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ARTICLE I - PURPOSE

This Agreement is hereby made and entered into between the City of Wayzata, a
municipal corporation, and Law Enforcement Labor Services, Inc., Local fslo. 37. It is
the purpose and intent of this Agreement to express in written form the agreement of
the parties hereto regarding terms and conditions of employment in the Wayzata Police
Department for 2017, 2018 & 2019.
ARTICLE II - UNION RECOGNITION

It is understood and agreed between the parties hereto that Local No. 37 is the
exclusive representative of non-supervisory employees of the Police Department and as
such the Union is authorized to enter into this Agreement for and on behalf of the
employees it so represents.
ARTICLE III-DISCIPLINE

3.1

The City will discipline employees for just cause only. Discipline will be in one or
more of the following forms:
a.
b.
c.
d.
e.

oral reprimand;
written reprimand;
suspension without pay;
demotion; or
discharge.

Suspensions, demotions, and discharges will be in written form. An employee to
be discharged shall first be suspended without pay for five days prior to the discharge
taking effect.

3.2

Written reprimands, notices of suspension, notices of demotion and notices of
discharge which are to become part of an employee's personnel file shall be read and
acknowledged by signature of the employee. The employee involved and the Union
Steward will receive copies of any such reprimand and/or notice. Employees may
examine their individual personnel files at reasonable times under the direct supervision
of the City.

3.3

Grievances relating to this Article may be initiated by the Union in Step 3 of the
grievance procedures outlined under Article IV.

ARTICLE IV - GRIEVANCE PROCEDURE

4.1
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Definition of a Grievance: A grievance is defined as a dispute or disagreement
as to the interpretation or application of the specific terms and conditions of this
Agreement.

4.2

Union Representatives: The Employer will recognize representatives designated
by LELS as the grievance representatives of the bargaining unit having the duties and
responsibilities established by the Article. LELS shall notify the Employer in writing of
the names of such Union Representatives and of their successors.

4.3

Processing of a Grievance: It is recognized and accepted by LELS and the
Employer that the processing of grievances as hereinafter provided is limited by the job
duties and responsibilities of the employees and shall therefore be accomplished during
normal working hours only when consistent with such employee duties and
responsibilities. The aggrieved employee and a Union Representative shall be allowed
a reasonable amount of time without loss in pay when a grievance is investigated and
presented to the Employer during normal work hours provided that the employee and
the Union Representative have notified and received the approval of the designated
supervisor who has determined that such absence is reasonable and would not be
detrimental to the work programs of the Employer.

4.4

Procedure: Grievances, as defined by Section 4.1, shall be resolved in
conformance with the following procedure:

Step 1: An employee claiming a violation concerning the interpretation or
application of the Agreement shall, within twenty-one (21) calendar days after such
alleged violation has occurred, present such grievance to the employee's supervisor as
designated by the Employer. The supervisor will discuss the grievance and give an
answer to such Step 1 grievance within ten (10) calendar days after receipt. A
grievance not resolved in Step 1 and appealed to Step 2 shall be placed in writing
setting forth the nature of the grievance, the facts on which it is based, the provision or
provisions of the Agreement allegedly violated, the remedy requested, and shall be
appealed to Step 2 within ten (10) calendar days after the supervisor's final answer in
Step 1. Any grievance not appealed in writing to Step 2 by LELS within ten (10)
calendar days shall be considered waived.
Step 2: If appealed, the written grievance shall be presented by LELS and
discussed with the Chief of Police. The Chief of Police shall give LELS the Employer's
Step 2 answer in writing within ten (10) calendar days after receipt of such Step 2
grievance. A grievance not resolved in Step 2 may be appealed to Step 3 within ten
(10) calendar days following the Chief of Police's final Step 2 answer. Any grievance
not appealed in writing to Step 3 by LELS within ten (10) calendar days shall be
considered waived.

Step 3: If appealed, the written grievance shall be presented by LELS and
discussed with the City Manager or designated representative. The City Manager shall
give LELS the Employer's answer in writing within ten (10) calendar days after receipt of
such Step 3 grievance. A grievance not resolved in Step 3 may be appealed to Step 4
within ten (10) calendar days following the Employer designated representative's final
answer in Step 3. Any grievance not appealed in writing to Step 4 by LELS within ten
(10) calendar days shall be considered waived.
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step 4: A grievance unresolved in Step 3 and appealed to Step 4 by LELS shall
be submitted to arbitration subject to the provisions of the Public Employment Labor
Relations Act of 1971, as amended. The selection of an arbitrator shall be made in

accordance with the "Rules Governing the Arbitration of Grievances" as established by
the Public Employment Relations Board.
4.5

Arbitrator's Authority;
A: The arbitrator shall have no right to amend, modify, nullify, ignore, add to, or
subtract from the terms and conditions of the Agreement. The arbitrator shall consider
and decide only the specific issue(s) submitted in writing by the Employer and LELS,
and shall have no authority to make a decision on any other issue not so submitted.

B: The arbitrator shall be without power to make decisions contrary to, or inconsistent
with, or modifying or varying in any way the application of laws, rules, or regulations
having the force and effect of law. The arbitrator's decision shall be submitted in writing
within thirty (30) days following close of the hearing or the submission of briefs by the
parties, whichever be later, unless the parties agree to an extension. The decision shall
be binding on both the Employer and LELS and shall be based solely on the arbitrator's
interpretation or application of the express terms of this Agreement and to the facts of
the grievance presented.
C: The fees and expenses for the arbitrator's services and proceedings shall be borne
equally by the Employer and LELS provided that each party shall be responsible for
compensating its own representatives and witnesses. If either party desires a verbatim
record of the proceedings, it may cause such a record to be made, providing it pays for
the record. If both parties desire a verbatim record of the proceedings the cost shall be
shared equally.
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4.6

Waiver: If a grievance is not presented within the time limits set forth above, it
shall be considered "waived". If a grievance is not appealed to the next step within the
specified time limit or any agreed extension thereof, it shall be considered settled on the
basis of the Employer's last answer. If the Employer does not answer a grievance or an
appeal thereof within the specified time limits, LELS may elect to treat the grievance as
denied at that step and immediately appeal the grievance to the next step. The time
limit in each step may be extended by mutual written agreement of the Employer and
LELS in each step.

4.7

Choice of Remedy: If, as a result of the written Employer response in Step 3, the
grievance remains unresolved, and if the grievance involves the suspension, demotion,
or discharge of an employee who has completed the required probationary period, the
grievance may be appealed either to Step 4 of Article IV or a procedure such as: Civil
Service, Veteran's Preference, or Fair Employment. If appealed to any procedure other
than Step 4 of Article IV the grievance is not subject to the arbitration procedure as
provided in Step 4 of Article IV. The aggrieved employee shall indicate in writing which
procedure is to be utilized; Step 4 of Article IV or another appeal procedure and shall
sign a statement to the effect that the choice of any other hearing precludes the
aggrieved employee from making a subsequent appeal through Step 4 of Article IV.

Except that with respect to statutes under the jurisdiction of the United States Equal
Employment Opportunity Commission, an employee pursuing a statutory remedy is not
precluded from also pursuing an appeal under this grievance procedure.
ARTICLE V-SENIORITY

5.1

Seniority, for the purposes of this Article, shall be determined by an employee's
length of continuous employment with the Wayzata Police Department. A seniority
roster will be maintained by the department head, showing for each employee date of
hire, time in grade and time within specific classifications.

5.2

Newly hired, rehired, promoted and reassigned employees will be on a six-month
to twelve-month probationary period. During the probationary period a newly hired or
rehired employee may be discharged at the sole discretion of the City. During the
probationary period a promoted or reassigned employee may be returned to the
employee's previous position at the sole discretion of the City.

5.3

When a reduction in the work force becomes necessary, the employee with the
least seniority shall be laid off first. The last employee laid off shall be the first to be
recalled for work. No new employees shall be hired during the two years following
layoff of the affected employees until the layoff list has been exhausted.

5.4

Transfers, job classification assignments and promotions shall be made on the
basis of past job performance and ability.

ARTICLE VI - VACATION

6.1

Employees shall receive the following paid vacation leave, based upon their
seniority with the City:
0 through 5 years service - 80 hours (6-2/3 hours per month)
6 throughl 1 years service -128 hours (10-2/3 hours per month)
12 through 13 years service -140 hours (11-2/3 hours per month)
14 through 15 years service -152 hours (12-2/3 hours per month)
16 through 17 years service -164 hours (13-2/3 hours per month)
18 through 19 years service -168 hours(14 hours per month)
20 through 24 years service - 184 hours (15-1/3 hours per month)
25+
years service -192 hours(16 hours per month)

6.2

Vacation leave shall accrue during an employee's initial probationary period,
however, the employee must successfully complete their probationary period prior to
being eligible to receive vacation benefits. Vacation leave may be used as earned
thereafter if approved in advance by the Police Chief or his/her designee. First

preference for vacation leave and days off on 4^^ of July, Thanksgiving, Christmas and
New Year's Day will be given to those employees having worked the same day in the
preceding year(s). All other vacation leave shall be allocated for a specific period of
time to that employee first requesting it. At the end of the employee's anniversary
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month of hire, employees shall only be allowed a maximum bank of 200 hours of
unused vacation unless the employee has been denied a requested vacation during the
previous 12 month period. If this occurs, the employee's accrued unused vacation time
may exceed the 200 hour maximum by the amount of vacation denied for a period of six
months beyond their anniversary month of hire.
ARTICLE VII-SICK LEAVE

7.1

Each employee will earn 8 hours per month sick leave, to a maximum of 960
hours. Sick leave will be paid at the employee's pay level at the time of illness, and in
cases of prolonged illness the employee may also use vacation time after accumulated
sick leave has expired. While on sick leave an employee shall continue to earn and
accrue all benefits as fully employed and on duty.

7.2

Sick leave will be granted for personal illness, injury or legal quarantine of the
employee or for an incapacitating condition in the employee's immediate family (spouse,
parents and children). At the discretion of the City Manager, a doctor's certificate may
be required showing the nature and extent of any injury or illness.

7.3
7.3.1

Sick Leave Credit Pay Plan
Employees who leave employment (in good standing) shall as of the date of
separation receive compensation for their sick leave in accordance to the following
schedule:

a.

0- 720 hours at a per hour compensation rate of 25% of the regular hourly rate of pay

b.

720- 960 hours at a per hour compensation rate of 60% of the regular hourly rate of
pay

c.

960- 1056 hours at a per hour compensation rate of 85% of the regular hourly rate of
pay

7.3.2

At the end of each year, employees with an accumulation of sick leave in excess
of 960 hours will have the hours in excess of 960 hours converted at a per hour
compensation rate of 85% to a Post Employment Health Care Savings Plan
administered by the Minnesota State Retirement System (MSRS). *This amendment
takes place in 2019.

ARTICLE VIII - Off Duty Employment
8.1
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All off-duty work must be approved in advance by either the department head or
the City Manager. Such work may be denied if it might adversely affect an employee's
on-the-job performance or if It might adversely reflect upon the department or the City.

ARTICLE IX - INJURED ON DUTY

Employees are covered by workers' compensation, which covers injuries received on
the job. The employee will be paid by the City the difference between Workers'
Compensation and the employee's regular pay up to one year per injury. The employee
shall not lose sick leave for this type of injury. While on Workers' Compensation an
employee shall continue to earn and accrue all benefits as fully employed and on duty.
Employee agrees to submit to a medical examination by any qualified physician
selected by the Employer to verify employee's inability and/or continued inability to
work. The Employer agrees to pay the cost of such examination.
ARTICLE X - SPECIAL LEAVES OF ABSENCE

10.1

Jury Dutv. If an employee is called for jury duty the employee will be excused
from work during that period. The City will pay the difference from that pay received for
jury duty and that received as regular salary. Mileage allowance shall not be
considered or deducted from regular salary.

10.2

Military Duty. If an employee is called into the armed forces of the United States
the employee will receive no pay while gone, but the time spent will count as time
worked with the City for purposes of accruing seniority. For salary purposes the
employee will begin at the step at which the employee was when last worked. If an
employee is required to attend summer camp or cruise with the military reserves the
employee will be paid by the City the difference between the employee's pay at such
summer camp or cruise and the employee's regular pay.

10.3

Leave of Absence Without Pay. Employees granted a leave of absence without
pay will accrue no benefits while gone.

10.4

Leave of Absence With Pay. If any employee is required to attend a school for
the betterment of the employee's job, they will receive their normal pay and accrue all
benefits while gone.

10.5

- 8

Funeral Leave. In the event of the death of an employee's spouse or significant
other, the employee's or spouse's children, parents, brothers or sisters, the employee
will be granted up to three shift days emergency leave with pay. For the death of an
employee's or spouse's grandparents, aunt, uncle or close friend, the employee will be
granted one day of emergency leave with pay. Additional emergency leave with pay
may be granted at the sole discretion of the Police Chief. For the purpose of this
provision the term "emergency leave with pay" shall mean sick leave.

ARTICLE XI-HOLIDAYS

11 ■I

11.2

Overtime. Employees who work on any of the below listed holidays shall receive an
additional half-time pay for all time worked on such holidays.
New Year's Day
Martin Luther King Day
Presidents' Day
Good Friday

Memorial Day
Independence Day
Labor Day
Veteran's Day

Easter

Christmas Eve

Double time: Employees who work on the listed holidays shall receive double time for
each hour worked on such holidays.
July 4th

11.3

Thanksgiving

Christmas

Time-off. Employees shall receive 96 hours (12 days * 8 hours) off per calendar year
in lieu of holidays. All 96 hours shall be considered floating holidays that can be used at
the discretion of the officers subject to approval by the Police Chief.

ARTICLE XII - HOURS OF WORK AND OVERTIME

12.1

12.2

The regular work day for employees shall be no less than eight hours nor no
more than twelve hours depending on type of schedule. The average work week shall
be forty hours. The work year shall be 2,080 hours.
Overtime shall be at the rate of time and one-half and defined as all hours

worked in excess of the regular shift schedule, eight consecutive work days, in excess
of the average work week, or 2,080 hours in any calendar year. Overtime shall be paid
in the pay period it is earned. ~
12.3

The City shall post all shift schedules five days or more in advance. All empty
shifts shall be filled without the use of overtime whenever practical. However, when an

empty shift is to be filled by overtime it shall be split as equally as possible between the
employees scheduled to work both adjoining shifts.
12.4

All police employees will be allowed thirty minutes of work relief periods for each
4 hours worked, which shall include coffee breaks and meals. This will be taken when

affordable during such an employee's regular tour of duty.
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ARTICLE XIII-CALL BACK

Any employee called back to work outside the employee's regularly posted schedule
shall be paid for a minimum of three (3) hours at time and one-half(1-1/2)the
employee's regular rate of pay.
ARTICLE XIV - COURT TIME

14.1

A minimum of three hours overtime will be paid for court time while a police
employee is off-duty. All court time in excess of three hours also will be paid at the
overtime rate. The term "court time" shall include all time between the time at which

such an employee is directed to appear and the time at which the employee is released
by the attorney ordering the employee's appearance. This shall include all recesses
and lunch periods during which an employee is not permitted to return to the employee's
normal activities.

14.2

A police employee will be paid mileage in an amount established periodically for
all City employees by the City Council per mile from home and back for a job related
court appearance outside of Wayzata but within the Twin Cities area. Such an
employee will be reimbursed for necessary parking fees and meals while attending
court. If an employee is required by the City to attend court outside the Twin Cities
area, the employee will be reimbursed for all necessary expenses connected therewith,
including lodging.

ARTICLE XV-UNIFORMS

The City will buy police employees all necessary uniforms, and civilian clothes for
Investigator, including approved foot wear, as well as equipment and replacements. An
employee assigned to investigation may purchase required clothing and equipment not
to exceed $1,100 for the two-year assignment. These purchases shall be reimbursed or
charged directly to the City. Refusal to purchase any needed replacements shall be
subject to the grievance procedure. Standard and seasonal changes will be posted in
the squad room at the City Hall. In addition, each employee will be given a copy of such
memorandum with fair time to effect the change. There will be a clothing allowance for
the investigation assignment re-opener for 2015 and 2016 due to potential staffing
changes.
ARTICLE XVI-SALARIES
16.1

Police Officers will receive on 1/1/17 a 2.5% COLA a 2.5% COLA increase on
1/1/18 and a 2.5% COLA increase on 1/1/19.
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Base Salary Per Month
4/1/16

2%

Police Officer A

$5,851.97

$33.76

Police Officer B

5,573.30

32.16

Police Officer C

5,307.91

30.62

4,914.73
4,550.67
4,333.98

28.36
26.25
25.00

Police Officer D
Police Officer E

——

Police Officer F

Base Salary Per Month
1/1/17

Police Officer A—10 yrs
Police Officer B

Police Officer C
Police Officer D
Police Officer E
Police Officer F

Police Officer G

16.1.1

$6,118.83
$5,998.27
$5,712.63
$5,440.61
$5,037.60
$4,664.43
$4,442.33

2.5%

1/1/18

$6,332.99
$6,148.23
$5,855.45
$5,576.63
$5,163.54
$4,781.04
$4,553.39

2.5%

1/1/19

2.5%

$6,554.64
$6,301.94
$6,001.83
$5,716.04
$5,292.63
$4,900.57
$4,667.22

Specialty Pay. Starting in 2019, an employee generally assigned with Field
Training Officer(FIG)or Firearms / Use of Force Instructor duties by the Chief shall be
paid a differential of $100.00 per month aboye their regular base rate of pay. There can
be no more than three employees assigned with that duty at one time.
Starting in 2019, an employee generally assigned with School Resource Officer duties
by the Chief shall be paid a differential of $200.00 per month aboye their regular base
rate of pay while accomplishing those duties. There can be no more than one
employee assigned with that duty at one time.

Starting in 2019, an employee generally assigned with Inyestigation duties by the Chief
shall be paid a differential of $200.00 per month aboye their regular base rate of pay.
There can be no more than one employee assigned to this duty. There will be an
Inyestigator Specialty Pay re-opener when necessitated by staffing changes.
An employee cannot receive more than one specialty pay at any given time.
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16.2

Payday. Employees will be paid semimonthly, no later than three working days
following the fifteenth of each month and the last day of each month.

16.3

Expenses. Should an employee be required to use a private vehicle for City
business, including court appearances, the employee will be paid mileage in an amount
established periodically for all City employees by the City Council. Mileage will be paid

from either the employee's home or City Hall, whichever is applicable in the given
instance. The City also will pay an employee for all necessary meals, boarding and
mileage for required attendance at meetings, conferences, training sessions and
schools.

ARTICLE XVII - INCENTIVE PAY

17.1

All full-time police employees will be eligible for education/tuition reimbursement
per the City's Education/Tuition Reimbursement Policy (the Education/Tuition
Reimbursement Policy is attached to this contract as a MOU). Approved
education/tuition reimbursement shall be reimbursed in addition to the employee's
regular pay Education/Tuition reimbursement shall not be added to the regular pay for
the purpose of computing hourly rates or overtime rates.

17.2

Employees who earn a job related Associate (2 year) or Bachelors(4 year)
Degree shall receive one hundred dollars monthly in addition to their base pay.

17.3

All police employees shall receive $100.00 per month to implement and utilize
"Modern Policing Themes/Practices".

ARTICLE XVIII - INSURANCE

18.1

The City will offer each police employee the same medical and life insurance
programs which are used to protect other City employees. In addition, police
employees will be covered by false arrest insurance paid for by the City which shall
include legal counsel for civil and criminal action when an officer is legally acting in the
course of the employee's duties. For 2017, the City will pay up to one thousand one hundred fiftynine ($1,159.00) per month towards health insurance. There will be an insurance re-opener for 2018 and

20l9.The basic life Insurance policy is for $15,000. Additional life insurance may be
added at the employee's expense.
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18.2

If a health insurance opt-out option is available with the City's group health
insurance plan, an employee who is eligible to opt-out in accordance with the City's
health insurance plan may elect to waive health insurance coverage from the City. An
employee who waives health insurance coverage will receive the maximum allowed by
the City's health insurance plan which is currently $50.00 per month.

18.3

Effective on or about October 1, 2011, the City will offer a dental insurance plan
for employee and their families subject to the terms of the insurance policy. Employee
participation in the dental insurance plan will be mandatory. The Employer contribution
toward the premium cost for the employee and family will be subject to the City
insurance contribution as set forth in Section 18.1 above. Any additional cost shall be at
the employee expense through payroll deduction.

ARTICLE XIX-TRAINING

The City will attempt to provide training for employees in meeting their continuing
education requirements of the Peace Officer Standards and Training Board. Class time
spent in completing City required training in excess of the average work week will be
compensated at the overtime rate.
ARTICLE XX - STANDBY PAY

Employees required to be on call or on standby shall receive one-half(1/2) hour's pay
for each hour on such status.
ARTICLE XXI - UNION SECURITY

21.1

The Union will be allowed to post notices and will be allowed reasonable

visitation by Union representatives for the purpose of signing up new members and
processing grievances.
21.2

Payroll deduction of Union dues will be allowed, upon receipt of an authorization
signed by the employee, and will be paid to the Union monthly. Should an employee
wish to stop the deduction of Union dues the employee shall notify the City in writing of
such intention at least five working days prior to the effective date of the termination.

21.3

The Union may designate employees from the bargaining unit to act as Steward
and an alternate and shall inform the City in writing of such choice and changes in the
position of Steward and/or alternate.

ARTICLE XXII - EMPLOYER SECURITY

The Union hereby agrees that it will not authorize, instigate, aid, condone or engage in
any strike, work stoppage or other action in violation of the Public Employment Labor
Relations Act of 1971, as amended. No employee shall cause or take part in any such
strike, work stoppage, slowdown or other action. In the event of a violation of this

section the Union agrees to take positive steps with the employees concerned to bring
about an immediate resumption of normal work. Should there be a violation of this
section there shall be no discussion or negotiations regarding any grievance before
normal work has been resumed.

ARTICLE XXIII - EMPLOYER AUTHORITY

The City shall not be required to meet and negotiate on matters of inherent managerial
policy, which include but are not limited to such areas of discretion or policy as the
functions and programs of the City, its overall budget, utilization of technology, the
organizational structure, selection and direction and number of personnel, determination
of duties to be performed and the manner in which they are to be performed, and
operation and management of all facilities and equipment. Any term or condition of
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employment not specifically established or modified by this Agreement shall remain
solely within the discretion of the City to modify, establish or eliminate.
ARTICLE XXIV - SAVINGS CLAUSE

Should any Article, section or portion of this Agreement be held unlawful and
unenforceable by any court of competent jurisdiction, such a decision of the court shall
apply only to the specific article, section or portion hereof directly specified in said
decision, and the remainder of this Agreement shall remain in full force and effect. The
specific article, section or portion so voided may be renegotiated at the written request
of either party.

ARTICLE XXV - DURATION

Except as herein provided, this Agreement shall be effective January 1, 2017 and shall
continue in full force and effect until December 31, 2019 and thereafter until modified or

amended by mutual agreement of the parties or until canceled by either party upon ten
days' written notice to the other. Either party desiring to modify or amend this
Agreement shall notify the other in writing by August 1st of the year in which
modifications are desired, so as to comply with the provisions of the Public Employment
Labor Relations Act as amended.
ARTICLE XXVI - EXECUTION

This Agreement is executed and signed by the parties hereto through their lawfully
designated officers, pursuant to the authority of the governing body of the City of
Wayzata and pursuant to the authorization of the members and officers of L.E.L.S.,
Local No. 37 on this
day
2016.

IN THE PRESENCE OF:

FOR THE CITY OF WAYZATA:

Mayor

And
City Manager

FOR Law Enforcement Labor Services Inc.
and LELS LOCAL NO. 37;

- 14

Union Representative
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CITY OF WAYZATA

EDUCATION/TUITION REIMBURSEMENT POLICY

It is the intent of the City of Wayzata to provide the citizens of Wayzata with a well-qualified
and trained staff. As a part of its annual budget process, the City Council will consider the
training and professional development needs of each department. It is the primary objective of
the training program that training dollars are spent on learning which addresses organizational
goals and follows a progression of skill development.
All regular City employees are eligible to participate, however, it is the expectation of the City
of Wayzata that new hires come to the City fully qualified for their position. Therefore, training
beyond incidental levels shall not be provided during an employee's first year of service.
Completion of additional training or education is not a basis for requesting a salary increase.
Courses should be taken outside of work hours; however, when unavoidable courses may be
taken during the work day with prior approval from the department head.
Training
• The City will pay for job-related, position specific training approved by the Department
Head and City Manager and deemed necessary to effectively complete the requirements of
the position, provided there is adequate funding in the budget appropriation for training.
• The City will pay for, or reimburse employees for, any and all training required by the City to
attain or maintain job-related certification.
• Conference and seminar training shall provide for meals and lodging, if necessary, for in
state and out-of-state training. Travel expenses for in-state training shall be provided
through the budget process. Travel expenses shall be provided for out-of-state training
with prior approval of the Department Head and City Manager.
• The Finance Manager will maintain records on all employee training done at City expense
and report annually on the training received and funds expended.
Education

• Employees participating in a job-related Bachelor's Degree program at an accredited
college or university or post-secondary classes at accredited colleges, universities, and
vocational/technical institutes can apply for City reimbursement for 50% of the cost of
tuition, books and laboratory fees. Any other fees, including fees for supplies,
transportation, student activity fees, late registration fees, school entrance fees, and
graduation fees are not eligible for reimbursement.
• In order to be eligible for reimbursement, the degree program or classes must be deemed
by the Department Head and City Manager to be job-related and a benefit to the employer
before the employee registers for the class.
• Reimbursement will only be made upon receipt of a "B" or better for the course.
Employees seeking reimbursement must present a paid fee statement and grade transcript
in order to receive reimbursement.
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Reimbursement for classes taken at private institutions shall not exceed the tuition charged
by the Minnesota State University system.
Reimbursements are on a first come, first served basis and shall not exceed the
department budget.
In the event a department receives reimbursement requests that exceed its budget
allocation for education reimbursement, the Department Head and City Manager shall
determine how to apportion the available funds.

The Finance Manager will develop and maintain forms for requesting approval of class
eligibility prior to registration and forms requesting reimbursement after successful
completion of classes.

In the event an employee leaves the City, any reimbursement for education received during
the 24 months prior to leaving must be returned to the City.
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