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FORWARD

These personnel policies for the Town of Marana have been designed, revised, approved
and implemented in order to provide each employee of the Town a clear and thorough
understanding of the policies by which Marana strives to operate, and the conditions
under which employment with the Town is accepted or continued. Knowing what your
responsibilities are to the Town and understanding which rights and privileges you
enjoy will serve to optimize working conditions and result in a professional, safe,
enjoyable and efficient workplace.

Amendments or additions to these personnel policies shall be authorized only by the
Marana Town Council. Each Town employee shall then be advised of the amendment or
addition and shall immediately adhere to it. No employee, supervisor, Department
Head or Council Member is authorized to make any oral representations or promises
that vary from the provisions of these policies or that vary from the departmental rules
and regulations (if any) applicable to that employee’s department. Any such oral
representations or promises are hereby declared to be null and void and should not be
relied upon by any employee. Neither this manual nor the personnel policies create an
employment contract with employees.

Violations of these personnel policies will be perceived as a serious matter and may
result in disciplinary or other administrative action.
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INTRODUCTION TO PERSONNEL POLICIES AND
PROCEDURES

Section 1 Purpose

A.

These policies were developed to provide:
1. A written set of guidelines for human resources decisions;
2. A means of communication with employees, supervisors and directors;

3. A framework for consistency and fairness in recruitment, selection,
placement, promotion, retention and separation of Town employees based
upon employees” qualifications for a position;

4. A way to promote the Town’s philosophy;

5. A tool to assist managers in the development of sound management practices
and procedures; and

6. A means of protecting the legal interests of the Town in compliance with
federal and state laws.

Section 2 Scope

A.

These policies and procedures apply to all employees of the Town of Marana
except where specifically stated otherwise in the Town Code, in these personnel
policies, or in the case of the Town Manager and Town Magistrate, in an
employment agreement. These policies and procedures do not apply to non-
employee positions as defined in the Town Code, including elected officials;
members of boards, committees, and commissions; persons engaged by the town
on a contractual basis; volunteer personnel; and other personnel whom the
Council may designate.

In the event of conflict between these policies and procedures and state, local, or
federal law, the terms and conditions of the state, local, or federal law shall
prevail.

Section 3 Amendments

A.

Amendments to these policies may be proposed to the Town Council through
the Town Manager or Human Resources Director. The Council may, at its sole
discretion by ordinance and/or resolution, amend or repeal these policies at any
time, with or without notice. Amendments to these policies become effective
upon their adoption by the Town Council, or as otherwise designated by the
Town Council.
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B. Amendments to these personnel policies may be adopted by a majority vote of
the Town Council at any public meeting of the Council. Amendments may be
proposed and adopted on the consent agenda.

Section 4 Personnel Policy Administration

Administration of the personnel policies is the responsibility of the Human
Resources Director.

Section 5 Disclaimer

None of these provisions shall be deemed to create a vested contractual right for any
employee nor to limit the power of the Town Manager or Council to repeal or
modify these rules. The policies are not to be interpreted as promises of specific
treatment.
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TOWN OF MARANA

POLICY 1-1 EQUAL EMPLOYMENT OPPORTUNITY

The Town of Marana provides equal employment opportunities to all employees and applicants
for employment without regard to race, color, religion, sex, national origin, age, disability or
status as a Vietnam era or special disabled veteran in accordance with applicable federal laws.

Section 1-1-1 Non-Discrimination

The Town complies with applicable state laws governing non-discrimination in
employment. This policy applies to all terms and conditions of employment, including but
not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of
absence, compensation and training.

A. Reasonable Accommodation

The Town also provides equal treatment for disabled employees who can perform with
accommodation the essential tasks of the position that are bona fide occupational
qualifications of the position when such accommodations do not impose an undue
hardship on the Town.

B. Affirmative Action

To further the principle of equal employment opportunity for all, the Town has
implemented an affirmative action program for minorities and women, individuals with
disabilities and Vietnam era and special disabled veterans.

Section 1-1-2 Consequences of Prohibited Conduct

Violations of this policy may be cause for the full range of disciplinary action, up to and
including termination.

Section 1-1-3 Equal Employment Opportunity Program

The Equal Opportunity Officer shall undertake the following actions to ensure equal
employment opportunities in the Town:

A. Periodically review all position qualifications and descriptions to ensure requirements
are relevant to the tasks to be performed and make recommendations as needed to
delete requirements not reasonably related to the tasks to be performed.

B. Ensure that pay and benefits depend upon position responsibility and, along with
overtime work, are administered on a non-discriminatory basis.

C. Inform and provide guidance to staff and management personnel who make hiring
decisions so that all applications for selections, promotion and termination, including
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those of minorities and women, are considered without discrimination and all
applicants be given equal opportunity regardless of race, color, national origin, sex, age,
disability or status as a Vietnam era or special disabled veteran in accordance with
applicable federal law.

Create a pool of qualified candidates to encourage diversity and ensure equal
employment opportunity in hiring. The following recruitment practices will be followed
under the Equal Employment Opportunity officer’s direction:

1. Positions selected for an external competitive recruitment process will be open for a
minimum of five working days.

2. Positions selected for an external competitive recruitment process shall be advertised
to the broadest audience available and appropriate for the position.

Provide orientation for new employees that specifically emphasizes how the Town
assures equal opportunity and encourages all employees to avail themselves of equal
employment services.

Distribute the Equal Employment Opportunity Policy to employees, contractors and
suppliers.

Include an equal employment opportunity phrase on applications and job
announcements.

Section 1-1-4 Program Responsibility

The Human Resources Director shall serve as the Equal Opportunity Officer to carry out the
Equal Employment Opportunity Policy and Program.

A.

The Equal Employment Opportunity Officer shall be the focal point for the Town’s equal
opportunity efforts and shall advise and assist staff and management personnel in all
matters regarding implementation of and compliance with the Equal Employment
Opportunity Policy and be responsible for the successful execution of the program,
utilizing the assistance of appropriate state and community agencies.

The Equal Employment Opportunity Officer will have the responsibility to examine
existing internal policies or procedures that may serve as barriers to implementing the
Equal Employment Opportunity Program.

Section 1-1-5 Anti-Harassment Policy

Th

e Town of Marana strictly prohibits any form of unlawful employee harassment based on

race, color, religion, sex, national origin, age, disability, status as a Vietnam era or special
disabled veteran or status in any group protected by federal, state or local law. Improper

int

erference with the ability of the Town’s employees to perform their expected job duties

1-2




CHAPTER 1

’;f

=<
>
=

AN

TOWN OF MARANA

>

GENERAL EMPLOYMENT RIGHTS AND
RESPONSIBILITIES

g

will not be tolerated. Each member of management is responsible for creating an
atmosphere free of discrimination and harassment, sexual or otherwise. Further, employees
are responsible for respecting the rights of their co-workers.

With respect to sexual harassment, the Town prohibits the following;:

A. Unwelcome sexual advances, requests for sexual favors and all other verbal or physical
conduct of a sexual or other offensive nature, especially where:

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

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

3. Such conduct has the purpose or effect of creating an intimidating, hostile or
offensive work environment.

B. Offensive comments, jokes, innuendoes, and other sexually oriented statements.
Examples of the types of conduct expressly prohibited by this policy include, but are not
limited to, the following;:

1. Touching, such as rubbing or massaging someone’s neck or shoulders, stroking
someone’s hair or brushing against another’s body;

Sexually suggestive touching;

Grabbing, groping, kissing, fondling;

Violating someone’s “personal space”;

Lewd, off-color, sexually oriented comments or jokes;
Foul or obscene language;

Leering, staring or stalking;

Suggestive or sexually explicit posters, calendars, photographs, graffiti, cartoons;

A A L o S

Sexually oriented or explicit remarks;
10. Questions about one’s sex life or experience;

11. Repeated requests for dates.

Section 1-1-6 Plan for Harassment Prevention and Elimination
A. Education

The Human Resources Director shall be responsible for formally notifying all
employees, Department Heads, elected or appointed officials, volunteers, and
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contractors/vendors of the existence of this policy. The Human Resource Director shall
periodically conduct training on the topic of offensive behavior/harassment, and
attendance will be mandatory for all employees and will be offered to elected or
appointed officials and others.

Implementation

The Town Manager and the Department Heads are responsible for creating a productive
work environment in which offensive conduct or harassment is completely out of place;
taking immediate and appropriate corrective action in response to any confirmed
violation of this policy; and assuring that no reprisals are taken against those who
complain or against corroborating witnesses.

Enforcement

The Town is committed to thoroughly investigate each complaint and take immediate
and appropriate corrective action on all confirmed violations of this policy. The Human
Resources Director is responsible for auditing the operation of this policy, providing
Town Manager, Town Manager’s Delegatee, or the appropriate Department Head is
responsible for thoroughly investigating and resolving any complaints.

Section 1-1-7 Reporting Possible Harassment

A.

If an employee experiences any job-related harassment based on sex, race, national
origin, disability or other protected factor, or believes that he or she has been treated in
an unlawful, discriminatory manner, the incident should be reported promptly to a
Department Head, the Human Resources Director or the Town Manager, who will
investigate as necessary to determine the cause of the complaint and work with the
employee to affect an equitable solution. Every effort shall be made to resolve the
difficulty at the lowest level practicable. The complaint will be kept confidential to the
maximum extent practicable.

All other employees, including supervisors, managers or directors, who become aware
of possible harassment of an employee, either as a result of having received a complaint
directly from the employee from any other reliable source of information, or from his or
her personal observations, should report the situation to a Department Head, the
Human Resources Director or the Town Manager.

Section 1-1-8 Investigation

A.
B.

The goal will be to investigate any such complaint promptly and thoroughly.

If the Town determines than an employee has harassed another individual, appropriate
disciplinary action will be taken against the offending employee, up to and including
termination of employment.
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No reprisals of any kind by any employee or manager shall be taken against an
employee because that employee has asserted a complaint or against any witness
because that individual has reported or has assisted in any way in the investigation of a
harassment complaint.

If, after investigating any complaint of harassment, the Town determines that the
complaint is not bona fide and was not made in good faith or that an employee has
provided false information regarding the complaint, disciplinary action may be taken
against the individual who filed the complaint or who gave the false information, up to
and including termination.

Section 1-1-10 Option to Report to Outside Agency(ies)

At

the option of the employee, the services of the State of Arizona Department of Law Civil

Rights Division or the federal Equal Employment Opportunity Commission may be
requested at any time.

Section 1-1-11 Employee Development

Th
tre

A.

e following actions shall be undertaken to achieve employee job satisfaction and fair
atment:

Assure that there shall be no discrimination with regard to training and educational
opportunities, upgrading, promotions, transfer and demotion, layoffs and termination of
employees. Any actions that might adversely affect employees in accordance with state
and federal law will be brought to the attention of the Equal Opportunity Officer.

Actively encourage employees to increase their skills and job potential through training
and educational opportunities. Offer guidance and counseling in developing programs
tailored to individual aptitudes and desires, taking full advantage of programs offered
by state and federal agencies and other appropriate programs.

Section 1-1-12 Coordination with State and Federal Laws

Th

e Town recognizes its responsibilities to comply with and ensure that equal opportunity

and non-discrimination policies of state or federal agencies with which it conducts business
are carried out in compliance with Executive Order No. 11246.
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Section 1-1-13 Definitions

A. Equal Employment Opportunity Policy: The commitment to ensure equal employment
opportunity for all employees and appointed officials to the full extent of state and
federal law.

B. Equal Employment Opportunity Program: The written, results-oriented program
specifically set forth in this policy detailing the steps to be taken to ensure equal
employment opportunity.

C. Equal Employment Opportunity Officer: That person designated by the Town Manager

who is responsible for meeting the obligations and requirements of the Equal
Employment Opportunity Policy and Program.

POLICY 1-2 CODE OF CONDUCT

As employees of the Town of Marana, we must manage our personal and business affairs so as
to avoid situations that might lead to conflict, or the appearance of conflict, between self-interest
and our duty to the Town, to the persons served by the Town and to the general public.

Common sense and good judgment will dictate the proper course of action in most situations.
However, if there is a question of even a slight conflict with our Code of Conduct, others will
tend to exaggerate it. The best policy is to resolve such questions by addressing them at the
outset so they will not become embarrassing problems later. Such matters can easily be
addressed by discussing them with the Department Head or Human Resources Director.
Handling these matters in this manner should avoid any occasion for disciplinary action.
However, any violation of this Code of Conduct may result in disciplinary action. Depending
upon the severity of the violation, such disciplinary action could include any one or a
combination of the following: oral warning, written reprimand, probation, suspension or
discharge. Situations may arise that have not been directly addressed in this Code of Conduct.
The final resolution of such situations rests with the Town Manager.

Section 1-2-1 Performance Of Duties

A. Employees should perform official duties diligently, conscientiously and to the best of
their ability, remembering that they are public servants.

B. Employees should always perform their duties with courtesy and respect for the public
and for co-workers and without bias or prejudice, manifested by words or conduct,
based upon age, race, religion, national origin, gender, sexual orientation, veteran status,
disability or political affiliation.

C. With support from the Town, employees should seek to maintain and improve their
personal and professional growth and development and that of their co-workers

1-6
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through cooperation and participation in training and educational programs relevant to
their duties and through any licensing or certification required for their position.

Employees should perform their duties impartially in a manner consistent with law and
the public interest, unswayed by kinship, position, partisan interests, public pressure or
fear of criticism or reprisal.

Employees should bring to the attention of their supervisor any information that, by its
nature or inference, could disclose or cause to be addressed any condition or situation
that is detrimental to the image of the Town of Marana or that they regard as a threat of
liability, a threat to safety or a breach of law. The Town will not retaliate against any
employee who makes such a disclosure in good faith. Resolution shall be pursued in
accordance with the provisions of applicable local, state and federal law.

Section 1-2-2 Abuse of Position

A.

No employee should use or attempt to use his or her official position to secure
unwarranted privileges or exemptions.

No employee or a member of the employee’s immediate family should accept, solicit, or
agree to accept any gift, favor or anything of value with the understanding that the
official actions, decisions or judgments of any employee will be influenced.

No employee should request or accept any fee or compensation beyond that received by
the employee in his or her official capacity for advice or assistance given in the course of
his or her public employment.

Each employee should use the public resources, property and funds under the
employee’s control responsibly and for the public purpose intended by law and not for
any private purpose.

Section 1-2-3 Conflict of Interest

Every employee has an obligation to diligently identify, disclose, avoid and/or manage
conflicts of interest. Potential conflict of interest exists when an employee or an employee’s
immediate family may be directly or indirectly financially impacted, whether favorably or
detrimentally, by a decision made by the Town of Marana in which the employee
participates. Even if no abuse of position actually occurs, a conflict of interest or its
appearance can seriously undermine the public’s confidence and trust in the Town’'s
governmental system.

A.

Outside Contracts. Employees and their immediate family members should not enter
into any contract with any component of the Town government for financial gain apart
from an employment appointment without full disclosure and satisfactory management
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of any potential conflict of interest in accordance with policies established by the Town
of Marana.

Nepotism. Employees should not be involved in the decision to hire or in the
supervision of any member of their immediate family.

1. Immediate family or employees who reside in the same household will be allowed to
work in the same department, and neither will be required to transfer or terminate
employment, as long as neither is in a position that requires supervising the other.

2. If a supervisory responsibility is involved, then the affected employees will
determine which of them will transfer or resign in order to ensure compliance with
this policy. The Town will assist in exploring transfer opportunities to like or similar
positions for either employee.

3. If no transfer opportunity exists after 90 days, one of the employees will be required
to resign employment with the Town.

4. For purposes of this policy, immediate family and relative is defined as husband,
wife, daughter (in-law), son (in-law), mother (in-law), father (in-law), brother (in-
law), sister (in-law), parents (in-law), step children, step parents (in-law),
grandparent or grandchild of an employee or other legal dependent of an employee
or the employee’s relatives.

Business with Private Party or Vendor. Employees should not participate in decisions
regarding conduct of Town business with any private party or vendor by whom the
employee or an immediate family member is employed or is actively seeking
employment.

Acceptance of Gifts, Gratuities, Hospitality. Employees should not accept gifts, loans,
gratuities, discounts, favors, hospitality, services or other compensation under
circumstances from which it could reasonably be inferred that a major purpose of the
donor is to influence the employee in the performance of duties. Examples of acceptable
courtesies include a meal or social event; floral offerings or gifts of food to
commemorate events such as illness, death, birth, holidays, promotions; or a sample or
promotional gift of nominal value ($25 or less).

Section 1-2-4 Outside Employment

A.

While the Town of Marana does not oppose employees engaging in outside
employment, each full-time employee should consider his or her position with the Town
of Marana to be his/her primary place of employment. The outside employment of part-
time employees may also reflect on the Town. Therefore, the Town of Marana will
oppose outside employment when it interferes with any employee’s duties with the
Town of Marana, involves a potential conflict of interest, or compromises the integrity or
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credibility of the Town. Consequently, in addition to conflict of interest situations
addressed above, employees should avoid:

1. Outside employment with an entity that conducts business with the Town or
requires the employee to have frequent contact with entities that regularly do
business with the Town without full disclosure and satisfactory management of any
potential conflict of interest.

2. Outside employment that cannot be accomplished outside of the employee’s normal
working hours or is otherwise incompatible with the performance of the employee’s
duties by placing the employee in a position of conflict between the employee’s role
at the Town of Marana and the employee’s role in the outside employment.

3. Performance of work for any governmental entity within the State of Arizona
without the written consent of both employers.

4. Outside employment that exploits official position or confidential information
acquired in the performance of official duties for personal gain.

5. Outside employment that the public may view as work on behalf of the Town of
Marana.

B. An exception to restrictions on outside employment pertain to the police. Outside
employment of police must conform to Police Department Policies and Procedures.

C. Due to the importance of the public’s perception of the governmental system, the Town
of Marana requires that all employees who engage in outside employment disclose such
work to the Department Head, who will notify the Human Resources Director if
appropriate. Outside employment is subject to review for conformance to this Code of
Conduct. Employees engaged in outside employment determined not to be in
conformance may be required to cease such employment.

Section 1-2-5 Volunteer Activities

Employees are encouraged to engage in volunteer activities. However, employees should
evaluate their volunteer activities in the same manner as outside employment to identify
any potential conflict with the employee’s position with the Town of Marana. Employees
should discuss these potential conflicts with their Department Head.

A. An employee should declare volunteer activities only if the employee believes there is
some reason for concern consistent with the spirit of this Code of Conduct.

B. All reported volunteer activities will be reviewed for appropriateness under the
guidelines in this policy by the Department Head and the Human Resources Director.

1-9




CHAPTER 1

;

=<
>
=

AN

TOWN OF MARANA

>

GENERAL EMPLOYMENT RIGHTS AND
RESPONSIBILITIES

g

C. Should an employee disagree with the decision of the Department Head and Human
Resources Director, he/she may request an additional review by the Town Manager,
whose decision is final.

Section 1-2-6 Confidentiality

Employees of the Town of Marana should carry out their duties in a manner which would
withstand public scrutiny. Some employees handle confidential court-related, law
enforcement-related or employee-related documents, while others handle sensitive matters
concerning the operation of the government. Employees should maintain the confidentiality
of these matters, ensuring information about these activities is made public only upon
appropriate authorization by the Department Head, Human Resources Director or Town
Manager.

Section 1-2-7 Political Activity

The Town seeks to maintain neutrality concerning political matters to the extent humanly
possible. Employees of the Town of Marana have a right to entertain and express personal
opinions about political candidates and issues, but when performing their duties on behalf
of the Town during working hours, employees of the Town of Marana should endeavor to
maintain neutrality in action and appearance, except where an employee’s position entails
political advocacy on the part of the Town.

A. Political Campaigns

Each employee retains the right to vote as the employee chooses and is free to
participate actively in political campaigns during non-working hours. Such activity
includes, but is not limited to, membership and holding office in a political party,
campaigning for a candidate in a partisan election by making speeches, and making
contributions of time or money to individual candidates, political parties or other groups
engaged in political activity. An employee who chooses to participate in political activity
during off-duty hours should not use his or her position or title within the Town in
connection with such political activities.

B. Candidate for Office

1. An employee who declares an intention to run for partisan elective office must take
an unpaid leave of absence upon the filing of nomination papers, unless more than
50% of the employee’s salary is paid by federal funds, in which case the employee
must resign. If elected, he or she must resign.

2. An employee may be a candidate for an unpaid non-partisan elective office or may
be appointed to an unpaid non-partisan office in another jurisdiction, without
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separating from employment, provided that the employee otherwise complies with
this Code of Conduct.

Political Activism

Employees should not engage in political activity during scheduled work hours, or
when using government vehicles or equipment, or on Town property except in the
performance of their duties on behalf of the Town. Political activity includes, but is not
limited to:

1. Displaying literature, badges, stickers, signs or other items of political advertising on
behalf of any party, committee, agency, candidate for political office or political
issues sought to be placed on the ballot.

2. Using official authority or position, directly or indirectly, to influence or attempt to
influence any other employee in Town employment to become a member of any
political organization or to take part in any political activity.

3. Soliciting signatures for political candidacy or for the purpose of placing an issue on
the ballot.

4. Soliciting or receiving funds for political purposes.
Political Discrimination

Employees should not discriminate in favor of or against any employee or applicant for
employment on account of political contributions or permitted political activities.

Section 1-2-8 Use of Public Property

A.

No employee of the Town shall request, use or permit the use of Town-owned vehicles,
clothing, equipment, materials, or other property for unauthorized personal
convenience, for profit, for private use, or as part of secondary employment. Use of such
Town property is to be restricted to such services as are available to the Town generally
and for the conduct of official Town business.

Authorized personal uses include taking a Town vehicle to lunch when going to and
from meetings on workdays as needed, use of a Town copy machine at cost, stopping to
run personal errands when in a Town vehicle when the destination point is in
conjunction with official or authorized business, and other nominal personal uses as
permitted by the Town Manager on a case-by-case basis.

Section 1-2-9 Investigation by Outside Agency

Co

mplaints or allegations that may be criminal in nature may be referred to an appropriate

outside agency for investigation.
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Section 1-2-10 Restriction on Children and Non-Employees in the Workplace

A. Solong as a professional ambiance is maintained and the productivity and safety of the
employee, nearby co-workers, the visitor or the public is not compromised, a child or
non-employee of the Town is permitted to accompany or visit an employee in the
workplace only in the following circumstances:

1. Friend or family member visits totaling fifteen minutes or less per pay period.

2. An unexpected emergency when a minor child or legal ward of an employee has no
other available reasonably safe alternative than to stay with the employee, provided
that the child shall in any event remain in the workplace for not more than four
hours.

3. Occasional Town-sanctioned activities, such as bring your child to w