAUMATIC STRESS SYNDROME BENEFIT 

 
Minnesota State Statute 299A.411 requires law enforcement agencies to provide certain benefits to officers who 

have been clinically diagnosed as suffering from Posttraumatic Stress Syndrome as a result of the lawful taking of 

a life and are unable to perform other peace officer job duties provided by the employer. Employees involved in 

incidents covered by this legislation shall be afforded the benefits as required by State Statute. 

 

RETURN TO WORK 

 
Employees placed on leave following involvement in a critical incident may be required to meet with an 

experience licensed psychologist or mental health professional to assure that the employee is prepared for return to 

work. 
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16. Insurance Program 

 

The City of Kasson will pay health insurance premiums for all employees per the terms of the 

current fully executed labor agreements.   

 

In accordance with the federal health care reform laws and regulations, the city shall offer health 

insurance benefits to eligible employees and their dependents that work on average or are expected 

to work 30 or more hours per week or the equivalent of 130 hours or more per month.  In order to 

comply with health care reform law while avoiding penalties, part-time employees will be scheduled 

with business needs and in a manner that ensures positions retain part-time status as intended 

 

The City will also offer a dental plan that employees may purchase on a pre-tax basis. The City will 

provide, Life, AD&D, Short Term Disability and Long-Term Disability for each fulltime employee. 

 

Flexible Spending Plan 

 

Employees may elect to fund a medical reimbursement account and/or a dependent care reimbursement 

account and/or a dental and vision only reimbursement account depending on the health savings plan that 

they choose.  This benefits the employee, allowing them to recover unreimbursable medical and 

dependent care costs by payroll deductions made on a pre-tax basis, thus reducing the employee's tax 

liability and thereby enhancing their earnings.  Employees qualify for participation in this program 

following six months of employment with the City of Kasson. Policies and procedures governing the 

Flexible Spending Plan shall be defined by the firm under contract with the City of Kasson for this 

purpose.  Funds in the medical reimbursement account may not be used to fund dependent care and vise 

versa.  Maximum amounts that are reimbursable to the employee for the purpose of medical 

reimbursement and for dependent care reimbursement are as established by contract by the City of 

Kasson.  Charges that exceed the City contribution for insurance coverages may be reimbursed through 

this Flexible Spending Program. 

 

Consolidated Omnibus Reconciliation Act (COBRA) 

 

Consolidated Omnibus Reconciliation Act (COBRA) is available for every eligible exiting City employee.  

Terminating employees shall have the option to continue in force the City's insurance policy for the 

employee and dependents provided that the policy remains in force for active employees of the City.  

Eligible electing employees shall pay the City, on a monthly basis, the cost of the continued coverage.  

Eligible employees shall be allowed to continue the coverage until re-employment and eligibility for 

health care coverage under a group policy, contract or plan sponsored by the same or another employer or 

for a period of eighteen (18) months after the termination of employment, whichever is shorter.  Eligible 

employees shall be those employees who were terminated for reasons other than the employee's disability 

or retirement.  The City shall be required to inform an eligible employee within ten (10) days after 

termination of employment of the following matters: 

 

a.  Of the eligible employee's right to elect to continue coverage; 

 

b.  The amount that must be paid monthly to the employer to retain coverage; 
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c.  The manner in which and the office of the employer to which the payment to the employer must 

be made; and 

 

d.  The time by which the payments to the employer must be made to retain coverage. 

 

The COBRA forms shall be available from the City Clerk. 

 

In the event that an otherwise eligible terminated employee elects not to continue coverage, coverage for 

said employee and his dependents shall terminate on the last day of the month in which the employee is 

terminated. For further information on termination of insurance coverage, each employee should review 

his/her policy or contact the claims agent. 

 

Children’s Health Insurance Program Reauthorization Act of 2009 

 

CHIPRA required that group health plans allow the employees and eligible dependents to enroll in the 

group health plan if either the employee or dependent: 

 Loses coverage under the State Children’s Health Insurance Plan, or; 

 Loses coverage under the Medicaid Program, or; 

 The employee or dependent becomes eligible for a premium assistance subsidy.  The state may pay 

the subsidy to the employee as a reimbursement if the employer has elected not to receive the 

subsidy or otherwise pay the employer directly. 

 

CHIPRA requires a 60-day enrollment period for these special enrollment events where other HIPAA 

special enrollment events include a 30-day period. 

 

Insurance Continuance 

 

The terminating/retiring employee and employee’s dependents may continue to participate indefinitely in 

the employer-sponsored insurance’s that the employee participated in immediately before retirement, 

under the following conditions: 

 

a. The continuation requirement of this applies only to a former employee who is receiving a 

disability benefit or an annuity from a Minnesota public pension plan other than a volunteer 

firefighter plan, or who has met age and service requirements necessary to receive an annuity from 

such a plan. 

 

b. The former employee may keep coverage until he/she reaches age 65. 

 

c. A former employee may receive dependent coverage only if the employee received dependent 

coverage immediately before leaving employment.  This does not require dependent coverage to 

continue after the death of the former employee. 

 

d. The former employee must pay the entire premium for continuation of coverage.  The City may 

discontinue coverage if the former employee fails to pay the premium within the deadline provided 

for payment of premiums. 
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e. The City shall notify an employee before termination of employment of the options available and 

of the deadline for electing to continue to participate. 

 

f. The former employee must notify the City Clerk of intent to participate within the deadline 

provided.  A former employee who does not elect to continue participation does not have a right to 

reenter the City’s insurance program. 

 

g. The former employee who initially selects dependent coverage may later drop dependent coverage 

while retaining individual coverage.  A former employee may not drop individual coverage and 

retain dependent coverage.  

17. Pension Plan 

 

Since January 1, 1968, all new qualified employees are covered under PERA or under a combined Plan of 

Social Security and PERA (Public Employees Retirement Association). 

 

18. Employee Education, Meeting and Travel Policies for City Employees for in and out-of-state. 

 

City employees may be authorized to attend educational opportunities and meetings (conferences, schools, 

classes, conventions and meetings).  This policy includes apprenticeship programs. 

 

Requests for education and meeting travel must be submitted to the appropriate supervisor in writing on a 

Conference Request Form. The educational opportunity or meeting must have a direct impact or relation 

to the position occupied by the requesting individual and should be budgeted for in advance. 

 

All reasonable costs associated with education and meetings shall be reimbursed by the City when the 

preceding requirements have been met.  Reimbursements for licensing and apprenticeships shall be made 

when passing scores are achieved.   

 

A certificate of completion or evidence of passing grade when issued shall be submitted to the City 

Administrator to be maintained in the employee’s personnel file. 

 

Travel Time and Expenditures 

 

City employees and officials may be authorized travel time and reasonable expenses by the appropriate 

supervisor to attend conferences, conventions, schools, classes and meetings or to conduct official City 

business. Travel needs should be anticipated and budgeted for in advance. 

 

Employees attending the same function are encouraged to share transportation and accommodations 

insofar, as is practical and reasonable. 

 

Travel of one day must be authorized by a department head.  Travel exceeding one day must be approved 

by the department head and City Administrator and acknowledged by the City Council. A Conference 

Request form shall be submitted to the City Administrator.  If the employee intends to supplement the trip 

time with vacation, this should be indicated with costs exceeding those customary to the trip to be 

financed by the city official or employee. 
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It is the intent of the City to reimburse the employee or official for necessary reasonable transportation, 

food, lodging, registration fees, and authorized miscellaneous expenses.  Meals purchased for same 

day/one day meetings will not be reimbursed per IRS guidelines. 

 

City officials and employees shall be reimbursed by filing a “Claim Form” with the Finance Director for 

review and forwarding to the City Council for payment.  All expenses shall be documented by receipts.  

Other expenses such as mileage need to be itemized. Claims should be submitted within 30 days of travel. 

 

a. Transportation 

 

All Employees are expected to use a city vehicle for travel.  Mileage shall only be reimbursed when there 

is not a city vehicle available.  Mileage shall be reimbursed at the current IRS rate. Actual costs for air 

coach or tourist, rail, bus and taxi which are incidental to completion of the trip are reimbursable. 

 

Transportation should normally be the fastest and most economical, usually auto within the state and air 

coach outside the state. 

 

The city may make payments in advance for airfare, lodging and registration; otherwise all payments shall 

be made as reimbursements to the employee. 

 

If lodging and travel accommodations are shared with a member of his or her family, the City shall be 

charged only the amount applicable had the claimant traveled alone. 

 

b. Hotel and Motel 

 

The actual cost, single occupancy rate, shall be reimbursed. 

 

c. Meals 

 

The actual cost, not to exceed $50.00 per day when overnight travel is conducted outside the limits of the 

City of Kasson, shall be reimbursed.  There is no reimbursement for meals for one day or same day 

meetings per IRS Regulations. Reimbursement up to a maximum of $50 (including tip).  Reimbursement 

shall NOT be given for alcoholic beverages.  Reimbursement shall NOT be given without the detail 

receipted (the charge summary shall NOT be accepted). 

 

d. Miscellaneous Expenses 

 

The actual cost of registration fees, parking, and other necessary expenses shall be reimbursed.  If a 

claimant chooses to use his or her personal car on a trip that could be made more expeditiously by air, he 

or she shall be reimbursed for transportation at the air coach rate less tax, and meals and lodging as if he 

or she had flown.  Extra travel time occasioned by using personal car shall be charged against vacation 

time. All conditions and regulations herein shall not apply to employees administering statutory or grant 

funds or supervised by other agencies. 

 

The city shall not reimburse costs associated with the attendance of a family member, rental of luxury 

vehicles, meal expenses included in the registration, expenses such as golf or other personal expenditures. 
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19  Elected Official In-State and Out-of-State Travel Policy 

 

Travel by elected officials of the City of Kasson is appropriate when that official is attending conferences, 

conventions or other training or meetings that further the goals of the City of Kasson.  Other such travel to 

conduct official city business is also considered appropriate. Elected Official Guidelines: 

 

1. The event, workshop, conference or assignment must be approved in advance by the City 

Council by separate motion at an open meeting and must include an estimate of the cost of the 

travel, outlining what exactly is being approved.  To avoid conflict with any open meeting 

laws, no more than two Council members may attend any event unless published as a meeting. 

 

In evaluating the travel request, the Council shall consider the following: 

 Whether the elected official shall be receiving training on issues relevant to the city or to 

his or her role as the Mayor or as a council member; 

 Whether the elected official shall be meeting and networking with other elected officials 

from around the State and the country to exchange ideas on topics of relevance to the City 

or on the official roles of local elected officials. 

 Whether the elected official shall be viewing a city facility or function that is similar in 

nature to one that is currently operating at, or under consideration by the City where the 

purpose for the trip is to study the facility or function to bring back ideas for the 

consideration of the full council. 

 Whether the elected official has been specifically assigned by the Council to visit another 

city for the purpose of establishing a goodwill relationship such as a “sister-city” 

relationship. 

 Whether the elected official has been specifically assigned by the Council to testify on 

behalf of the city at the United States Congress or to otherwise meet with federal officials 

on behalf of the city. 

 Whether the city has sufficient funding available in the budget to pay the cost of the trip. 

 Whether the elected official has announced their intention to resign, not to seek re-election, 

or who have been defeated in an election. 

 

2. No reimbursements shall be made for attendance at events sponsored by or affiliated with 

political parties. 

3. Any elected official may be asked to give oral or written reports on the results of the trip at the 

next Council meeting or may be asked to turn over materials received to the City. 

4. The City Council may make exception to the policy on a formal motion. 

 

All conditions set out in the Employee Education, Meeting and Travel Policies also apply to Elected 

Officials. 

 

20. Safety Eye Glass Policy 

 

It is the policy of the City of Kasson to make available safety eyeglasses that meet the "American National 

Standard for Occupational and Educational Eye and Face Protection," Z87.1.   

 

All employees whose job duties or location pose a greater than normal threat of eye injury from electrical 

flash or flying objects shall be required to wear safety glasses when performing such duties or working in 
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such location.  The Department of Public Works shall recommend to the City Administrator those 

employees that are so designated.  Final authorization shall rest with the City Administrator. 

 

The City shall pay for the purchase of single vision, line bifocal, or lined trifocal industrial eye protection 

and the required dispensing fee, under its agreement with Twin Cities Optical Company, Inc. and Kasson 

Eye Care.   

 

The following procedure must be followed to obtain industrial safety eyeglasses under the program: 

 

a. The Director of Public Works shall verify that the employee qualifies under this policy. 

 

b. The employee must receive a "Safety Glasses Authorization Form" signed by the City 

Administrator.  Without this form the employee shall not order safety glasses.  

 

c. No employee shall be provided safety eye ware filled from a prescription over two years old.  

Employees may see the eye doctor of their choice for their eye examination.  Each employee is 

responsible for the cost of their own eye examination and any subsequent services. 

 

d. Employees are to make an appointment at Kasson Eye Care and take the "Safety Glasses 

Authorization Form" and their prescription to Kasson Eye Care. 

 

e. The City has pre-approved the purchase of approved industrial frames stocked by Twin City 

Optical at Kasson Eye Care, with the following specifications: 

 

f. Eye wear that meets all the specifications of ANSI Z87.1 (1968/69) and OSHA standards.  That 

includes and is limited to: standard safety frames as defined by Twin Cities Optical; single vision, 

bifocal, or trifocal lenses of glass, plastic, or polycarbonate; solid colors shade 1 or 2 in pink, 

green, and gray; permanent side shields; slip-in case. 

 

g. Any costs associated with lens and frame enhancements, including progressive lenses, shall be the 

employee’s responsibility.  The City shall take a payroll deduction for the difference above the 

maximum allowable benefit. 

 

The City shall not pay for nor authorize safety eyeglasses that are not purchased through this Safety Eye 

Glass Program at Kasson Eye Care. 

 

Employees are responsible for the maintenance and care of their safety eyeglasses.  In case of breakage on 

the job, the City shall pay for the replacement of the broken part(s), upon inspection of the old glasses by 

the Director of Public Works.  The City shall also pay for the replacement of lenses necessitated by 

excessive scratching and/or pitting or change in prescription, if authorized by the Director of Public 

Works.  If the safety glasses are lost, misplaced, destroyed, or stolen, due to the employee’s negligence, 

the employee shall be responsible for the replacement costs. 

 

Employees designated to wear safety glasses who report to their duty stations without a proper pair of 

glasses shall be sent home without pay and shall be subject to appropriate disciplinary action. 
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The provision of safety eyewear, as described in this policy, shall be limited to regular employees of the 

Public Works Departments of the City. Upon implementation of this policy, the City shall not reimburse 

any employee for damage to personal glasses, except as explicitly provided for in negotiated labor 

contracts. 

 

The wearing of safety eyeglasses alone does not constitute protection where full goggles or other suitable 

type of eye protection must be worn. The provision of safety eye glasses, as described in this policy, shall 

be limited to full-time regular employees of the City. 

 

Upon implementation of this policy, the City shall not reimburse any employee for damage to personal 

glasses, except as explicitly provided for in negotiated labor contracts. 

 

21. UNIFORM POLICY 

 

All equipment and uniforms issued and purchased by the City of Kasson are the property of the City of 

Kasson and shall be returned in the event of separation of employment. 

 

Expectations:   

Employees should be neat, clean and well-groomed when reporting to work.  Shoes should 

be clean and not excessively worn.  Uniforms provided by the City shall be worn and 

should be clean, not excessively worn or faded, and without holes or frayed areas.  T-shirts 

may be worn under other shirts but shall not be an acceptable uniform for full-time 

employees. Employees who wear uniforms while on duty do so to bring credit and respect 

to the City and will not engage in conduct that is disgraceful or an embarrassment to the 

City.  It shall be the responsibility of each employee to see that clothing is clean and 

maintained.  Because the uniform represents the image of the City, employees should not 

wear their uniforms outside of their scheduled work time at inappropriate locations. 

 

Public Works Uniforms: 

Safety glasses, earplugs, hard hats and safety boots must be worn by Public Works 

employees whenever the employee is in a designated safety zone, or doing a designated 

activity which requires wearing them.  The City of Kasson shall furnish all coats, hats, 

boots, gloves, and all other necessary safety equipment for the protection of employees 

working on live equipment and the employees shall use such protective equipment.  All 

flame retardant clothing required by the Electric Department shall be furnished at the 

City’s expense.  Upon notification to the Public Works Director, reimbursement to the 

Employee shall apply when safety boots are worn out and no longer protect the Employee.    

Upon hire, employees shall be provided with safety gear, short sleeve work shirts, long 

sleeve shirts, and reimbursement for safety boots.  

 

Police Uniforms: 

The City shall provide uniforms for members of the Kasson Police Department.  Upon 

hiring the uniform shall consist of:  summer and winter uniform shirts, uniform trousers, 

ties, summer and winter jacket, along with necessary headgear and safety boots.  All 

badges, insignia, patches, official police identification and other required equipment shall 

be provided by the City.  The City will also provide the officer’s duty belt, handcuffs, and 

required holster.  The City shall provide the duty weapon, make model and caliber shall be 
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subject to approval of the Police Chief.  Official duty ammunition and ammunition utilized 

for POST required qualification shall be provided by the Employer.  Upon notification to 

the Police Chief, reimbursement to the Employee shall apply when safety boots are worn 

out and no longer protect the Employee. 

 

Other Uniforms:  

Liquor Store, Library, and Administrative staff may be issued identifying clothing for 

office and/or traveling to training or workshops.  Attire shall be well kept and replaced as 

necessary. 

 

Damaged Property: 

The City of Kasson shall replace worn-out and frayed clothing and equipment and clothing 

damaged or destroyed while Employee is on duty. The City shall replace personal property 

damaged or destroyed in the line of duty provided property is approved and submitted for 

reimbursement. 

  

Part-Time: 

  Employees shall receive uniforms on a pro-rata basis. 



 
 

To: City Council 

Date:    05/27/20 

 

Agenda Heading: City Administrator’s Report 

 

“For love of country they accepted death, and thus resolved all doubts, and made immortal their 

patriotism and their virtue.”- James A. Garfield 
 

 

 Legislature Passes Omnibus Pensions Bill with Fire Relief Provisions. The measure, HF 

3903 (Rep. Mary Murphy, DFL-Hermantown) and SF 3808 (Sen. Julie Rosen, R-Vernon 

Center), passed off the House floor on a vote of 133-0 and off the Senate floor on a vote of 

67-0. Gov. Tim Walz is expected to sign the package when it reaches his desk. The bill 

contains dozens of provisions pertaining to retirement plans in Minnesota. The provisions 

that will have the most impact on cities are those related to fire relief associations. 

 

The biggest effect to the City may be that a new dissolution process was provided. Steps in 

the process include: Fully vesting all members in their retirement benefits, a requirement 

that the board of trustees transfer any remaining surplus to the affiliated municipality up to 

the amount of required contributions made by the municipality during the preceding 10 

years, and a requirement that payment of all retirement benefits be made within 210 days of 

the effective date of plan termination, thereby allowing firefighters to receive their benefits 

immediately, rather than waiting until they reach age 50. Additionally, plan conversions are 

authorized. The bill provides new procedures for relief associations that are defined benefit 

relief associations to convert their defined benefit plan to a defined contribution plan. 

 

 Park and Rec Updates. The Park Board met and discussed a variety of issues including the 

Aquatic Center and WPA wall. We did receive an updated quote which seems more 

promising. Ronnie is working to flesh it out and will be bringing it to the Council in June. 

Staff has also begun the minor Legacy grant process. If approved it would be approximately 

$10k that we could have go towards repair. As for the Aquatic Center, right the state Dept of 

Health is not being very forthcoming. The Board decided to wait until June 16 to make a 

formal recommendation. 

 

 Legislative Session Ends with Major Unfinished Business. The pandemic-slowed 2020 

legislative session ended without agreement on some of the most important issues, including 

bonding and tax bills. Proposals to assist local units of government with workers’ 

compensation costs due to the pandemic, and to distribute federal funding to local 

governments for pandemic-related costs also did not get finalized. The failure to address 

these and other important issues — and the fact that the effects of the pandemic will 

continue into the future means there will almost certainly be a special session. 

 



The bonding packages released by the majorities in the House and Senate came 

characteristically late in the process, but clearly had not been negotiated. Although 

committees in both bodies passed bonding bills, neither package secured the necessary 

three-fifths majority votes needed to pass off the House and Senate floors. The House 

capital investment bill, HF 2529 (Rep. Mary Murphy, DFL-Hermantown), included $2.52 

billion in total spending that closely mirrored Gov. Tim Walz’s bonding recommendations. 

The Senate’s bill, SF 3463 (Sen. Dave Senjem, R-Rochester), included $998 million in 

spending, mostly for earmarked projects. 

 

 KM Schools SRTS and ponding issues. Last week the PWD, City Engineer, and I sat 

down with the school to go over the plans for SRTS and the Hwy 57 roundabout. After we 

had that discussion stormwater ponding came up. Most notably we’d like to expand and 

deepen the pond northeast of the school campus because of water issues in the Little’s 

development and to the north. They seemed agreeable and Brandon will be working on a 

plan to allow for grading and other work. The pond we reviewed was east of the school 

behind Xcel’s substation. The pond is also undersized and it may be in need of some 

maintenance as well. It falls in to a grey zone, some might argue that the school should 

maintain its own pond, however we will try to collaborate with them on it. 

 

 CARES Act funding. The House and Senate worked on separate proposals to distribute the 

$667 million in the federal Coronavirus Aid, Relief, and Economic Security (CARES) Act 

funding to cities, counties, and townships. The Senate bill, SF 4564 (Sen. Julie Rosen, R-

Vernon Center), was approved on the morning of May 17 after it was amended to include an 

additional $375 million to address the projected costs to local government and other 

employers of the workers’ compensation COVID-19 presumption enacted in April. The 

separate House bill, HF 4673 (Rep. Paul Marquart, DFL-Dilworth) that would have 

distributed the $667 million to cities, counties, and townships was never considered on the 

House floor. 

 

At this time, it is unclear whether the governor will use his authority to implement a 

distribution system of the CARES Act funds to local units of government or if it will wait 

until a special session. In any event, the allocation of funds to local units of government will 

be a high priority for us, as some of the funding could be used to offset expenses, especially 

those we have incurred in the last 2 months. 

 

 Electric Utility Updates. During the CMPAS meeting last week we reviewed the rise in 

power purchasing costs due to the COVID issue. Right now, estimates generally show a 12-

15% increase in cots. At the same, we have seen a decline in customer use, I expect to have 

specific numbers next week which I will forward out to the Council. I believe we will be 

able to maintain our needed margins with a small percentage increase in the rates this fall. 

Currently, I am looking at a change of 1-2%. Later this year, we should have good numbers 

for water and sewer, hopefully we can hold those to 2% as well. 

 

 Planning Commission. P&Z had an interesting meeting last week. Much of the meeting 

will be covered under the City Attorney’s report, however it did serve to remind me to make 

sure our policies are very thorough and properly enforced. During the 2
nd

 half of the meeting 

the board took one more step towards finalizing our updated code with a number of changes 

reviewed. New maps are be promulgated as I write and will be forwarded out to the whole 

Council. We are on track to finish this in early fall. 



Meetings and Events Attended 
 

May 5  CEDA 

EDA Board 

May 6  Draft Audit Review 

May 7  Engineering Hwy 57 discussion 

May 8  Arbor Day Ceremony 

May 12 Library Board 

May 13 Chamber of Commerce 

  City Council Meeting-Audit Review 

May 14 SRTS/Ponding meeting with KM 

May 18 Electrical Service Territory Acquisition meeting 

  Planning and Zoning Meeting 

May 19 ICS Presentation 

  CEDA 

  Park Board 

May 20 Mike Bubany TIF 

  CMPAS Meeting 

May 21 City Engineer 

  504 Development Staff Review 

May 27 Market &Johnson Site Review 

  Police Chief Interview Worksession 

  Regular Council 

 







 

RESOLUTION NO. 5.X-20 

 

AN INTERIM RESOLUTION TEMPORARILY  

ALLOWING EXPANDED OUTDOOR SEATING 

WHEREAS, Minnesota Governor Walz issued Executive Order 20-01 declaring an 

emergency due to the COVID-19 pandemic, which has been extended by Executive Orders 20-

35 and 20-53; and 

WHEREAS, the Kasson City Council declared an emergency on March 25, 2020; and  

WHEREAS, the Governor’s Executive Orders have prohibited sit-down, dine-in service 

at restaurants, which has threatened the existence of many businesses and the vitality of 

downtown Kasson; and 

WHEREAS, the City of Kasson (the “City”), prior to the pandemic, has invested 

significant time and resources is fostering a business environment that is friendly to and 

supportive of small businesses, including food establishments, particularly in downtown Kasson; 

and 

WHEREAS, small businesses, especially food establishments are an essential 

component of the economy within the City and have suffered greatly as a result of the closure 

order; and 

WHEREAS, the City is greatly concerned about the long-term damage that the closure is 

causing on food establishments and the likelihood that it will undo years of progress that Kasson 

has worked hard to achieve; and  

WHEREAS, the Kasson City Council administers zoning within the City and may 

regulate land use as part of the City’s zoning authority; and 

WHEREAS, Minnesota Statute § 462.355, Subd. 4, provides the City with authority to 

adopt an interim resolution to temporarily regulate activity; and 

WHEREAS, under the current Kasson zoning resolution, parking standards are imposed 

based upon occupancy of the building; and 

WHEREAS, in light of the COVID-19 pandemic, the CDC recommends enhanced 

spacing and reduced capacity in food establishments; and 

WHEREAS, when food establishments are permitted to resume sit-down, dine-in service 

in Minnesota, is likely that reduced occupancy levels will be required within restaurants; and 

WHEREAS, reduced occupancy will result in excess parking under the Kasson zoning 

resolution; and 

WHEREAS, the City is concerned about economic suffering of reduced occupancy and 

wishes to provide food establishments with added flexibility to establish temporary outside 

seating in unnecessary parking areas; and 



WHEREAS, the City currently permits cafés/bars and restaurants by permit, anticipates 

increased demand for the establishments of that nature, and wishes to expedite and streamline the 

approval process; and 

WHEREAS, the temporary nature of these measures and the urgency of the needs of 

affected businesses necessitates use of an interim resolution and foregoing typical planning 

commission review and public hearing procedures; and 

WHEREAS, the City will study evolving public health concerns related to COVID-19, 

business needs, and public input during the interim resolution and adjust the City’s permanent 

resolutions accordingly and refine the interim resolution as necessary. 

 

NOW, THEREFORE, the Kasson City Council adopts the following findings: 

1. The recitals above are incorporated into the findings.  

2. The City desires to provide flexibility and accommodations for food 

establishments in a manner that protects public health and safety. 

3. Outdoor seating is currently permitted by the Kasson City Code, and making it 

easier for food establishments to implement outdoor seating is critical for 

supporting the local economy and protecting public health. 

4. Temporary use of public parking spaces for sidewalk cafés is appropriate due to 

reduced demand that is a direct result of COVID-19 pandemic. 

5. Due to social distancing requirements the ability for the City to quickly study, 

prepare, and implement ordinary resolution revisions is hindered. 

6. The issue is time sensitive due to the potential re-opening of businesses. 

7. An interim resolution, pursuant to Minnesota Statutes § 462.355, is necessary to 

allow the City to quickly implement temporary revisions to accommodate the re-

opening of food establishments.  

 

NOW, THEREFORE, pursuant to Minnesota Statutes § 462.355, the Kasson City 

Council hereby ordains: 

Section 1. Interim Resolution.    

1. Temporary Resolution. A temporary resolution providing flexibility for outdoor 

seating for food service establishments within the City of Kasson is hereby 

established.  

 

2. Restricted Business. For purposes of the interim resolution, “Restricted Business” 

means any restaurant, bar, club, coffee shop, delicatessen, candy shop, or bakery with 

sit-down, dine-in service that have occupancy limitations imposed by the State of 

Minnesota due to the COVID-19 pandemic. 

 



3. Temporary Changes to Zoning Ordinance. An interim resolution. 

a. C-2. Parking standards required for Restricted Businesses in the Commercial (C-

2) District shall temporarily and proportionately be reduced by any temporary 

reduction in occupancy ordered by the State of Minnesota.  Restricted Businesses 

wishing to add onsite temporary outdoor seating may utilize temporarily 

unnecessary parking spaces by obtaining an Outdoor Seating/Event Permit.  

 

b. C-1. Parking standards required for Restricted Businesses in the Central Business 

(C-1) District shall temporarily and proportionately be reduced by any temporary 

reduction in occupancy ordered by the State of Minnesota. Restricted Businesses 

wishing to onsite add temporary outdoor seating may utilize temporarily 

unnecessary parking spaces by obtaining an Outdoor Seating/Event Permit. 

 

c. C-3. Parking standards required for Restricted Businesses in the Highway 

Commercial (C-3) District shall temporarily and proportionately be reduced by 

any temporary reduction in occupancy ordered by the State of Minnesota.  

Restricted Businesses wishing to add onsite temporary outdoor seating may utilize 

temporarily unnecessary parking spaces by obtaining an Outdoor Seating/Event 

Permit. 

 

4. Temporary Outdoor Seating/Event Permit. In order to utilize onsite temporary 

outdoor seating, a Restricted Businesses shall obtain a as follows (other provisions 

are temporarily stayed): 

 

a. Site Plan. The Restricted Business submits a site plan and other pertinent 

information demonstrating the location and type of all tables, refuse receptacles, 

and wait stations. The site plan is not required to be prepared by a civil engineer. 

b. Access. Access to the outdoor dining area, to the extent possible, is limited to 

access from the principal building. 

c. Screening from Residential. The dining area should be located in a manner that 

maximizes screening from view from adjacent residential uses.  

d. Pedestrian Safety. The Restricted Business shall minimize pedestrian circulation 

disruption as a result of the outdoor dining area by providing physical or signed 

separation and a clear passage zone for pedestrians; umbrellas or other structures 

extending in to the pedestrian clear passage zone shall have a minimum clearance 

of seven (7) feet above sidewalk. 

e. Surface. The dining area is surfaced with a hard surface that provides a clean and 

non-slip surface.  

f. Garbage. Refuse containers, designed to prevent spillage and blowing litter, are 

provided for self-service outdoor dining areas. 

Temporary Outdoor Seating Permits shall be issued administratively by the City 

Administrator. No fee is required for a Permit. Temporary Outdoor Seating/Event 

Permits shall terminate with this interim resolution and create no vested rights for 

Restricted Business. Permits may be revoked by the City Council. 



5. Liquor License. All Restricted Businesses are required to comply with liquor 

licensing requirements when utilizing a Temporary Outdoor Seating Permit or Event 

Permit.  

 

6. Duration. This temporary resolution shall be in effect for a period of one year, or 

until such earlier time as the Kasson City Council determines the interim resolution is 

no longer necessary.   

 

7. Effective Date. This Resolution shall be effective immediately upon its adoption. 

 

8. Validity. Every section, provision, or part of this Resolution is declared severable 

from every other section, provision, or part thereof to the extent that if any section, 

provision, or part of this Interim Resolution shall be held invalid by a court of 

competent jurisdiction, it shall not invalidate any other section, provision, or part 

thereof.  

 

Adopted this 27th day of May, 2020 by the City Council, City of Kasson, MN. 

 

 

      __________________________________________ 

      Chris McKern, Mayor 

 

ATTEST:      

 

 

_________________________________ 

Timothy Ibisch, City Administrator  

The motion for the adoption of the foregoing resolution was made by XX and duly seconded by Council Member 

XX.  Upon a vote being taken, the following members voted in favor thereof: XX.  Those against same: XX. 
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