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All persons who drive or ride in the front seat of City vehicles will, in all cases, wear the installed seat belts and shoulder harnesses.  Passengers ridding in the back seat of vehicles that are equipped with rear seat lap belts and/or shoulder restraints must also buckle up.  All operators of off-road equipment must wear installed seat belts.  The driver is ultimately responsible for ensuring that all passengers comply with seat belt laws.

The use of City owned vehicles or equipment for private business is strictly prohibited.  Vehicles or equipment must be used for official business only and must be operated within the limits of the law at all times.  Operators will be held responsible for fines resulting from their operation.
DRIVER TRAINING REQUIREMENTS

General.  Any City employee determined to be at fault in an accident with total property damage in excess of $1,000, while operating a City vehicle will be required to take the National Safety Council Defensive Driving Course.

Defensive Driving Course.  Arrangements to take this course must be made for the employee by his immediate supervisor.

Cost of Training.  The employee will bear the entire cost, if any, of the training and there will be no compensation for the time spent in training if the training occurs after regularly scheduled work hours.

Driving Restrictions.  The employee may not operate a City vehicle until such time as he has successfully completed the course.  This restriction may be waived with the expressed written permission of the employee’s Department Director.

RESTRICTED DUTY

Eligibility.  Employees who are temporarily and partially physically disabled as a result of an injury, temporary medical condition, or postpartum recovery, and who, as a result of such disability, are not able to safely perform the full range of their normally assigned duties, may be eligible for restricted duty assignment.

Definition.  Restricted duty involves services to the City which are normally performed by employees or contractors.  Work will not be created for the employee to perform.  Restricted duty will be made available to employees as long as meaningful assignments are available.  Employees must be certified physically capable of performing the restricted duty assignment prior to commencing restricted duty work.

Duration of Restricted Duty Assignment.  Restricted duty may be available for a maximum of 180 calendar days (6 months) per disability, unless the employee applies for and is granted an extension by the City Manager.  The employee’s Department Director must approve all restricted duty and any extension must be approved at the discretion of the City Manager.

Dress Requirements.  An employee assigned to restricted duty, who normally is provided a uniform, may wear clothing modified to accommodate the temporary disability, so long as the clothing is acceptable to the Department Director and does not interfere with the employee’s
ability to carry out assigned job duties and responsibilities.

Medical Clearance.  Prior to any restricted duty assignment (and at such intervals as the City may thereafter require), a medical doctor, satisfactory to the City, must certify that the employee is unable to perform the full range of his regular duties; that the inability to perform and the condition causing it are temporary; and that there is no risk of contagion or infection to other employees.

Sick leave or other available leave(s) may be used, subject to the policies pertaining to such leaves.  

No employee will be permitted to work on restricted duty if a physician advises that the performance of the restricted duty work might slow the employee’s recovery or aggravate the disability.

The City may require a review by its physician at any time.

Modified/Transitional Duty While Under Workers Compensation.  It is the policy of the City of Columbia to return to work injured employees to their jobs as quickly as possible following a work-related injury or illness, and to place injured employees who are unable to safely return to performing the full range of their normal duties, into temporary modified/transitional duties, until such time as they can resume normal duties.  Temporary modified/transitional duties will not be created for employees to perform, but will be made available to employees as long as meaningful assignments are available.  See also Workers Compensation policy, page 50 of the Employee Handbook.
Employees who experience a work-related injury or illness, and if injury/illness demands medical treatment beyond what the City Nurse can provide, are sent to a medical treatment facility.  The employee must provide a return to work statement from the treating physician on the date the work-related injury or illness was treated to his Supervisor or Department/Division Head on that same date.

If the treating physician states on the return to work statement that the employee can return to work with no restrictions, the employee is expected to return to work on the same date as the work-related injury or illness occurred.

If the treating physician states on the return to work statement that the employee can return to work with specified restrictions, the Department Head should make every effort to accommodate the temporary restrictions in a modified duty assignment within the department.  If the department does not have a modified duty assignment to accommodate temporary restrictions, then the Department Head must immediately contact the Director of Human Resources.

The Director of Human Resources will be responsible for contacting other department areas to determine if meaningful assignments are available within their areas to accommodate temporary restrictions.  If meaningful assignments are available to accommodate temporary restrictions, the Director of Human Resources will notify the injured employee of the temporary transitional duties and a date that the employee is to return to work.
The refusal of an injured employee of a transitional job offer or not returning to work on the scheduled date set forth by the Director of Human Resources may result in the termination of the employee’s worker’s compensation benefits and employment with the City.
If the City does not have temporary modified/transitional duties to accommodate restrictions set forth by the treating physician for the injured employee, then the employee will remain out of work under worker’s compensation temporary total disability until the treating physician determines that the employee has either reached maximum medical improvement or is released to return to full duty.

The injured employee is required to provide a return to work statement from the treating physician upon each follow-up visit to the treating physician until such time as the treating physician has released the injured employee to return to full duty or determined that the employee has reached maximum medical treatment.
3.    RECRUITMENT

The City will not discriminate against any employee or applicant for employment because of race, color, sex, religion, national origin, age, disability, military status, political affiliation, sexual orientation or any other characteristic protected by law.

Recruitment Process.  Eligible vacant positions within City services will be posted for competitive selection.  Any employee interested in a position must complete and submit an Application for Employment once the position has been posted for competitive selection.

All applications for employment must be submitted through the City’s Human Resources Office.  Any application submitted directly to the hiring authority may be disqualified from consideration.

All applications will be reviewed to determine if the applicant meets the minimum qualifications and any special requirements.

Physical examinations will be required for such job classes or individuals as may be determined necessary by the City Manager.  Physical examinations are mandatory for firefighters and sworn law enforcement personnel.  Physical examinations will be conducted after a Conditional Offer of Employment.

CONDITIONAL OFFER OF EMPLOYMENT

An offer of employment to a selected applicant is expressly conditional and contingent upon completion of all the identified prerequisites.  The applicant is not guaranteed employment and should not make any changes in circumstances at this point.  An offer of employment is contingent upon the applicant’s successful completion, to the City’s satisfaction, of the following:

	(
	Medical/Physical Examination (Post offer of employment);

	(
	Drug and Alcohol Test (Post offer of employment);

	(
	Possession of the appropriate valid driver’s license (commercial or non-commercial);

	(
	Driver’s license check;

	(
	Verification of background information contained in the employment application/resume;

	(
	Reference checks (optional, at the discretion of the hiring authority);

	(
	Records check for conviction, pleas of guilty or no contest;

	(
	Skills test, i.e., typing test, if required.


For police officer and firefighter applicants additional prerequisites must be met.

4.    EMPLOYEE RECORDS

PERSONNEL RECORDS

The official personnel records file will be maintained by the Human Resources Director, or designee, for all City employees, active and inactive not withstanding that such records may be in the possession of the employee’s Division Head or Department 
Medical, and related records, i.e., workers’ compensation reports, etc., are maintained in a file separate and apart from the employee’s personnel file.  The only medical information that may be retained in an employee’s personnel file is physicians’ certification(s) stating that an employee is unable to work; or, the employee is able to return to work.

PERSONAL DATA CHANGES

It is the responsibility of each employee to promptly notify Human Resources, or the designated employee within their respective Division or Department of any changes in personal data, such as:

	(
	Personal mailing address;

	(
	Actual place of residence address;

	(
	Telephone number;

	(
	Number and names of dependents;

	(
	Individual(s) to be contacted in the event of an emergency;

	(
	Emergency change of phone number(s);

	(
	Educational accomplishments;

	(
	Marital status; and

	(
	Beneficiary change(s).


PERSONNEL TRANSACTIONS

Appointments, authorized salary increases, promotions, employee evaluations, suspensions demotions, separations from employment and other personnel transactions are recorded and maintained in the manner designated by the Human Resources Director.
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