
 
 

Meeting Notice & Agenda 
 

MARION CITY COUNCIL 
Monday March 16, 2026 – 5:00 PM 

Marion City Hall, 217 South Main Street, Marion, KY 
 

Agenda 
I. Call to Order 

II. Pledge of Allegiance 
III. Prayer 
IV. Public Comments 
V. Minutes  

a. Consideration of approving minutes of February 16, 2025, regular meeting 
 

VI. New Business 
a. Consideration of Confirming Mayoral Appointments to: 

i. Marion Planning & Zoning Commission 
b. Consideration of Subcommittee Proposal 
c. Introduction and First Reading of Ordinance #26-04 entitled, “AN ORDINANCE OF THE CITY OF 

MARION, KENTUCKY, AMENDING CHAPTER 35: PERSONNEL POLICIES TO AMEND THE EMPLOYEE 
HANDBOOK FOR EMPLOYEES OF THE CITY TO INCORPORATE RECOMMENDED UPDATES BY 
KENTUCKY LEAGUE OF CITIES (KLC)” 

d. Consideration of Resolution No. 26-01 entitled, “RESOLUTION OF THE CITY OF MARION ACCEPTING 
THE GRANT, APPROVING THE GRANT ASSISTANCE AGREEMENT, AUTHORIZING THE AMENDMENT OF 
THE CITY OF MARION’S ANNUAL BUDGET, AND AUTHORING A REPRESENTATIVE TO SIGN ALL 
RELATED DOCUMENTS” 

e. Consideration of Resolution No. 26-02 entitled, “A RESOLUTION OF THE CITY OF MARION, KENTUCKY, 
DECLARING CITY-OWNED PROPERTY AS SURPLUS PROPERTY AND AUTHORIZING THE MAYOR TO 
SELL OR OTHERWISE DISPOSE OF SAID PROPOERTY AS PERMITTED UNDER KENTUCKY LAW” 

f. Introduction and First Reading of Ordinance #26-03 entitled, “AN ORDINANCE OF THE CITY OF 
MARION, KENTUCKY, AMENDING TTITLE XV: LAND USAGE, BY ADDING CHAPTER 150.21: 
DEMOLITION PERMITS” 

g. Consideration of going out for RFP for Towing and Vehicle Storage 
h. Discussion on Sign Ordinance Improvements 
i. Code Enforcement Software Discussion 
 

VII. Continuing Business       
a. Second Reading of Ordinance #26-02 entitled, “AN ORDINANCE OF THE CITY OF MARION, KENTUCKY, 

AMENDING CHAPTER 35: PERSONNEL POLICIES TO AMEND THE EMPLOYEE HANDBOOK FOR 
EMPLOYEES OF THE CITY TO ADD CYBERSECURITY” 

b. Second Reading of Ordinance No. 26-01 entitled, “AN ORDINANCE AMENDING ORDINANCE #25-9 
ADOPTING THE CITY OF MARION, KENTUCKY ANNUAL BUDGET FOR FISCAL YEAR 07/01/2025 
THROUGH 06/30/2026 BY ESTIMATING REVENUES AND RESOURCES AND APPROPRIATING FUNDS 
FOR THE OPERATION OF CITY GOVERNMENT” 

c. Discussion on Ordinance #92 Related to Nuisance Vehicles 
 



VIII. Department Reports 
a. City Administrator/Treasurer 
b. Police 
c. Fire 
d. Water Plant 
e. Sewer Plant 
f. Code Enforcement/Planning & Zoning/Board of Adjustment 
g. Public Works 
 

IX. Mayor/Council/Staff Comments, Reports, and Questions 
X. Adjourn 



To: Mayor and City Council 
From: Adam Ledford, City Administrator 
Re: Agenda Description 
Date:  March 16, 2026 
 

I. Call to Order – Presiding Officer: Mayor D’Anna Browning 
II. Pledge 
III. Prayer 

IV. Public Comments: Actionable items presented during public comments are 
recommended to be assigned to the agenda for the next regular meeting unless emergency 
action is required.  This ensures that a proper evaluation of the issue may be conducted 
prior to final council action. 

V. Minutes 
A. February 16, 2026 

Your packet includes: 
• A copy of the February 16, 2026, Regular Meeting Minutes 
1. It is unnecessary to abstain from voting if you were not in attendance.  A 

motion and second following by a called vote are required.  If you have any 
proposed corrections you would like to submit prior to the meeting, please 
contact the office and speak with Cortny.  Any proposed modifications will 
be submitted on the night of the meeting at your location in the council 
chambers. 

 

VI. New Business 
A. Mayor’s Appointment Confirmations 

Your packet includes: 
• No Documents 
1. The Mayor will share her appointments with the public.  Several 

appointments were due at the end of the calendar year.  It is the role of the 
Mayor to make an appointment and the role of the council to consider 
confirmation of that appointment (think of the process as similar to what 
federal judges go through). 

2. Potential appointments may occur for: 
o Marion Planning & Zoning Commission 

3. Upon any discussion about the potential appointments, the council can 
consider approval.  A motion and second following by a called vote are 
required.   
 

B. Council Subcommittee Appointments 
Your packet includes: 
• A subcommittee signup sheet 
1. I will ask for the council to submit any questions about the subcommittee 

program mentioned during the February meeting.  At the end of tonight’s 
meeting, I would like each member to turn in the provided form indicating 
which area of interest they would like to be appointed to serve throughout 
the end of this year.  The Mayor will review and make a formal presentation of 



recommended appointments at the April meeting.  A new appointment will 
begin in January after the 2026 elections. 

 

C. Intro & 1st Reading Ord 26-04 Employee Handbook Update – KLC 
Recommendations 
Your packet includes: 
• A copy of the Ordinance 
• A copy of the complete, updated handbook (changes highlighted) 
1. Last year, KLC recommended to the previous administrator to update the 

handbook with various minor corrections and code updates.  After becoming 
aware of this recommendation, I assigned Anna Baker to draft a modified 
version which was then presented to staff and legal representation.  Tonight, 
you have a copy of manual with proposed changes.  None of these changes 
present a policy change but do constitute continuous improvement action.  
This can also serve as a full review by the council, which is why we provided 
the entire document for your discussion. 

2. The mayor will require an Introduction to perform the 1st reading.  The council 
may take action to modify the ordinance on 1st reading as well.  

 

D. Consideration of Res 26-01 Grant Authorization 
Your packet includes: 
• A copy of the Resolution 
• A copy of the grant agreement 
1. The City in conjunction with Eclipse Engineering and PeADD are preparing for 

the bid process on the CDBG funded WTP clearwell and waterline 
improvement projects previously awarded.  The state has identified the need 
to pass an authoring resolution to allow the mayor to approve the terms and 
move forward.  The grant was awarded and the city previously committed to 
$300,000 in matching funds. 

2. Upon any discussion about the potential appointments, the council can 
consider approval.  A motion and second following by a roll call vote are 
required.  Don’t forget, resolutions only require 1 reading. 

 

E. Consideration of Res 26-02 Surplus and Sale Approval 
Your packet includes: 
• A copy of the Resolution 
• A copy of proposed advertisement 
• A copy of the list of equipment 
• A copy of KRS 82-803 



1. Every year the city departments conduct a spring-cleaning review of 
equipment that they recommend for surplus.  There is specific KRS on the 
process to surplus and methods to sell items.  The council could decide to 
predetermine minimum bids for certain items or simply factor that in to post 
bid process. 

2. Upon any discussion about the items and methods of disposal, the 
council can consider approval.  A motion and second following by a 
roll call vote are required.  Don’t forget, resolutions only require 1 
reading. 

 

F. Intro & 1st Reading Ord 26-03 Demolition Permits 
Your packet includes: 
• Ordinance 26-03 
• A copy of the proposed permit 
1. The city currently has no demolition permit process inside city limits.  This is 

a common practice that provides several health and safety precautions 
within public interest: 
o Ensure all utilities (Water, Gas, Sewer, Electric) are aware of the plan and 

that arrangements have been made with the suppliers. 
o Ensure proper insurance has been considered to protect potentially 

impacted parties. 
o Ensure proper steps have been taken to consider if traffic will be 

impacted. 
2. We are proposing a $0 cost permit as the goal is not to generate revenue but 

ensure proper steps have been taken to preserve public health and safety. 
3. The mayor will require an Introduction to perform the 1st reading.  The council 

may take action to modify the ordinance on 1st reading as well.  
 

G. Consideration of RFP for Towing & Vehicle Storage 
Your packet includes: 
• A copy of the proposed RFP packet 
1. The City has been reviewing the best method of proceeding forward with a 

formal agreement with towing and storage related to enforcement actions by 
code or police officers.  There are limited vendors, but this would ensure a 
streamlined approach to the arrangement.  It is more efficient than an 
informal method used over the last few years. 

2. Upon any discussion about the items and methods of disposal, the 
council can consider approval.  A motion and second following by a 
roll call vote are required.   

 

H. Discussion on Sign Ordinance Improvements 
Your packet includes: 
• A copy of the current ordinance 
• A model used by another Kentucky city 
1. This is another part of a program to ramp up enforcement through 2026 using 

existing and newly implemented ordinances.  This is necessary to ensure 



that what we are enforcing is compliant with current federal, state, and local 
laws. 

2. Tanya and I will lead a conversation about the next phase of enforcement.  
We spoke last month about the ramping up of junk/abandon vehicles.  This 
month we are presenting signage.  Our current ordinance is out of date, so 
we have been researching what other cities are using.  This will give us a 
clear path to implement a new model for enforcement by late spring. 

3. A simple voice motion, second, and vote will serve to provide clear direction. 
 

VII. Continuing Business 
A. 2nd & Final Reading Ord 26-02 Employee Handbook Update - Cybersecurity 

Your packet includes: 
• An ordinance amendment 
1. The US Dept of Homeland Security, Cybersecurity and Infrastructure 

Security Agency (CISA) recommend a proactive method of projecting 
customer sensitive information and regular training to improve 
cybersecurity.  As part of improved protections on a local level, I am 
proposing implementation of a formal policy, codified within the employee 
manual.  The actual procedure used by the staff is a protected document not 
subject to open records (for obvious security reasons).  Every employee will 
be offered training as part of their onboarding orientation and on an annual 
basis thereafter. 

 

The council may take different actions 
• Vote:  

A council member may move to approve the ordinance as presented.  Along 
with a second and discussion, the mayor may then call the question.  A roll 
call vote will then be conducted to determine the outcome.  If the ordinance 
fails to obtain a motion or a second, it is deemed dead. 

• Modify the Question: 
Any council member may propose a motion to modify the original question 
(motion) being considered.  The mayor will then ask for a second to the 
modification, if one is given, the council will then discuss the modification 
and vote on it before returning to action on the original question (modified or 
not based on the vote). 

• Table: 
If the council believes the ordinance is not ready for adoption for any reason, 
but wishes to continue to consider action, a motion may be made to table 
consideration until the next meeting or at the time they designate. 

 

B. 2nd & Final Reading Ord 26-01 Budget Amendment 
Your packet includes: 
• An ordinance amending the 2025-26 budget 
1. After reviewing the Mid-Year financial report, I will recommend considering a 

significant budget amendment.  This amendment is intended to: 
o Update projections based on current and historical data 
o Correct previously made errors & omissions included in the original 

budget 



o Incorporate changes approved by the council since July 1 of 2025 
The goal of this budget amendment is to: 

o Avoid a KIA mandated sewer rate increase 
o Avoid violations of state statutes and state/federal general accounting 

principles for municipal government finances 
o Incorporate best practices as outlined by the GFOA. 

• A final budget amendment will be presented during the April meeting for the 
current fiscal year. 

 

The council may take different actions 
• Vote:  

A council member may move to approve the ordinance as presented.  Along 
with a second and discussion, the mayor may then call the question.  A roll 
call vote will then be conducted to determine the outcome.  If the ordinance 
fails to obtain a motion or a second, it is deemed dead. 

• Modify the Question: 
Any council member may propose a motion to modify the original question 
(motion) being considered.  The mayor will then ask for a second to the 
modification, if one is given, the council will then discuss the modification 
and vote on it before returning to action on the original question (modified or 
not based on the vote). 

• Table: 
If the council believes the ordinance is not ready for adoption for any reason, 
but wishes to continue to consider action, a motion may be made to table 
consideration until the next meeting or at the time they designate. 

 

C. Overview of Nuisance Vehicle Ordinance 
 Your packet includes: 

• A portion of Ordinance 92 on Abandoned & Junk Vehicles 
1. The council indicated they may want changes at the last council meeting, 

but no formal action was directed at the staff regarding what types of 
modifications were requested so we are coming back to ask for directions on 
what changes you would like to see incorporated in this ordinance. 

2. A simple voice motion, second, and vote will serve to provide clear direction. 

VIII. Department Reports 
Your packet includes (may include supporting information): 
• City Administrator/Treasurer Report 
• Police Report 
• Fire Report 
• Water Plant Report 
• Sewer Plant Report 
• Enforcement, BOA, and P&Z Report/Minutes 
• Public Works Report 
• Tourism Update 
• Airport Commission Update 
• Park Commission Update 



IX. Mayor/Council/Staff Forum 
X. Adjournment 

 



Meeting of the Marion City Council 
Monday, February 16, 2026, at 5:00 PM 

 
The Marion City Council met in regular session on February 16, 2026, at 5:00 PM with Mayor Browning presiding. Council Members present were as 

follows: Randy Dunn, Wanda Olson, Taylor Davis, Dwight Sherer, Bobby Belt and Cutter Singleton. City Employees present were as follows: Chief 
Bobby West, Ray O’Neal, Adam Ledford, Layten Croft, Cortny Cosby, Anna Baker, Greg Tabor, Jeff Black, Barbara Browning, Tanya Byers and Legal 

Service Officer Bart Frazer.  
 

 
Mayor Browning announced the passing of Bonita Hatfield and spoke about her dedication to the city.  
 
 
Public Comments 
 
Cynthia Pendley advised her yard needed to be fixed from previous meter installation done by the contractors. Adam Ledford advised he was told the 
crew would be back in the spring to finish up the project and advised Cynthia to leave her name and number for a more precise time, when that 
becomes available.  
 
Mindy Withrow expressed concerns regarding Ordinance #92 and her outside display at Marion & Company. Mayor Browning advised that the 
ordinance was generally for homeowners and junked vehicles. Wanda Olson stated she had several questions about the ordinance as well. Adam 
stated with the new year the city plans to ramp up enforcement, educate the public and possibly make modifications in the process. Nathan Ratley 
asked if there would be a process in place to warn the owner. Mayor Browning advised there would be due process. Ric Carder requested the 
definitions of nuisance. Bart Frazer provided a printout to Ric.  
 
General Government 
 
A motion was made by Wanda Olson, seconded by Randy Dunn to approve the minutes from the regular meeting December 15, 2025. All present 
members voted yes. Motion carried.  
 
The following appointments were confirmed by Mayor Browning: 
-Chief Bobby West, Ray O’Neal and Donnie Arflack to the 911 Board 
-Chris Evans, Shawn Holeman and Misty Porter to the City/ County Park Board 
-Jim Johnson, Paul Gillies and Dan Rubino to the City/ County Airport Commission  
-Ray Agent to the Marion Planning and Zoning Commission  
-Mike Harris to the Marion Code Enforcement Board 
A Motion was made by Bobby Belt, seconded by Taylor Davis to approve the appointments above. All present members voted yes. Motion carried.  
 
Adam Ledford began a discussion on the 10-year strategic plan and stated he will be improving standards. Adam Ledford explained that the city was 
knocked on audits and grant applications because of failure to have plans in place, adding that the last plan was created in 2017, and should have 
been every 5 years.  
 
Adam Ledford began a discussion on 5-year strategic plans, and stated that was the absolute standard to have. Adam Ledford explained a generic 5-
year plan. Cutter stated that on his recent trip to Frankfort they were very adamant about a 5-year strategic plan.  
 
Adam Ledford began a subcommittee proposal, explaining that it was a way for the council to be more involved. Adam Ledford used Wanda Olson as 
an example, she is the Marion Code Enforcement Board liaison.  
 
Adam Ledford went over the proposed budget schedule that was included in the packet, also available for the public online. 
 
Adam Ledford discussed the visit from Ben Cook, our representative of KLC. Adam Ledford stated during Ben’s visit he presented information that 
would have been provided to the previous city administrator, none of which had been completed. Adam explained several actions he has taken to help 
save on insurance premiums such as creating a safety committee requiring employees to watch safe driving videos. Adam also gave a shout out to 
Anna Baker for submitting her first draft of the employee manual rewrite, this will eventually come before the council.  Mayor Browning also gave a 
shout out to Anna Baker for doing a great job.  
 
Bart Frazer provided the first reading of ORDINANCE NO 26-02, AN ORDINANCE OF THE CITY OF MARION, KENTUCKY, AMENDING CHAPTER 35: 
PERSONNEL POLICIES TO AMEND THE EMPLOYEE HANDBOOK FOR EMPLOYEES OF THE CITY TO ADD CYBERSECURITY. Adam explained this was 
a national standard to ensure staff can actively respond to a cybersecurity threat, a partial copy was provided intentionally, the full copy is confidential 
but can be made available to council by requesting a meeting to view the document. Cutter asked if the process had been tested. Adam responded 



yes, two hours after it was established and added that it was a very minor threat and no information was breached. Mayor Browning also confirmed no 
customer information was breached.  
 
Tanya Byers briefly discussed Ordinance #92 and then began her update; she mentioned that she was in touch with Cooper’s Towing. Tanya  Byers 
stated she was working with Bart Frazer on a Memorandum of Agreement. Tanya Byers advised the process would consist of a notice, then citation 
including stickers for windshields and made it clear that citizens would have plenty of time to remedy the situation. Wanda Olson asked if the 
Ordinance would be tweaked. Cutter Singleton asked when this can be put into place. Adam Ledford advised the process could take up to two 
months. Mayor Browning advised this was regarding junked vehicles that have become a fixture in several yards, making it unfair to neighbors.  
 
Adam Ledford began a slideshow review of the city financial status through mid-fiscal year 2025-2026 and provided a handout. The review focused on 
minor and serious corrective actions necessary to resolve important matters. Adam Ledford noted a projected loss in sewer utility revenues to 
operating & maintenance expenses between $290,000 and $310,000. Adam Ledford advised he pulled the minutes and the loss was directly related 
to an error made by former administration and added keeping a monthly budget would have caught the error much sooner. Mayor Browning advised it 
was discovered that the $19,000,000 Wastewater Treatment Plant was without insurance from the time the city took possession in 2023 until 2025 
when lightning struck the building, the lack of insurance was due to errors made by former administration. Mayor Browning advised the Marion Police 
Department also had a close call with their fleet insurance due to errors made by former administration but was corrected before a lapse in coverage 
occurred. Mayor Browning advised they were correcting several errors in last year’s budget.  
 
Bart Frazer provided the first reading of ORDINANCE NO 26-01 AN ORDANCE AMENDING ORDINANCE #25-09 ADOPTING THE CITY OF MARION, 
KENTUCKY ANNUAL BUDGET FOR FISCAL YEAR 07/01/2025 THROUGH 06/30/2026 BY ESTIMATING REVENUES AND RESOURCES AND 
APPROPRIATING FUNDS FOR THE OPERATION OF CITY GOVERNMENT. Bart Frazier stated copies were available on the podium.  
 
Bart Frazer provided a reading of RESOLUTION NO. 25-07 A RESOLUTION OF THE CITY OF MARION, KENTUCKY, TO ENTER INTO AN AGREEMENT 
WITH CRITTENDEN-LIVINGSTON COUNTY WATER DISTRICT FOR WATER. Bart Frazer stated the price is set by the Public Service Commission. A 
motion was made by Taylor Davis, seconded by Dwight Sherer to approve RESOLUTION NO. 25-07 A RESOLUTION OF THE CITY OF MARION, 
KENTUCKY, TO ENTER INTO AN GREEMENT WITH CRITTENDEN-LIVINGSTON COUNTY WATER DISTRICT FOR WATER. Roll Call: Randy Dunn, yes; 
Wanda Olson, yes; Taylor Davis, yes; Dwight Sherer, yes; Bobby Belt, yes; Cutter Singleton, yes. All present members voted yes. Motion carried. 
 
A motion was made by Cutter Singleton, seconded by Randy Dunn for the council to enter a closed session at 6:20 PM. A motion was made by Bobby 
Belt, seconded by Dwight Sherer to exit the closed session at 6:40 PM. All present members voted yes. Motion Carried. No action was announced at 
this time.  
 
Adam Ledford recognized Greg Tabor and Jeff Black for their dedication to two different issues. 
 
Mayor Browning praised the water department for holding our own during the snow event. Mayor Browning also recognized Adam Ledford for making 
sure the crews were warm and fed while working during the snow event. 
 
Adam Ledford recognized Darlene Abell for bringing the maintenance crew handmade hats to keep them warm during the snow removal. Adam 
Ledford also recognized the maintenance team for their dedication to the snow removal.  
 
Mayor Browning stated the inmates were very valuable but not permitted to do work on private property such as clearing sidewalks. 
 
Other Business 
 
Wanda Olson asked who takes care of the fans at the Farmers Market. Adam Ledford advised Michelle Edwards from Tourism. Wanda Olson asked 
about the water leak on W Bellville in front of Gilbert’s Funeral Home. Adam Ledford advised the leak would be repaired on Wednesday. Wanda Olson 
asked if the new owners of the home on Chapel Hill would be allowed to keep horses. Tanya Byers advised it was not zoned agricultural; they may not 
keep horses. Wanda Olson asked about replacing the fire hydrants that were previously mentioned. Mayor Browning advised we were waiting until the 
lines were replaced and added there were 6 or 7 that were not operating.  
 
Mayor Browning advised it was pothole season, and asked Greg Tabor if he has what he needed for the season. Greg Tabor stated he will have to order 
more supplies. Mayor Browning asked that the community notify City Hall with related complaints. Mayor Browning mentioned the decorative lamps in 
front of Farmers Bank and explained how hard it has been to find a replacement due to being discontinued. Mayor Browning advised the veteran 
banners were handed over to the VFW, to be displayed. Mayor Browning announced that Monday is Marion’s 182nd birthday and invited the public to 
come celebrate with a cake donated by Sue Ledford. Mayor Browning also announced that Marion will celebrate America’s 250th birthday this June 
with a big event including a parade.  
 
Cutter Singleton also mentioned the leak on W Bellville in front of Gilbert’s Funeral Home and one on W Central Ave. Cutter Singleton mentioned the 
work that needs to be done in Rachel Arflack’s yard. Cutter Singleton bragged on the new fire truck being used for five runs just since it was purchased, 
and the new decals. Dwight Sherer stated Gary Cruce purchased the decals. 



 
Adam Ledford recognized Cutter Singleton for his help removing snow.  
 
Wanda Olson mentioned a leak at Creekside Apartments to Greg Tabor.  
 
  
Adjournment 
 
There being no further business to come before the council, a motion was made by Wanda Olson, seconded by Randy Dunn. The meeting was 
adjourned at 7:00 PM.  
 
   
 
 
 
 
 
               _______________________________________________                              ___________________________________________                                    
                                   MAYOR D’ANNA BROWNING                                                                            ATTEST: CORTNY COSBY, CITY CLERK  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2 Marion Revolving Loan Committee (as needed) 2 Marion Revolving Loan Committee (as needed)

1 City/County Park Board (monthly) 1 City/County Park Board (monthly)

1 Drug Coalition 1 Drug Coalition

1 Economic Development Corporation (monthly) 1 Economic Development Corporation (monthly)

1 250th Celebration Committee (as needed) 1 250th Celebration Committee (as needed)

1 Crittenden 911E Commission (monthly) 1 Crittenden 911E Commission (monthly)

1 Crittenden KU Extension (monthly) 1 Crittenden KU Extension (monthly)

1 Crittenden County Fiscal Court (monthly) 1 Crittenden County Fiscal Court (monthly)

1 Marion Tourism Commission (monthly) 1 Marion Tourism Commission (monthly)

1 Code Enforcement Committee (monthly) 1 Code Enforcement Committee (monthly)

1 Marion Planning & Zoning Commission (monthly) 1 Marion Planning & Zoning Commission (monthly)

1 City/County Airport Commission (monthly) 1 City/County Airport Commission (monthly)

1 Marion Chamber Main Street Board (monthly) 1 Marion Chamber Main Street Board (monthly)

1 Marion Board of Adjustment (as needed) 1 Marion Board of Adjustment (as needed)

3 Police 3 Police

3 Street & Alley 3 Street & Alley

3 Fire 3 Fire

3 Safety 3 Safety

3 Water 3 Water

3 Sewer 3 Sewer

3 Finance 3 Finance

Name:_______________________________ Name:_______________________________

Board Appointments - Voting

Board Appointments -  Non Voting

Committee Appointments

Board Appointments - Voting

Board Appointments -  Non Voting

Committee Appointments



 
CITY OF MARION, KENTUCKY 

ORDINANCE NO. 26-04 
 

AN ORDINANCE OF THE CITY OF MARION, KENTUCKY, AMENDING CHAPTER 35: 
PERSONNEL POLICIES TO AMEND THE EMPLOYEE HANDBOOK FOR EMPLOYEES OF 
THE CITY TO INCORPORATE RECOMMENDED UPDATES BY KENTUCKY LEAGUE OF 

CITIES (KLC) 
 

WHEREAS, the City Council of the City of Marion, Kentucky, has authority pursuant to statute to 
enact Ordinances relating to the City, and 
 
WHEREAS, the City of Marion, Kentucky has codified its Ordinances, and 
 
WHEREAS, the City Council deems it necessary to revise, amend, and codify the Employee 
Handbook going forward, 
 
NOW, THEREFORE, BE IT ORDAINED BY THE MARION CITY COUNCIL: 
 
Section One: Chapter 35: PERSONNEL POLICIES of the Code of Ordinances of the City of Marion, 
Kentucky, Employee Handbook, Section 3 – General Employment Policies and Rules are hereby 
amended as proposed by KLC as attached hereto, be and the same is hereby adopted by reference 
as if set out in its entirety. 
 
Section Two: That this ordinance shall be in full force and effect upon its passage by law pursuant 
to Kentucky Revised Statues. 
 
Section Three: All ordinances and parts thereof in conflict with this ordinance are hereby repealed 
to the extent of the conflict. 
 
Section Four: If any section, provision, or part of this ordinance shall be adjudged invalid or 
unconstitutional such adjudication shall not affect the validity of the ordinance as a whole or any 
section, provision, or part thereof not adjudged invalid or unconstitutional. 
 

COUNCIL MEMBERS   YES   NO 

Randy Dunn          

Wanda Olson          

Taylor Davis          

Dwight Sherer          



Bobby Belt          

Cutter Singleton             

It appearing that   Council Members voted for the adoption of this ordinance, and    
voted against, with    abstaining, the Mayor declared the ordinance adopted. 

 

INTRODUCED AND GIVEN FIRST READING:    

GIVEN SECOND READING AND PASSED:     

PUBLISHED IN THE CRITTENDEN PRESS:     

 

       
D’ANNA BROWNING, MAYOR 

      ATTEST:       
            CORTNY COSBY, CITY CLERK 
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GRANT ASSISTANCE AGREEMENT 
 
 This Grant Assistance Agreement (the “Agreement”) is made and entered into by 
and between the Kentucky Infrastructure Authority (the “Authority”), a body corporate and 
politic, constituting a public corporation and governmental agency and instrumentality of 
the Commonwealth of Kentucky, and the City of Marion (the “Grantee”), acting herein 
through its Authorized Official, each a party to this Agreement, which shall be effective 
upon the date of signing by the Executive Director of the Authority, 

 
W I T N E S S E T H: 

 
 WHEREAS, the General Assembly of the Commonwealth of Kentucky, being the 
duly and legally constituted legislature of Kentucky at its 1988 Regular Session, enacted 
House Bill 217 amending Chapter 224A of the Kentucky Revised Statutes (the “Act”), 
creating the “Kentucky Infrastructure Authority” to serve the public purposes identified in 
the Act; and 
 
 WHEREAS, the Authority, attached to the Governor’s Office, is charged pursuant 
to Section 224A.300 of the Act with coordinating the funding and implementation of 
infrastructure projects and to this end maintains the Water Resource Information System 
(the “WRIS”) a comprehensive database of community water and wastewater projects 
across Kentucky; and  
 
  WHEREAS, Senate Bill 36 of the 2021 Regular Session of the Kentucky General 
Assembly approved a $250,000,000 allocation in Federal Funds for Fiscal Year 2021 from 
the American Rescue Plan Act of 2021/Coronavirus State Fiscal Recovery Fund to the 
Authority for the Drinking Water and Wastewater Grant Program, known as the Kentucky 
Cleaner Water Program (the “CWP”), a portion of which funds are the subject of this 
Agreement; and 
 
 WHEREAS, the Grantee now seeks to acquire and construct a project as 
described in the Grantee’s Project Profile in the WRIS (the “Project”) and the Authority 
has determined that the Project meets the guidelines of the Cleaner Water Program and 
the directives of the General Assembly; and 
 
 WHEREAS, the Grantee and the Authority desire to enter into this Agreement 
which sets forth their respective duties, rights, covenants, and obligations with respect to 
the acquisition and construction of the Project and the application of the proceeds of a 
grant from the Cleaner Water Program as administered by the Authority.  
 
 NOW THEREFORE, in consideration of the mutual covenants and conditions 
contained herein, the grant hereby effected, and for other good and valuable 
consideration, the receipt, mutuality and sufficiency of which is hereby acknowledged by 
the parties hereto, the Authority and the Grantee each agree as follows: 
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SECTION 1 – DEFINITIONS 
 
 All terms utilized herein shall have the same definitions and meaning as ascribed to 
them in the Act, which Act is hereby incorporated in this Agreement by reference, the same 
as if set forth herein verbatim; provided, however, that those definitions utilized in the Act 
having general application are hereby modified in certain instances to apply specifically to 
the Grantee and its Project. 
 
 Act shall mean Chapter 224A of the Kentucky Revised Statutes, as amended (the 
“KRS”). 
  
 Agreement shall mean this Grant Assistance Agreement made and entered into 
by and between the Grantee and the Authority, as authorized by the Act, providing for a 
Grant to be made to the Grantee or its approved agent, subject to approval by the 
Authority. 
 
 Area Water Management Council shall mean the entity designated as the regional 
planning body for the respective counties within an Area Development District in Kentucky, 
which shall prepare and maintain an Area Water Management Plan, listing and prioritizing 
Project Profiles for water and wastewater projects within that region. 
 

Engineer(s) shall mean the professional engineer or firm of professional engineers 
properly procured in accord with KRS Chapter 45A and 2 CFR 200.317 through 2 CFR 
200.327 (where applicable), as amended, by the Grantee in connection with the Project, as 
identified in the WRIS Cleaner Water Program Database. 
 
 Exhibit shall refer to a specific document, or to the completion of a process or 
procedure to be accomplished as a prerequisite to release of funds to the Grantee by the 
Authority. 
 
 Grant shall mean that portion of the Kentucky CWP funds made available to the 
Commonwealth by the American Recovery Program Act and allocated by the Kentucky 
General Assembly in its 2021 Regular Session, which shall be incrementally transferred 
under this Agreement from the Commonwealth to the Grantee through Grant Number 
21CWW346 in the principal amount of $173,410 for the purpose of defraying the costs 
incidental to the Project. 
 
 Grantee shall mean any unit of local government, or its designated agent, as 
approved by the Authority, or any special purpose governmental entity within the 
Commonwealth eligible for funds under the CWP in accordance with the Act, now having 
been or hereafter being granted the funds for the Project; and for the purposes of this 
Agreement shall mean the Grantee identified on the front page of this Agreement. 
 
 Project shall mean, when used generally, a water, wastewater or other 
infrastructure project authorized pursuant to the Act, and when used in specific reference 
to the Grantee’s Project funded by the Authority through the CWP, it shall refer to that 
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project as described in the Grantee’s Project Profile in the WRIS, which has an 8 digit 
number following the designation WX or SX. 
 
 Project Administrator shall mean that individual designated in the Project Profile 
by that title, who has the capacity and responsibility of supervising the Project and 
coordinating the preparation of all related documentation on behalf of the Grantee with 
respect to the Project.  
  

Project Budget shall mean a list of Project expenses and funding sources, in the 
form set forth in the current Project Profile as set forth in the WRIS. 

 
Project Profile shall mean those specific details of the Project, presented by the 

Grantee to the respective Area Water Management Council for review and incorporation 
into the Area Water Management Plan and the WRIS. 

 
 System shall mean the utility system owned and operated by the Grantee or the 
agent of the Grantee, as approved by the Authority, to which the Project shall become a 
part, and any revenues generated by the Project, which are used to operate and maintain 
the utility system in the typical manner of a local public utility in Kentucky. 
 
 
SECTION 2 - OBLIGATIONS OF THE AUTHORITY 
 
The Authority covenants and agrees, conditioned upon the timely performance by the 
Grantee of its respective obligations, to undertake the following obligations: 
 
A. The Authority shall review and approve Project related documentation provided by 

the Grantee. Once the Project is under construction, the Authority shall review 
requests for payment submitted for payment of costs of the Project. Any 
deficiencies found in said requests will be reported immediately to the Grantee. If 
there are no deficiencies in said requests or deficiencies have been resolved 
satisfactorily by the Grantee, the Authority will approve the requests and disburse 
grant funds to the Grantee in an amount not to exceed, cumulatively, the approved 
grant amount for the Project.  
 

B. The Authority will communicate and cooperate with the Grantee to best assist the 
Grantee in meeting its obligations set out in this Agreement. 
 

 
SECTION 3 - OBLIGATIONS OF THE GRANTEE 
 
The Grantee covenants and agrees to undertake the following obligations:   
   
A. The Grantee shall complete and submit executed copies of all required Exhibits to 

the Authority, in accordance with the Conditional Commitment Letter instructions. 
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B. The Grantee may consider utilizing the option for partial funding set out in Section 
6, below. Over the course of the acquisition and construction of the Project, the 
Grantee shall provide such status reports as may be requested by the Authority, 
and once the Project is under construction submit periodic requests for payment 
to the Authority accompanied by copies of invoices for costs incurred in 
accordance with the Authority’s standard draw-down request format.   

 
C. The Grantee shall perform and/or cause to be performed all necessary acts 

consistent with all federal and state labor and procurement laws in connection with 
the planning, design, acquisition and construction of the Project, including: the 
proper procurement of land, easements and rights of way; professional services, 
including but not limited to architectural and engineering services; construction 
contractor(s) services; and the acquisition of necessary equipment and/or 
materials. 

 
D. The Grantee shall obtain and keep on file all required permits, licenses and 

approvals from the appropriate federal, state, and/or local governmental agencies 
prior to starting construction of the Project.  

 
E. The Grantee shall comply with all applicable federal and state statutes, executive 

orders, regulatory requirements, and policies relating to the planning and 
construction of the Project. 

 
F. The Grantee shall cooperate fully with the Authority and provide any 

documentation requested by the Authority in order to facilitate completing the 
obligations set out in this Agreement. 

 
G. The Grantee will proceed expeditiously to complete the Project in accordance with 

the approved final engineering plans and specifications or amendments thereto, 
prepared by the Project Engineer for the Grantee, if required and as approved by 
the Authority and other state and federal agencies, as appropriate.  

H. The Grantee agrees that throughout the reasonable life of the infrastructure 
facilities developed under the Project it will retain ownership of, operate, and 
maintain these facilities, and all appurtenances thereto, keeping them in good and 
sound repair and good operating condition at its own expense so that the 
completed Project will continue to provide the services for which it was designed. 
Change of ownership or disposal of the Project facilities during their useful life may 
occur only with written approval of the Authority. 

I. If the Grantee is a local unit of government, city or county, and determines that it 
is in the best interest of its citizens, it may enter into a memorandum of agreement 
with a Kentucky corporation to serve as its agent for the implementation and long 
term operation and management of the Project, subject to the Agreement. The 
form and content of such a memorandum of agreement is subject to the prior 
approval of the Authority. 
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J. General Compliance with all Duties. The Grantee shall faithfully and punctually 
perform all duties with reference to the System required by the American Rescue 
Plan Act of 2021, and by the terms and provisions of the Act, and this Assistance 
Agreement. 

K. Further Covenants under the American Rescue Plan Act of 2021. The Grantee 
shall comply with all further requirements or conditions which may arise from time 
to time in order to assure compliance with the American Rescue Plan Act of 2021, 
including but not limited to the following: 

1. Records Retention. The Grantee shall provide to the Authority access to all 
records related to the Project for review in determining compliance with this 
Agreement and all applicable laws and regulations, including the American 
Rescue Plan Act of 2021/Coronavirus State Fiscal Recovery Fund. The 
Grantee shall retain all records, including all invoices, relating to the Project for 
five (5) years after full execution of the Certificate of Completion.  

2. Single Audit Requirements. Grantees that expend more than $750,000 in 
Federal awards during their fiscal year will be subject to an audit under the 
Single Audit Act and its implementing regulation at 2 CFR Part 200, Subpart F 
regarding audit requirements. Grantees may also refer to the Office of 
Management and Budget (OMB) Compliance Supplements for audits of federal 
funds and related guidance and the Federal Audit Clearinghouse to see 
examples and single audit submissions.  

3. Civil Rights Compliance. The Grantee is required to meet legal requirements 
relating to nondiscrimination and nondiscriminatory use of Federal funds. 
Those requirements include ensuring that entities receiving Federal financial 
assistance from the U.S. Department of the Treasury do not deny benefits or 
services, or otherwise discriminate on the basis of race, color, national origin 
(including limited English proficiency), disability, age, or sex (including sexual 
orientation and gender identity), in accordance with the following authorities: 
Title VI of the Civil Rights Act of 1964 (Title VI) Public Law 88-352, 42 U.S.C. 
2000d-1 et seq., and the Department's implementing regulations, 31 CFR part 
22; Section 504 of the Rehabilitation Act of 1973 (Section 504), Public Law 93-
112, as amended by Public Law 93-516, 29 U.S.C. 794; Title IX of the 
Education Amendments of 1972 (Title IX), 20 U.S.C. 1681 et seq., and the 
Department's implementing regulations, 31 CFR part 28; Age Discrimination 
Act of 1975, Public Law 94-135, 42 U.S.C. 6101 et seq., and the Department 
implementing regulations at 31 CFR part 23. 

L. General. The Grantee shall do and perform or cause to be done and performed all 
acts and things required to be done or performed by or on behalf of the Grantee 
under the provisions of the American Rescue Plan Act of 2021 and this Assistance 
Agreement in accordance with the terms of such provisions. 
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SECTION 4 - MUTUALITY OF OBLIGATIONS 
 
A. The parties agree that the funds granted by the Commonwealth to the Grantee are 

to be used solely for the purposes of the acquisition and construction of the Project. 
Further, the parties agree that the obligations imposed upon them are for their 
respective benefit and the timely fulfillment of the obligations set herein are 
necessary for the Project. 

 
B. Except as may otherwise be provided herein, the parties to this Agreement shall 

be solely responsible for any incidental costs incurred in fulfilling their respective 
obligations under this Agreement and neither party shall have any claim against 
the other party for reimbursement of incidental costs whether or not a party is in 
default. 
 

 
SECTION 5 - TERMS OF AGREEMENT 

 
A. This Agreement shall be valid only after both parties have duly signed and provided 

the executed document to the other. 
 
B. This Agreement may be terminated by either party at any time for cause and may 

be terminated by either party without cause upon 30 days written notice to the 
other party. Termination of this Agreement shall not diminish or in any other 
manner affect any other remedy that may be available to the parties for any breach 
of the Agreement that occurs prior to the termination. 

 
C. If, after execution of this Agreement, additional financial assistance is found to be 

required for the acquisition and construction of the Project and the required 
additional assistance does or does not become available to the Grantee from any 
source, the Project may be modified so long as any change in scope and budget 
is mutually agreed to by the parties to this Agreement, and clearly documented in 
a revision of the Project Budget within the Project Profile.  

 
 

SECTION 6 - ADVANCE FUNDING FOR PROJECT PLANNING AND DESIGN 
 
A. The Grantee may request, in writing, that a portion of the grant funds be disbursed 

prior to Project bidding to pay up to 50% of the budgeted engineering fee for Project 
planning and design to the Project Engineer to expedite submission of the Project 
plans and specifications for review by the Kentucky Division of Water. The balance 
of the budgeted engineering fee for project planning and design may be paid only 
after approval of the plans by the Kentucky Division of Water. 

 
B. It is specifically understood and agreed by the Grantee in the event that the Project 

has not been advertised for bids within twenty-four (24) months from the date of 
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signing of this Agreement, for whatever reason, any funds disbursed for Project 
planning and design are subject to full and immediate repayment by the Grantee 
to the Authority.  

 
C. No funds shall be released under this Section until the requirements of Exhibits 1 

through 7 of this Agreement have been completed. 
 
 
SECTION 7. - EVENTS OF DEFAULT AND REMEDIES. 

Section 7.1. Events of Default Defined. 

The following will be “Events of Default” under this Agreement and the term “Event of 
Default” or “Default” will mean, whenever it is used in this Agreement, any one or more of 
the following events: 

A. Any unauthorized or improper expenditure of funds by the Grantee, or expenditure 
of funds by the Grantee other than in accordance with the terms of this Agreement. 

B. Failure by the Grantee to observe or perform any covenant, condition or agreement 
on its part to be observed or performed, other than as referred to in subsection (A) 
of this Section, for a period of thirty (30) days after written notice specifying such 
failure and requesting that it be remedied will have been given to the Grantee by 
the Authority unless the Authority agrees in writing to an extension of such time 
prior to its expiration; provided, however, if the failure stated in the notice cannot 
be corrected within the applicable period, the Authority will not unreasonably 
withhold its consent to an extension of such time if corrective action is instituted by 
the Grantee within the applicable period and diligently pursued until such failure is 
corrected. 

C. The dissolution or liquidation of the Grantee, or the voluntary initiation by the 
Grantee of any proceeding under any federal or Kentucky law relating to 
bankruptcy, insolvency, arrangement, reorganization, readjustment of debt or any 
other form of debtor relief, or the initiation against the Grantee of any such 
proceeding which remain undismissed for sixty (60) days, or the entry by the 
Grantee into an agreement of composition with creditors or the failure generally by 
the Grantee to pay its debts as they become due. 

D. A default by the Grantee under the provisions of any agreements relating to its 
debt obligations. 
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Section 7.2. Remedies on Default. 

Whenever any Event of Default referred to in Section 7.1 has occurred and is continuing, 
the Authority may, without any further demand or notice, take one or any combination of 
the following remedial steps: 

A. Declare this Agreement void from the beginning without further obligation to the 
Grantee and may commence appropriate legal action to enforce its rights under 
this Agreement including action for recovery of funds expended hereunder. 

B. Terminate any remaining grant payments to the Grantee. 

C. Exercise all the rights and remedies of the Authority set forth in the Act. 

D. Take whatever action at law or in equity may appear necessary or desirable to 
enforce its rights under this Agreement. 

E. Submit a formal referral to the appropriate federal agency. 

Section 7.3. No Remedy Exclusive. 

No remedy herein conferred upon or reserved to the Authority is intended to be exclusive, 
and every such remedy will be cumulative and will be in addition to every other remedy 
given hereunder and every remedy now or hereafter existing at law or in equity. No delay 
or omission to exercise any right or power accruing upon any default will impair any such 
right or power and any such right and power may be exercised from time to time and as 
often as may be deemed expedient. 

Section 7.4. Consent to Powers of Authority Under Act. 

The Grantee hereby acknowledges to the Authority its understanding of the provisions of 
the Act, vesting in the Authority certain powers, rights and privileges in respect of the 
Project upon the occurrence of an Event of Default, and the Grantee hereby covenants 
and agrees that if the Authority should in the future have recourse to said rights and 
powers, the Grantee shall take no action of any nature whatsoever calculated to inhibit, 
nullify, void, delay or render nugatory such actions of the Authority in the due and prompt 
implementation of this Agreement. 

Section 7.5. Waivers. 

In the event that any agreement contained herein should be breached by either party and 
thereafter waived by the other party, such waiver will be limited to the particular breach 
so waived and will not be deemed to waive any other breach hereunder. 

Section 7.6. Agreement to Pay Attorneys’ Fees and Expenses. 

In the event that either party hereto defaults under any of the provisions hereof and the 
non-defaulting party employs attorneys or incurs other expenses for the enforcement of 
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performance or observance of any obligation or agreement on the part of the defaulting 
party herein contained, the defaulting party agrees that it will pay on demand therefor to 
the non-defaulting party the fees of such attorneys and such other expenses so incurred 
by the non-defaulting party. 

SECTION 8 - MISCELLANEOUS PROVISIONS 

A. The Grantee may sign this Agreement electronically via a program subject to the 
approval by the Authority, or manually on a paper copy that is scanned to the 
portable document format (.pdf) and emailed to the Authority. Transmittal of all 
other correspondence or documentation, including the required Exhibits identified 
in the Attachment shall be scanned and attached as a file to email. The Authority 
and the Grantee, working through the Project Administrator, shall assist each other 
in securing and maintaining a complete, current Project document file for 
reference, records, and audit purposes. 

B. The headings set forth in this Agreement are for convenience and the terms 
contained therein shall in no way be held to explain, modify, amplify or aid in the 
interpretation, construction or meaning of the provisions of this Agreement. 

C. The terms and conditions of this Agreement shall be binding upon and shall inure 
to the benefit of the successor and assigns, respectively, of the parties. Except for 
the limited use of a memorandum of agreement (as provided in Section 3 herein), 
this provision shall not be construed to permit an assignment by any party of any 
of its rights and duties under this Agreement which assignment shall be prohibited 
except with the prior written consent of the parties hereto. 

D. This Agreement sets forth the entire understanding of the parties with respect to 
the subject matter hereof and may be modified only by a written instrument duly 
executed by each of the parties hereto. 

E. Timely and accurate performance of all actions by the respective parties are 
mutually recognized by the parties of this Agreement to be of importance to the 
citizens of the Commonwealth generally, and particularly to those citizens directly 
affected by the Project. 

F. This Agreement will be governed by and construed in accordance with the laws of 
the Commonwealth of Kentucky. 

G. The Authority may audit or review all documentation and records of the Grantee 
relating to this Project pursuant to the provisions of Section 45A.150 of the KRS or 
any other applicable federal or state law. 

H. The Grantee agrees that the Authority, the Finance and Administration Cabinet, 
the Auditor of Public Accounts, and the Legislative Research Commission, or their 
duly authorized representatives, shall have access to any books, documents, 
papers, records, or other documentation or evidence, which are directly pertinent 
to this Agreement for the purpose of financial audit or program review. 
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Furthermore, any books, documents, papers records, or other evidence provided 
to the Commonwealth, the Finance and Administration Cabinet, the Auditor of 
Public Accounts, or the Legislative Research Commission, which are directly 
pertinent to this Agreement, shall be subject to public disclosure regardless of the 
proprietary nature of the information, unless specific information is identified and 
exempted and agreed to by the Secretary of the Finance and Administration 
Cabinet as meeting the provisions of KRS 61.878(1)(c) prior to the execution of 
this  Agreement. The Secretary of the Finance and Administration Cabinet shall 
not restrict the public release of any information which would otherwise be subject 
to public release if a state government agency was providing the services. 

I. During the performance of this contract, the Grantee agrees to the following 
Appendix II to 2 CFR Part 200 contract provisions, as amended: 

Equal Employment Opportunity 

1. The Grantee will not discriminate against any employee or applicant for 
employment because of race, color, religion, sex, sexual orientation, gender 
identity, or national origin. The Grantee will take affirmative action to ensure 
that applicants are employed and that employees are treated during 
employment without regard to their race, color, religion, sex, sexual orientation, 
gender identity, or national origin. Such action shall include, but not be limited 
to the following:  

a. Employment, upgrading, demotion, or transfer; recruitment or recruitment 
advertising; layoff or termination; rates of pay or other forms of 
compensation; and selection for training, including apprenticeship. The 
contractor agrees to post in conspicuous places, available to employees 
and applicants for employment, notices to be provided setting forth the 
provisions of this nondiscrimination clause. 

b. The Grantee will, in all solicitations or advertisements for employees placed 
by or on behalf of the contractor, state that all qualified applicants will 
receive consideration for employment without regard to race, color, religion, 
sex, sexual orientation, gender identity, or national origin. 

c. The Grantee will not discharge or in any other manner discriminate against 
any employee or applicant for employment because such employee or 
applicant has inquired about, discussed, or disclosed the compensation of 
the employee or applicant or another employee or applicant. This provision 
shall not apply to instances in which an employee who has access to the 
compensation information of other employees or applicants as a part of 
such employee's essential job functions discloses the compensation of such 
other employees or applicants to individuals who do not otherwise have 
access to such information, unless such disclosure is in response to a 
formal complaint or charge, in furtherance of an investigation, proceeding, 
hearing, or action, including an investigation conducted by the employer, or 
is consistent with the contractor's legal duty to furnish information. 
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d. The Grantee will send to each labor union or representative of workers with 
which he has a collective bargaining agreement or other contract or 
understanding a notice to be provided advising the said labor union or 
workers' representatives of the contractor's commitments under this section 
and shall post copies of the notice in conspicuous places available to 
employees and applicants for employment. 

e. The Grantee will comply with all provisions of Executive Order 11246 of 
September 24, 1965, and of the rules, regulations, and relevant orders of 
the Secretary of Labor. 

f. The Grantee will furnish all information and reports required by Executive 
Order 11246 of September 24, 1965, and by rules, regulations, and orders 
of the Secretary of Labor, or pursuant thereto, and will permit access to his 
books, records, and accounts by the administering agency and the 
Secretary of Labor for purposes of investigation to ascertain compliance 
with such rules, regulations, and orders. 

g. In the event of the Grantee's noncompliance with the nondiscrimination 
clauses of this contract or with any of the said rules, regulations, or orders, 
this contract may be canceled, terminated, or suspended in whole or in part, 
and the contractor may be declared ineligible for further government 
contracts or federally assisted construction contracts in accordance with 
procedures authorized in Executive Order 11246 of September 24, 1965, 
and such other sanctions may be imposed and remedies invoked as 
provided in Executive Order 11246 of September 24, 1965, or by rule, 
regulation, or order of the Secretary of Labor, or as otherwise provided by 
law. 

h. The Grantee will include the portion of the sentence immediately preceding 
paragraph (1) and the provisions of paragraphs (1) through (8) in every 
subcontract or purchase order unless exempted by rules, regulations, or 
orders of the Secretary of Labor issued pursuant to section 204 of Executive 
Order 11246 of September 24, 1965, so that such provisions will be binding 
upon each subcontractor or vendor. The contractor will take such action 
with respect to any subcontract or purchase order as the administering 
agency may direct as a means of enforcing such provisions, including 
sanctions for noncompliance: Provided, however, that in the event a 
Grantee becomes involved in or is threatened with litigation with a 
subcontractor or vendor as a result of such direction by the administering 
agency, the contractor may request the United States to enter into such 
litigation to protect the interests of the United States. 

 
Contract Work Hours and Safety Standards Act 

 
All contracts that are in excess of $100,000 and involve the employment of 
mechanics or laborers must include provisions requiring compliance with the 
Contract Work Hours and Safety Standards Act as follows: 
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1. Overtime requirements: No contractor or subcontractor contracting for any part 
of the Agreement work which may require or involve the employment of 
laborers or mechanics shall require or permit any such laborer or mechanic in 
any workweek in which he or she is employed on such work to work in excess 
of forty hours in such a workweek unless such laborer or mechanic receives 
compensation at a rate not less than one and one-half times the basic rate of 
pay for all hours worked in excess of forty hours in such a workweek.  

2. Violation: liability for unpaid wages; liquidated damages. In the event of any 
violation of the clause set forth in paragraph (1) of this section, the contractor 
and any subcontractor responsible therefor shall be liable for the unpaid wages. 
In addition, such contractor and subcontractor shall be liable to the United 
States (in the case of work done under contract for the District of Columbia or 
a territory, to such District or to such territory) for liquidated damages. Such 
liquidated damages shall be computed with respect to each individual laborer 
or mechanic, including watchmen and guards, employed in violation of the 
clause set forth in paragraph (1) of this section, in the sum of $10 for each 
calendar day on which such individual was required or permitted to work in 
excess of the standard workweek of forty hours without payment of the 
overtime wages required by the clause set forth in paragraph (1) of this section.  

3. Withholding for unpaid wages and liquidated damages. The Grantee shall upon 
its own action or upon written request of an authorized representative of the 
Department of Labor withhold or cause to be withheld, from any moneys 
payable on account of work performed by the contractor or subcontractor under 
any such contract or any other federal contract with the same prime contractor, 
or any other federally-assisted contract subject to the Contract Work Hours and 
Safety Standards Act, which is held by the same prime contractor, such sums 
as may be determined to be necessary to satisfy any liabilities of such 
contractor or subcontractor for unpaid wages and liquidated damages as 
provided in the clause set forth in paragraph (2) of this section.  

4. Subcontracts. The contractor or subcontractor shall insert in any subcontracts 
the clauses set forth in paragraph (1) through (4) of this section and also a 
clause requiring the subcontractors to include these clauses in any lower-tier 
subcontracts. The prime contractor shall be responsible for compliance by any 
subcontractor or lower-tier subcontractor with the clauses set forth in 
paragraphs (1) through (4) of this section. 

Clean Air Act  

1. The Grantee agrees to comply with all applicable standards, orders, or 
regulations issued pursuant to the Clean Air Act, as amended, 42 U.S.C. § 
7401 et seq.  

2. The Grantee agrees to report each violation to the Authority and understands 
and agrees that the Authority will, in turn, report each violation as required to 
assure notification to the Treasury Department and the appropriate 
Environmental Protection Agency Regional Office.  
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3. The Grantee agrees to include these requirements in each subcontract 
exceeding $100,000 financed in whole or in part with American Rescue Plan 
Act funding. 

 
Federal Water Pollution Control Act  

1. The Grantee agrees to comply with all applicable standards, orders, or 
regulations issued pursuant to the Federal Water Pollution Control Act, as 
amended, 33 U.S.C. 1251 et seq.  

2. The Grantee agrees to report each violation to the Authority and understands 
and agrees that the Authority will, in turn, report each violation as required to 
assure notification to the Treasury Department and the appropriate 
Environmental Protection Agency Regional Office.  

3. The Grantee agrees to include these requirements in each subcontract 
exceeding $100,000 financed in whole or in part with American Rescue Plan 
Act funds. 

Debarment and Suspension 

Contracts shall not be awarded to parties listed on the governmentwide exclusions 
in the System for Award Management (SAM) listed at www.sam.gov.  

Byrd Anti-Lobbying Amendment 

Contractors who apply or bid for an award of $100,000 or more shall file the 
required certification. Each tier certifies to the tier above that it will not and has not 
used federal appropriated funds to pay any person or organization for influencing 
or attempting to influence an officer or employee of any agency, a member of 
Congress, officer or employee of Congress, or an employee of a member of 
Congress in connection with obtaining any federal contract, grant, or any other 
award covered by 31 U.S.C. § 1352. Each tier shall also disclose any lobbying with 
non-federal funds that takes place in connection with obtaining any federal award. 
Such disclosures are forwarded from tier to tier, up to the recipient. 

 
[Signature Page Follows] 

 
  

http://www.sam.gov/
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IN WITNESS WHEREOF, the parties have caused this Agreement to be executed 
by their respective duly authorized officials as of the day and year above written. 

KENTUCKY INFRASTRUCTURE 
AUTHORITY 

By:------------
Sandy Williams, Executive Director 

Date: __________ _ 

CITY OF MARION 

Print Name: 7),4rte 1in:l~73~11A1"? -he// 
c.;., AJ,.,.,;,,~ /-,-hr-

THIS AGREEMENT HAS BEEN EXAMINED 
BY: 

By:-----------­
LEGAL COUNSEL TO THE KENTUCKY 

INFRASTRUCTURE AUTHORITY 
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CWP GRANT CONDITIONS – COMPLIANCE FORMS & EXHIBITS 
 
Note A:  Exhibits 1 through 3 must be completed, scanned, and emailed to the 
Authority on or before the date the Grantee signs the Conditional Commitment 
Letter. The Conditional Commitment Letter may be signed electronically or 
manually, then scanned and emailed to the Authority.  
 
Exhibit 1 Notification to the Authority of completed Review / Update of Project Profile  

 
Exhibit 2    Confirmation of Grantee Vendor Number – via KY Finance Cabinet 

Application  
 
Exhibit 3  Copy of the Transparency Act Reporting Information Form 
 
Note B: Upon receipt of the signed Conditional Commitment Letter and the 
Authority’s verification of Exhibits 1-3, the Authority will forward to the Grantee the 
Grant Assistance Agreement. The Grantee should proceed to complete Exhibits 4 
through 7, scan and send each Exhibit to the Authority by email; and then the 
Authorized Official may sign the Assistance Agreement, either electronically or by 
scanning and send attached to email.  
  
Exhibit 4  A) Grantee Resolution (Accepting Grant, Approving Agreement,  
      Amending Budget, Designating an Authorized Official) 
 B) Certificate of Recording Officer 

 
Exhibit 5 Opinion of Legal Counsel Relating to the Grantee Resolution  

 
Exhibit 6 A) Copy of the Engineering Services Contract; and  
 B) Grantee & Engineer Fee Confirmation 
 
Note C: The Grantee may request 50% of the engineering design fee (as budgeted 
in the Project Profile) at this point and may request the balance of the engineering 
design fee once Exhibit 8 has been sent to the Authority. 
 
Exhibit 7 Copy of the Kentucky eClearinghouse Endorsement Letter with Comments. 
 
Exhibit 8 Copy of the DOW Approval Letter of Project Engineering Plans & 

Specifications. 
 
Exhibit 9 Copy of the bid package signed by (A) Engineer, (B1) Authorized Official, 

and (B2) Title Attorney, as appropriate. 
 
Exhibit 10 Certification Regarding Utility Accounting, Cost-Based Rates and Auditing. 
 
Exhibit 11 Certificate of Project Completion. 
 



 
 

RESOLUTION 26-02 
 

A RESOLUTION OF THE CITY OF MARION, KENTUCKY, DECLARING CITY-OWNED PROPERTY AS 
SURPLUS PROPERTY AND AUTHORIZING THE MAYOR TO SELL OR OTHERWISE DISPOSE OF SAID 

PROPOERTY AS PERMITTED UNDER KENTUCKY LAW 
 
BE IT RESOLVED AND ORDERED by the City Council of the City of Marion, Kentucky, as follows:   
  
Section 1.  The City of Marion, in accordance with the provisions of KRS 82.083, hereby makes 
the following findings:  

1. The City of Marion, Kentucky (“City”) purchased the list of equipment and property (As 
Attached) for a use in prior years. 

2. It is in the public interest for the City to declare the equipment and property as surplus. 
3. City’s intended use of the equipment and property is to have the items reused or 

recycled. 
4. It is in the public interest of the City of Marion to sell this equipment and property to 

third parties who will potentially reuse it. 
5. The City will dispose of this equipment and property by one or more of the methods 

outlined in KRS 82.083. 
  
Section 2.  All resolutions or parts of resolutions in conflict herewith are hereby repealed to the 
extent of such conflict. 
 

 
Passed and approved this _______ of _____, 202__. 
 
 

       ______________________________ 
       Mayor 
Attest 
_____________________________________ 
City Clerk 
 
 



 

ADVERTISEMENT FOR BIDS 
 

Sealed Bids for “Surplus of City Maintenance Equipment” for the city owned equipment listed below, will be 
received by the City of Marion, 217 South Main Street, Marion, Kentucky 42064 until 2:00 p.m. (local time) on 
Thursday, May 15, 2026, and then publicly opened and read aloud. 
 
The equipment listed is surplus from the various departments of the City of Marion, Kentucky. 
 

• 1976 Chevrolet C-60 Fire Truck 
o Boyer Apparatus, 500 Gallon Tank, 750 GPM, 2 Booster Reels, 427 CU IN, Power Steering, 5 Speed 

Transmission, Manual Brakes. 
o 13,000 Miles 
o New Master Cylinder/Booster System 
o Newer Holly Carburetor 
o Rust Free 

• 2011 White/Black Dodge Charger 
o V6 
o Roughly 95,000 miles 

• 1999 Ford Ranger 1FTYR1069XUB53620 
o Miles 251,730 
o Does not Run 

• 2007 Ford F-150 XL 1FTRF12227NA77606 
o Miles Unknown 
o Does not Run 

• 1996 Ford F-150 XL 1FTEF15N8TLA14181 
o Miles Unknown 
o Does not Run 

• 1999 GMC Street Sweeper J8DE5814047901455 
o Miles Unknown 
o Does not Run 

• Old Water Meters (+/- 1,200) 

There is no set reserve, however, bids will be compared to scrap values. 

If anyone wishes to inspect the equipment, please contact Adam Ledford at 270-965-2266 from 8 am to 3 pm Monday 
through Friday. 
 
The Bid Form and Specification may be directed to the following: 
 

City of Marion 
217 South Main Street 

Marion, KY 42064 
 
The OWNER reserves the right to waive any informality, reject any or all bids, or partially reject any or all line items 
included in the bid. 
 
No BIDDER may withdraw Bid within sixty (60) consecutive calendar days after the actual date of the opening thereof. 
 

“EQUAL EMPLOYMENT OPPORTUNITY” 
 
Honorable D’Anna Browning, Mayor 
City of Marion 



Surplus Equipment & Property 
• 1976 Chevrolet C-60 Fire Truck 

o Boyer Apparatus, 500 Gallon Tank, 750 GPM, 2 Booster Reels, 427 CU IN, 
Power Steering, 5 Speed Transmission, Manual Brakes. 

o 13,000 Miles 

o New Master Cylinder/Booster System 

o Newer Holly Carburetor 

o Rust Free 

• 1999 Ford Ranger 1FTYR1069XUB53620 

o Miles 251,730 

o Does not Run 

• 2007 Ford F-150 XL 1FTRF12227NA77606 

o Miles Unknown 

o Does not Run 

• 1996 Ford F-150 XL 1FTEF15N8TLA14181 

o Miles Unknown 

o Does not Run 

• 1999 GMC Street Sweeper J8DE5814047901455 

o Miles Unknown 

o Does not Run 

• Old Water Meters (+/- 1,200) 

 







 
CITY OF MARION, KENTUCKY 

ORDINANCE NO. 26-03 
 

AN ORDINANCE OF THE CITY OF MARION, KENTUCKY, AMENDING TTITLE XV: LAND 
USAGE, BY ADDING CHAPTER 150.21: DEMOLITION PERMITS 

 

WHEREAS, the City Council of the City of Marion, Kentucky, has authority pursuant to statute to 
enact Ordinances relating to the City, and 
 
WHEREAS, the City of Marion, Kentucky has codified its Ordinances, and 
 
WHEREAS, the City Council deems it necessary to revise, amend, and codify demolitions out of 
public health and safety concern, 
 
NOW, THEREFORE, BE IT ORDAINED BY THE MARION CITY COUNCIL: 
 
Section One: Chapter 150.21: DEMOLITION PERMITS of the Code of Ordinances of the City of 
Marion, Kentucky, is hereby established as follows: 
 
§ 150.21 DEMOLITION PERMITS. 
150-21.01   Issuance of Demolition Permits. 
Before commencing or proceeding with the wrecking, shoring, razing, demolition or moving of any 
structure, a demolition permit shall be first obtained by the owner or their agent from the City of 
Marion, and it shall be unlawful to commence or proceed with such work unless such permit shall 
have been obtained. 
 
150-21.02   Exceptions. 
This Subchapter shall not apply in any case where the City of Marion, Fire Department, the Health 
Department or any officer or agency thereof, or any court orders or directs the demolition of any 
structure or building for the purpose of remedying emergency conditions determined to be 
dangerous to life, health, or property.  
 
150-21.03   Authority to Require Safe Conditions. 
The City of Marion shall have the authority to require necessary barricades, walkways, access ways, 
and safety signals on the site of work for which a permit is required by this Subchapter. 
 
150-21.04   Enforcement. 
In addition to any other relief provided by this Chapter, the City Attorney may apply to Crittenden 
Circuit Court for an injunction to prohibit the continuation of any violation of this Subchapter. Such 
applications for relief may include seeking a temporary restraining order, temporary injunction, and 
permanent injunction. 
 



150-21.05   Penalty. 
Any person, firm, partnership, corporation, or other legal entity violating any provisions of this 
Subchapter shall be guilty of a misdemeanor, and upon conviction thereof shall be punished by a 
fine of up to five hundred ($500) dollars or by imprisonment of a period of not more than twelve (12) 
months, or both for each offense. Each day the violation continues shall be a separate offense. 
 
150-21.06   Other Requirements. 
The requirements of this Subchapter are in addition to the requirements imposed under the building 
code and other codes adopted in this Chapter. 
 

Section Two: That this ordinance shall be in full force and effect upon its passage by law pursuant 
to Kentucky Revised Statues. 
 
Section Three: All ordinances and parts thereof in conflict with this ordinance are hereby repealed 
to the extent of the conflict. 
 
Section Four: If any section, provision, or part of this ordinance shall be adjudged invalid or 
unconstitutional such adjudication shall not affect the validity of the ordinance as a whole or any 
section, provision, or part thereof not adjudged invalid or unconstitutional. 
 

COUNCIL MEMBERS   YES   NO 

Randy Dunn          

Wanda Olson          

Taylor Davis          

Dwight Sherer          

Bobby Belt          

Cutter Singleton             

It appearing that   Council Members voted for the adoption of this ordinance, and    
voted against, with    abstaining, the Mayor declared the ordinance adopted. 

 

INTRODUCED AND GIVEN FIRST READING:    

GIVEN SECOND READING AND PASSED:     

PUBLISHED IN THE CRITTENDEN PRESS:     

 

       
D’ANNA BROWNING, MAYOR 

      ATTEST:       
            CORTNY COSBY, CITY CLERK 









































 

City of Marion 

Demolition Permit Application 

 

Address of Proposed Demolition: ________________________________________________  

     ________________________________________________  

Applicant:    Contractor     Property Owner 

Contractor: __________________________________ Contact: __________________________  

Address:   __________________________________________________________________  

  __________________________________________________________________  

Phone: ______________________________  Email (optional):___________________________ 

Occupational Tax License: ________________________________________________________  

 

Property Owner: ________________________________________________________________  

Address:   __________________________________________________________________  

  __________________________________________________________________  

Phone: ______________________________  Email (optional):___________________________ 

 

Type of Structure to be Removed: __________________________________________________  

Utilities (Applicable agencies must be contacted): 

 Sanitary/Sewer: City of Marion  Electric: ______________________ 

 Water: City of Marion /CLWD  Gas: _________________________ 

EPA Clearance Documentation for Multiple Units or Commercial Structures contact: 

 KY Division for Air Quality Paducah Regional Office 

130 Eagle Nest Dr 

Paducah, KY 42003 

Phone: (270) 898-8468 



ACKNOWLEDGEMENT and AFFIDAVIT OF ASSURANCES: 

_____ I hereby certify that I am requesting this review on behalf of all owners of this property.  

_____ As applicant, I assure by this affidavit that all contractors and subcontractors employed or 

that will be employed on activity covered by this permit shall be in compliance with all 

applicable laws and regulations set forth by the Commonwealth of Kentucky. 

_____ As applicant, I assure by this affidavit that all utilities have been disconnected from the 

property, including sewer, electric, water, gas, and phone/cable. 

_____ As applicant, I agree to comply with the following conditions of this permit: 

• This permit is valid for 90 days after the date of issuance. 

• Adequate barricades must be provided before demolition work is started, if necessary. 

• Unsuitable fill material must be hauled to an approved landfill. 

• Buildings must be completely vacated before any activity under this permit is 

commenced. 

• Lot must be left in clean, smooth, and sanitary condition. 

• Use of lot(s) after wrecking is completed must comply with all applicable codes and 

ordinances. 

_________________________________________  ________________ 

Applicant Signature     Date 

 

The foregoing Affidavit of Assurance was acknowledged and sworn to before me by: 

________________________________ , Applicant  

on this the _____ day of ________________, 20____. 

 

Notary: ________________________________________ 

Notary ID:______________________________________ 

My Commission Expires: __________________________ 

 

Permit approved by: ________________________________________ 

Title: ____________________________________________________ 

Date approved: ____________________________________________ 

Notes: 

Notary services are 

available at  

Marion City Hall  

217 S. Main St. 

Marion KY 42064 





 
CITY OF MARION, KENTUCKY 

ORDINANCE NO. 26-02 
 

AN ORDINANCE OF THE CITY OF MARION, KENTUCKY, AMENDING CHAPTER 35: 
PERSONNEL POLICIES TO AMEND THE EMPLOYEE HANDBOOK FOR EMPLOYEES OF 

THE CITY TO ADD CYBERSECURITY 
 

WHEREAS, the City Council of the City of Marion, Kentucky, has authority pursuant to statute to 
enact Ordinances relating to the City, and 
 
WHEREAS, the City of Marion, Kentucky has codified its Ordinances, and 
 
WHEREAS, the City Council deems it necessary to revise, amend, and codify the Employee 
Handbook going forward, 
 
NOW, THEREFORE, BE IT ORDAINED BY THE MARION CITY COUNCIL: 
 
Section One: Chapter 35: PERSONNEL POLICIES of the Code of Ordinances of the City of Marion, 
Kentucky, Employee Handbook, Section 3 – General Employment Policies and Rules are hereby 
amended establish Cybersecurity Policy. 
 
Section Two: City of Marion, Kentucky, Employee Handbook, Section 3 will now include the 
following additions: 

Cybersecurity Policy 
(1)  Overview 
 

Keeping up cybersecurity is essential for protecting city data. Without the proper 

measures and every member of staff taking up responsibility in securing their 

devices, services, and networks, data could become compromised and cause 

serious damage to the city and its reputation. 
 

Our partners and residents trust us to keep their data safe, and this policy has 

been instituted to help employees understand their responsibilities and what is 

expected of them to keep our promise to our residents and partners. 
 

(2) Purpose 
 

The purpose of this policy is to clearly lay out what is expected from members 

of staff in helping secure the city’s data, devices, and network. By agreeing to 

and following this policy, you are helping ensure that the city is doing 

everything it can to keep sensitive and personal data protected and 

maintain our reputation as a secure operator. This document will expand on 

Computer Use and Monitoring Policy. 



(3) Scope 
 

This policy applies to all employees, temporary workers, contractors, and agents 

acting on behalf of the city that use or have access to city devices, the city 

network, or any city data in digital form. 
 

IT will refer to any employees with designated titles and job duties for the field 

of Information Technology or third-party consultants or firms managing 

information technology on the City’s behalf. 
 

Section Two: That this ordinance shall be in full force and effect upon its passage by law pursuant 
to Kentucky Revised Statues. 
 
Section Three: All ordinances and parts thereof in conflict with this ordinance are hereby repealed 
to the extent of the conflict. 
 
Section Four: If any section, provision, or part of this ordinance shall be adjudged invalid or 
unconstitutional such adjudication shall not affect the validity of the ordinance as a whole or any 
section, provision, or part thereof not adjudged invalid or unconstitutional. 
 

COUNCIL MEMBERS   YES   NO 

Randy Dunn          

Wanda Olson          

Taylor Davis          

Dwight Sherer          

Bobby Belt          

Cutter Singleton             

It appearing that   Council Members voted for the adoption of this ordinance, and    
voted against, with    abstaining, the Mayor declared the ordinance adopted. 

 

INTRODUCED AND GIVEN FIRST READING:    

GIVEN SECOND READING AND PASSED:     

PUBLISHED IN THE CRITTENDEN PRESS:     

 

       
D’ANNA BROWNING, MAYOR 

      ATTEST:       
            CORTNY COSBY, CITY CLERK 



CITY OF MARION, KENTUCKY 
ORDINANCE NO. 26-01 

AN ORDINANCE AMENDING ORDINANCE #25-9 ADOPTING THE CITY OF MARION, KENTUCKY ANNUAL BUDGET 
FOR FISCAL YEAR 07/01/2025 THROUGH 06/30/2026 BY ESTIMATING REVENUES AND RESOURCES AND 

APPROPRIATING FUNDS FOR THE 
OPERATION OF CITY GOVERNMENT 

WHEREAS, an annual budget proposal and message have been prepared and delivered to 
the Marion City Council as required by KRS 83 A; and 
 
WHEREAS, the Council has reviewed said budget proposal and message and made 
necessary modifications; 

NOW, THEREFORE, BE IT ORDAINED BY THE MARION CITY COUNCIL: 

Section One: That the annual budget for the fiscal year beginning July 1, 2025, and ending 
June 30, 2026, is hereby adopted as follows: 

 

General Fund Water Fund Sewer Fund ABC Fund Municipal Aid LGEA Fund Rest./Motel Total

Revenues

      301,600        718,755 

         417,155       296,600        713,755 

         995,300        995,300 

         990,300        990,300 

   1,894,467       600,000     2,668,338 

           69,900                   -                     -            103,971        173,871 

         827,045            8,700      98,600        938,408 

         239,275    1,899,167            3,500    100,100                  500                 3                  60     2,242,605 

         250,000        250,000 

         225,000        225,000 

      900,600        900,600 

      845,833        845,833 

      425,600        425,600 

      624,718        624,718 

Service Charges            7,000             7,000 

Penalties         15,000          15,000 

      696,000        696,000 

Environmental fee       737,000        737,000 

      100,000        100,000 

   5,000,000     5,000,000 

         127,000        127,000 

         117,000        117,000 

     2,686,400    2,825,767    1,825,100      98,600       301,660     7,842,001 

     2,058,630    2,767,000    6,365,218    100,100          104,471                 3       296,660  11,692,082 

Property Tax

Intergovernmental Payments

Payroll/Net Profits

Sewer Sales

Loan Proceeds

Water Sales

Insurance Tax

Interests & Miscellaneous

Franchise Fees

TOTAL REVENUE



 
 
Section Two: That this ordinance shall be in full force and effect upon its passage by law pursuant to Kentucky 
Revised Statues. 
 
Section Three: All ordinances and parts thereof in conflict with this ordinance are hereby repealed to the extent 
of the conflict. 
 
Section Four: If any section, provision, or part of this ordinance shall be adjudged invalid or unconstitutional 
such adjudication shall not affect the validity of the ordinance as a whole or any section, provision, or part 
thereof not adjudged invalid or unconstitutional. 
 
 
 
 
 
 
 
 
 
 

Expenditures

1,278,583 112,046 600,400    100,988 227     2,092,244 

545,381 67,542 208,550 100,006        921,479 

Appropriations 6,551             6,551 

604,164        604,164 

590,764        590,764 

E911 Dept.                    -   

         163,994        163,994 

67,494          67,494 

263,207        263,207 

124,826        124,826 

82,500          82,500 

60,000          60,000 

98,073          98,073 

48,572          48,572 

Building Fund                    -   

Water Plant 1,019,043     1,019,043 

2,329,240     2,329,240 

450,819        450,819 

5,322,193     5,322,193 

1,628,113 766,282     2,394,395 

232,846 831,269     1,064,115 

158,275 0        158,275 

104,425 2,000        106,425 

      301,600        301,600 

      295,000        295,000 

$2,497,072 $2,759,202 $1,817,501    100,988 $158,275             227       301,600     7,634,865 

$1,443,588 $2,629,628 $6,362,012 $100,006 $104,425 $2,000 $295,000  10,936,659 

         189,328         66,565            7,599       (2,388)          (53,804)           (224)                  60        207,136 

         615,042       137,372            3,206 $94 $46 ($1,997) $1,660        755,423 

Administration

TOTAL EXP.

Projected Net Increase (Decrease):

Planning/Zoning

Public Transp.

Tourism

Sewer Plant

System Maint./Debt

Fire Dept.

Lights

Police Dept.

Street Dept.



COUNCIL MEMBERS   YES   NO 
 
Randy Dunn          
 
Wanda Olson          
 
Taylor Davis          
 
Dwight Sherer          
 
Bobby Belt          
 
Cutter Singleton             
 
It appearing that   Council Members voted for the adoption of this ordinance, and    voted against, 
with    abstaining, the Mayor declared the ordinance adopted. 
 
INTRODUCED AND GIVEN FIRST READING:     
 
GIVEN SECOND READING AND PASSED:     
 
PUBLISHED IN THE CRITTENDEN PRESS:     
 
 
       
D’ANNA BROWNING, MAYOR 
 
 
      ATTEST:       
            CORTNY COSBY, CITY CLERK 
 



 

City of Marion – Code of Ordinances 
§ 92.01 DEFINITIONS. 

 For the purpose of §§ 92.01 through 92.08 the following definitions shall apply unless the context clearly 
indicates or requires a different meaning. 

 "JUNKED MOTOR VEHICLES." Any contrivance, or parts thereof, propelled by power and used for 
transportation of persons or property on public streets and highways, the condition of which is one or more of 
the following: 
      (1)   Wrecked; 
      (2)   Dismantled; 
      (3)   Partially dismantled; 
      (4)   Inoperative; 
      (5)   Abandoned; or 
      (6)   Discarded. 
   "PERSON." Any individual, firm, partnership, association, corporation, company, or organization of any 
kind. 
 
§ 92.02 MAINTAINING PUBLIC NUISANCE. 
   (A)   The presence of any junked motor vehicle or appliance on public property or on any private lot, tract, or 
parcel of land or portion thereof, occupied or unoccupied, improved or unimproved, within the city, shall be 
deemed a public nuisance. It shall be unlawful for any person to cause or maintain such a public nuisance by 
placing an appliance on, or by wrecking, dismantling, partially dismantling, rendering inoperable, 
abandoning, or discarding any motor vehicle on the real property of another, or to suffer, permit, or allow a 
junked motor vehicle or appliance to be parked, left, or maintained on his own real property, provided that 
this provision shall not apply with regard to: 
      (1)   Any motor vehicle or appliance in an enclosed building. 
      (2)   Any motor vehicle or appliance on property occupied and used for repair, reconditioning, and 
remodeling of motor vehicles, or appliances. 
      (3)   Any appliance, bedding, rugs, clothing, or other units of fabric, glass, crockery, ceramics, and other 
items or ornaments outside of an enclosed building displayed for the specific purpose of conducting a public 
auction, private sale, sidewalk sale, garage sale, or any other type of sale on a temporary basis not to exceed 
48 hours, provided, that any person, firm, or corporation shall be limited to six such sales per year. 
   (B)   The owner, occupant or agent of any owner or occupant of lots, parcels or areas within the city limits 
permitting pools of water to accumulate and remain on the premises and be come stagnant and foul. 
   (C)   Nothing in this section shall authorize the maintenance of a public or private nuisance as defined under 
other provisions of law. 
 
 

https://codelibrary.amlegal.com/codes/marionky/latest/marion_ky/0-0-0-20844#JD_92.01
https://codelibrary.amlegal.com/codes/marionky/latest/marion_ky/0-0-0-20897#JD_92.08
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City of Marion Mission Statement 

 

We will provide our citizens with exemplary services 

in water treatment and distribution, wastewater 

collection and treatment, law enforcement, fire 

protection, parks and recreation, planning and zoning, 

code enforcement, economic development, and 

tourism. Critical to our mission is the establishment 

and maintenance of a responsible, accountable, and 

up-to-date financial management system. Equally 

critical is the establishment and maintenance of a 

personnel system that recruits and retains a 

competent, productive work force. 
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NOTICE 
The City of Marion Employee Handbook does not create any 
contractual or other legal rights. The personnel policies contained in 
this Handbook do not alter the City’s at-will employment policy nor 
do they create an employment contract for any period of time. This 
Handbook may be added to, terminated, or changed at any time by 
the City of Marion. 
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Section 1 – Introduction 

About the City of Marion Handbook 

The purpose the City of Marion Employee Handbook is to establish a uniform system for 

managing personnel matters for all City employees. This Handbook, and the policies it contains, 

provide direction for you in the performance of your employment duties so that you can 

successfully contribute to the fulfillment of the City’s mission to provide exemplary services to 

our citizens.  

The policies contained in this Handbook are designed to reinforce the core values of the City of 

Marion. We believe that when you act in a manner consistent with the City’s core values in your 

employment activities, both you and the citizens that we serve will prosper. 

The City’s core values serve as the cultural foundation of the organization. They embody the 

spirit and collective conscience of the City and its employees. Our core values describe how we 

fulfill our mission by representing the enduring ideals and principals that guide all of our actions.  

We believe: 

• Kentucky’s cities play an essential role in shaping the future of the Commonwealth. 

• Local decisions are best made at the local level.  

• Our exceptional services help our city function effectively and enhance the quality of life 

within the city.  

• Building and cultivating relationships with other governments, businesses, and 

individuals furthers the mission of the City of Marion.  

We embrace: 

• Customer service based on attentive listening and measured by timely and appropriate 

responses.  

• Credibility built on a commitment to high ethical standards, accountability, competence, 

and non-partisanship.  

• Teamwork and continuous learning that drives improvement and innovation.  

• Caring and mutual respect that fosters a supportive working environment.  

Regardless of your primary area of work concentration, you are an employee of the City of 

Marion. While each city employee has different responsibilities, job duties and departmental 

assignments in the organizational structure, employees are expected to work as a team toward the 

common goal of advancing the interests of the City of Marion.  

We are pleased you are part of the City of Marion family and hope you view your employment as 

an opportunity to help advance our community and thereby make it an even better place for future 

generations. 

 

 



 

 
9 

 

City Government and Organization 
The City of Marion operates under the Mayor-Council form of government. The Mayor is the 

Executive Authority and the City Council is the Legislative Authority. 

Effect, Amendment, and Application of 

Handbook Policies 
 

(1) The City of Marion Employee Handbook 2026 Edition contains information about the 

City's employment policies and procedures and an overview of the City's benefits. For 

specific information about employee benefits, you should refer to the plan documents, 

which are controlling. The policies and procedures in this Handbook are guidelines only. 

The City reserves the right to interpret and administer the provisions of this Handbook as 

needed. The provisions of this Handbook shall repeal and replace all previously adopted 

policies and procedures governing employment with the City of Marion.  

(2) Except for the policy of at-will employment, which can only be changed in writing by the 

Mayor of Marion, this Handbook and any of the policies and procedures contained herein 

are subject to change at the discretion of the City of Marion. The City may amend or 

terminate any policy or procedure contained in this Handbook at any time, with or 

without notice. However, the City will endeavor to communicate any changes to all 

employees in a timely fashion.  

(3) Each employee should read and become familiar with the information contained in this 

Handbook. Failure to comply with the City's policies or procedures may result in 

discipline, up to and including termination.  

(4) The provisions in this Handbook are not intended to in any way create any contractual 

obligations with respect to your employment.  

(5) The policies contained in this Handbook apply to all City employees regardless of their 

departmental assignment or primary responsibilities. Additional policies and procedures 

apply to the police department. When appropriate, this Handbook will reference the 

Police Department Handbook.  

(6) These policies and procedures are intended to cover most personnel problems, actions, 

and issues which may arise. Those not specifically covered will be interpreted by the 

executive authority and such interpretation will be in concert with the spirit and letter of 

these policies and procedures. In addition, the executive authority may write 

administrative memoranda to interpret or clarify existing policies. 
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Employee Handbook 
 

The City Administrator or his or her designee shall ensure that a current copy of the Employee 

Handbook is prepared and distributed to all new and current employees. All employees are 

expected to read and sign the Certification of Receipt within 30 days of employment or within 30 

days of any amendment to the handbook. The City Administrator or his or her designee shall 

maintain a copy of the Certificate of Receipt in the employee personnel file and maintain 

pursuant to the Department of Libraries and Archives Record Retention Schedule.  

 

Administration of the City of Marion 

Personnel System 
                                                               

(1) The City of Marion’s policies are applied and enforced by the City Administrator and 

supervisory employees, which includes department directors and managers. The City 

expects supervisory staff to foster a working environment where employees take the 

primary role in their own professional growth and development. Supervisory employees 

should provide continuous feedback to their employees regarding performance and 

should address any potential infractions of these policies with employees immediately.  

(2) To ensure fairness and consistency in all personnel matters, the City has designated the 

City Administrator to be responsible for general oversight of the City’s personnel system 

and for all centralized personnel matters such as the recruitment and selection of 

employees, revision of job descriptions, wage and salary schedules, administration of 

benefit programs, and maintenance of personnel records.   

(3) No department supervisory employee or other employee shall conduct any interview for 

potential employment or internship, make any offer of employment or internship, or 

make any modifications to the compensation or benefits of employees without 

notification to the City Administrator and the City Mayor and compliance with the 

procedures established by the City. No supervisory employee or other employee shall 

alter, suspend, or fail to enforce or adhere to the policies contained in this Handbook. 

Severability 
 

If any provision of these policies or any procedure for their subsequent application is held invalid, 

such invalidation shall have no bearing or effect on any other parts or sections. 

Section 2 – Hiring and Employment 

Employment-at-Will 
All City employees are at-will employees. This means there is no contract of employment, 

express or implied, and that either the City or the employee is free to terminate the employment 

relationship at any time, with or without cause. The City’s at-will employment policy shall only 
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be varied by a specific written agreement that is entered into and signed by the City 

Administrator and an individual employee. Therefore, nothing contained in this Handbook or 

any other document provided to employees shall be relied upon or interpreted to form a contract 

binding upon the City regarding any benefit, policy, procedure, or other term or condition of 

employment. 

Equal Opportunity Employer 
(1) The City of Marion is an equal opportunity employer. It is the City’s policy to afford 

equal employment opportunity to all qualified persons regardless of race, color, religion, 

age, sex, sexual orientation, national origin, disability, veteran or family status, an 

individual’s status as a smoker or nonsmoker, genetic makeup or any other status or 

condition protected by applicable local, state or federal laws, except where a bona fide 

occupational qualification applies.  

(2) The City’s commitment to be an equal opportunity employer extends to all of its 

employment and personnel practices, including job opportunities, promotions, pay and 

benefits, discipline, discharge, training, and other social and recreational activities 

sponsored by the City.  

(3) The harassment, retaliation, coercion, interference, or intimidation of any employee due 

to that employee’s race, religion, color, national origin, sex, sexual orientation, genetic 

makeup, age, disability, veteran or family status, gender identity, pregnancy, childbirth, 

pregnancy/childbirth related conditions, or because the employee is a smoker or 

nonsmoker is strictly forbidden. Any employee who experiences such treatment should 

report it immediately to his or her supervisor or other supervisory or management staff in 

accordance with Harassment Policy within Section 3 this Handbook.  

 

Americans with Disabilities Act 
(1) The City will offer equal employment opportunities for qualified individuals who may 

have a physical or mental disability, but who can still perform the essential job functions 

with or without reasonable accommodations. The City will provide reasonable 

accommodations to individuals qualifying under ADA only when that accommodation 

does not create an “undue hardship” to the City.  

(2) Any employee who feels he or she may need an accommodation in order to perform his 

or her job functions should notify his or her immediate supervisor. Because analysis 

under the ADA requires an open dialogue between the employee and the employer, the 

employee and the supervisor are encouraged to discuss the situation openly and involve 

the City Administrator and other necessary staff as appropriate. 

 

Immigration Reform and Control Act 
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(1) The City will comply with the Immigration Reform and Control Act of 1986 (IRCA), 

including Form I-9 requirements. 

(2) Under IRCA, all employers must complete Employment Eligibility Verification Forms, 

commonly known as Form I-9, for all current employees and maintain those forms in a 

separate file for the longer of either: 

a. Three years from the date of hire; or 

b. One year after the employment ended. 

(3) IRCA prohibits employers from: 

a. Knowingly hiring, recruiting, or referring (for a fee) aliens who are not 

authorized to work in the US. 

b. Requiring specific documents to complete the I-9 form. 

c. Retaliating against employees that file a charge or participate in an investigation. 

 

Application and Advertisement of Vacant 

Positions 
(1) When a vacancy occurs, current City employees may be notified of the vacancy by 

placing written notice(s) in strategic locations throughout City offices. Notices posted 

shall include position title, summary of duties, position qualifications, and the time limit 

for applying. Employees who wish to apply for the position must submit a completed 

employment application form to the City Administrator, thereby indicating interest in the 

vacant position. The City Administrator may fill the vacancy by either promoting a 

current employee or employing a person from outside of the existing City Government 

Organization. When announcements of vacant position(s) are made outside of the 

organization, any of the following procedures may apply: 

a. The City’s open application policy allows persons interested in employment with 

the City to complete an Employment Application Form at any time regardless of 

whether or not the vacancy exists, indicating the position(s) applicable. 

Completed Employment Application Forms will be considered active for a period 

of 6 months.  

b. The City may advertise all vacant position(s) in the Crittenden Press. All 

announcements shall include such information as where to apply, deadline for 

applications, pay range for the position, summary of the duties, and position 

qualifications. All written announcements of vacant position(s) shall also contain 

the following statement, “An Equal Opportunity Employer”. 

 

https://a.next.westlaw.com/Document/Ibb0a3adeef0511e28578f7ccc38dcbee/View/FullText.html?originationContext=document&transitionType=DocumentItem&contextData=(sc.History*oc.RelatedInfo)
https://a.next.westlaw.com/Document/I0f9fbf63ef0811e28578f7ccc38dcbee/View/FullText.html?originationContext=document&transitionType=DocumentItem&contextData=(sc.DocLink)
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Application for Position 
 

Employment Application Forms supplied by the City and completed by applicants shall include 

information about the applicants’ training, experience, and additional information as required. 

Upon request, applicants shall be given a copy of the job description stating the duties of the 

position. 

(1) No person may be appointed to a position unless information on the official Employment 

Application form is verified and he or she meets the qualifications for the position as set 

forth in the position description. 

 

(2) All Employment Application forms must be signed and dated by the applicant. 

 

Promotions, Transfers, Temporary 

Appointments, and Demotions 
 

(1) Vacancies may be filled by promotion from within the City. Employees may apply for 

the position by submitting a written request through their supervisor or the City 

Administrator. An employee may be promoted from one position to another only if the 

employee has the qualifications for the higher position. The same procedures as those 

authorized for ascertaining qualifications for initial appointment to a position shall be 

followed. 

(2) In the case where vacancies cannot be filled from within city service or from an 

eligibility list, temporary appointments may be made for a period not to exceed six 

months by the City Administrator. In cases where the temporary appointment is to a 

nonelected office position, appointments are made by the Mayor with approval by the 

Marion City Council. 

(3) Temporary appointments shall terminate as soon as a qualified candidate in accordance 

with the personnel hiring procedures can fill the position in question. 

(4) An employee may be demoted upon recommendation of a supervisor, with the approval 

of the City Administrator. The provisions of KRS 15.520 shall regulate demotions of 

employees in the Police Department. All pertinent documentation of said demotion shall 

be entered into the employee’s personnel file. 

Hiring and Selection 
 

(1) Appointment to a position within the City shall be made only after it has been determined 

the person being considered meets the qualifications set out in the current job description 

for which the appointment is made. 

(2) The policy shall apply to current employees who request a transfer or promotion to a 

vacant position, as well as new applicants for employment or re-employment.  
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(3) The qualification of an applicant for a position shall be ascertained on the basis of one or 

more of the following: 

 

a. Information the applicant supplies on the official Employment Application Form. 

b. Written, performance or physical tests or examination or any combination which 

may be required by the City. 

c. Personal interview.  

d. Information and evaluations supplied by references given by the applicant. 

e. Prior to employment with the City, but ONLY after an offer of employment with 

the City, the prospective employee must submit to and pass a pre-employment 

drug test.  

f. Other appropriate information as determined. 

 

(4) All employees are appointed by the City Administrator except that pursuant to KRS 

83A.080, all nonelected city officers shall be appointed by the Mayor with the approval 

of the Marion City Council. Nonelected officers include: 

a. City Clerk 

b. City Administrator 

c. Code Enforcement Officer 

d. City Treasurer 

 

Employment of Relatives 
Pursuant to the City’s Ethics Ordinance, No. 40, 

(1) Generally, a relative of an employee will be eligible for employment with the City as 

long as no conflicts in supervision, safety, security or morale, or potential conflicts exist. 

(a) In the event a current employee becomes the relative of another current 

employee, the City will attempt, if practical, to separate the employees by 

assignment and supervision. After such separation, any effort by a relative to 

affect the terms and conditions of employment of his or her relative shall be 

considered improper. If the City determines that the separation would not be 

practical, it will review the employment records, assignments, and related 

matters pertaining to the employees to determine whether to exercise discretion 

to make an exception to this policy. Any such exception shall be understood to 

be a temporary accommodation of current employees and not a precedent for 

deviating from this policy. If, in the view of the City, a conflict exists which 

cannot be resolved, only one of the employees will be permitted to remain an 

employee of the City. The decision as to which relative will be allowed to 

remain will be made by the City Administrator after consideration of the 

circumstances and consultation with the affected employees and their 

supervisors.  

(b) The City Administrator shall notify the Ethics Board within a reasonable time 

when any conflict under this policy is reported or identified. 

(2) As used in this policy, the term “relative” means parent, grandparent, child, grandchild, 

spouse, siblings, spouses of siblings and children, and step relationships.  
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(3) Nothing in the City’s Equal Opportunity Employment Policy established in Policy 1.03 

of this Handbook shall be interpreted as preventing the reasonable regulation of nepotism 

for reasons of supervision, safety, security, or morale.  

Background and Reference Checks 
 

(1) It is the policy of the City of Marion to perform pre-employment background checks 

pursuant to KRS Chapter 335B. The purpose of performing these checks is to determine 

and/or confirm, within appropriate legal and professional limits, the qualifications and 

suitability of a candidate for the particular employment position for which the 

candidate is being considered. Many of our employees' job duties involve working 

closely with other employees and/or the public, significant city-related driving, 

access to safety-sensitive and expensive tools and machinery, access to confidential 

information, or access to financial accounts. Therefore, criminal records may exclude 

candidates with certain criminal convictions that are determined to be job related, as 

discussed below. This policy will help ensure that employment-related decisions 

utilizing pre-employment background checks are made in accordance with applicable 

law.  

 
(2) The City will perform pre-employment background checks on all candidates for 

employment once they have been offered the employment position. Review will be 
limited to information regarding only convictions that are determined to be job-
related and consistent with business necessity, as discussed below. In addition, if an 
employee changes positions within the City, an additional criminal background check 
may be required.  
 

(3) The City requires that employees identify any arrests or criminal convictions and 
complete a self-disclosure form. The City will individually evaluate any arrest or 
criminal conviction disclosed by an employee prior to making a determination as 
to that employee's suitability for continued employment. 

 

(4) In addition to KRS Chapter 335B, the City complies with the federal Fair Credit 
Reporting Act (FCRA), federal and state equal employment opportunity laws and all 
other applicable legal authority that affects the performing of pre-employment 
background checks. 

 

(5) The results of a pre-employment background check are confidential and are only to be 

shared with employees of the City on a strict "need to know" basis. 

 

(6) Under no circumstances, is having a criminal history or conviction an automatic 

exclusion to a candidate's eligibility for employment.  

(7) All candidates are required to sign appropriate authorizations and consents prior to 

performing any pre-employment background checks. 

(8) Background checks are conducted in accordance with all applicable federal, state, and 

local laws, including any state-law limitations regarding criminal history information 

that may be obtained and/or used by the City for employment purposes. 
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(9) This p olicy does not override City policy that candidates providing false or misleading 

information on their application, during an interview, or at any time during the hiring 

process, may be eliminated from any further consideration. Candidates are expected to 

provide accurate and complete information and not to omit material information needed 

to make a decision. 

(10) Pre-employment background checks should normally be completed after a conditional 

offer of employment to the candidate. Therefore, all job offers should be conditioned 

upon satisfactory completion of the pre-employment background checks. 

(11) Prior to taking any adverse action, appropriate pre-adverse and adverse action notices 

will be sent to the candidate pursuant to federal and any state FCRA laws together with 

a copy of the report. 

 

(12) All candidates shall be individually reviewed by the City Administrator and 

appropriate supervisor. Decisions will be made with respect to employment based on 

the totality of the candidate's qualifications and the relevant results of the pre-

employment background check.  

 

(13) In general, the relevance of a particular pre-employment background check to a 

candidate's eligibility for employment, or employee's eligibility for continued 

employment, is based upon the following factors: 
 

a. The nature and gravity of the offense for which the applicant or employee 
was convicted; 

b. The time that has passed since the conviction and/or completion of the sentence; 

and 

c. The nature of the job held or sought. 

 

(14) The City will only consider final adjudications of guilt (i.e., convictions and guilty 

pleas) for the potentially disqualifying offenses listed below, or other offenses 

determined to be job-related. Convictions that have been expunged, discharged, or 

otherwise vacated will not be considered. Various states use different terminology 

regarding convictions. Therefore, if it is unclear whether a certain offense resulted in a 

conviction, the City Attorney should be consulted. 

 

(15) Having a criminal history or conviction does not automatically preclude a 

candidate's eligibility for employment. To assist supervisors and City Administrator in 

reviewing criminal records, below is a list of convictions that MAY disqualify an 

applicant or employee from employment with the City: 

a. Crimes Involving Violence, Theft, or Drug D istribution/Trafficking: Certain 
crimes involving violence, theft, or drug distribution/trafficking have been 

determined to be job-related to all positions within the City. Disqualification 
of applicants, or dismissal of employees, with certain convictions, outlined 

below, is consistent with federal and state requirements, and the positions for 
which the City is hiring as explained in more detail below. 

 

i Violent Crimes: The City has determined that felony convictions 
w ithin the past seven (7) years for crimes involving violence MAY 
disqualify an applicant or employee because of workplace violence 
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concerns, our desire to provide a safe workplace for employees and 
customers, and because many o f  t h e  C i t y  employees have 
significant interaction with customers and/or co-workers on a day-to-day 
basis. 

 
ii Theft or Property Related Crimes: The City has determined that 

felony convictions within the past seven (7) years for crimes involving 

theft, dishonesty, breach of trust, or destruction of property MAY 

disqualify an applicant or employee due to access to equipment and 

tools, inventory, proprietary information, and/or financial or 

confidential information. 
 
iii Drug Distribution/Trafficking Crimes: The City has determined that 

felony convictions within the past seven (7) years for crimes involving 

drug distribution or trafficking may disqualify an applicant or employee 

due to the fact that these convictions also indicate a general disregard 

for federal, state, or local law and may demonstrate that the applicant 

or employee will not be able to follow directions from his/her 

supervisor or manager.   

 

iv Th e  C i t y  does not generally disqualify applicants or dismiss 

employees for drug possession or use convictions. This does not affect 

the application of its drug and alcohol policy. 
 

b. Computer Crimes: Due to access to City confidential and proprietary 

information, customer information, financial information, and/or computer 

systems, the City has determined that felony convictions within the past seven (7) 

years for computer-related offenses are job-related for Management and Office 

Positions. Applicants or employees in these job categories who have been 

convicted of such computer crimes present an unacceptable risk to the City and 

MAY therefore be disqualified, absent mitigating circumstances. 
 

c. Driving Crimes: Potential applicants for jobs in which the job duties include 

significant amounts of unsupervised, City-related driving. Due to the nature of 

this job duty, and to reduce potential liability for the City, the City must review 

applicant and employee driving records. The City will comply with all federal, 

state, and local requirements regarding motor vehicle record checks, including, 

but not limited to, obtaining consent from the applicant or employee prior to 

requesting the record and complying with federal and/or state FCRA 

requirements. Felony convictions within the past seven (7) years for vehicle-

related offenses, including, but not limited to DUI and DWI, have been 

determined to be job-related and present an unacceptable risk to the City. 

Therefore, applicants and employees for positions that involve business-related 

driving who have been convicted of such offenses MAY be disqualified, absent 

mitigating circumstances. 
 
d. Individualized Assessment: Before any applicant or employee is disqualified 

based on his/her criminal history, the applicant or employee will be given an 

opportunity to provide individual information regarding the circumstances of 

that applicant or employee's criminal history. The City Clerk will request that 

the employee submit a written, signed statement regarding his or her criminal 



 

 
18 

 

history. The City Administrator and the supervisor will consider any and all 

information provided by each applicant or employee to determine whether the 

information provided sufficiently mitigates the circumstances of the 

disqualifying conviction pursuant to KRS Chapter 335B. 

 

(16) Credit checks are generally not part of the background check process and are not used 

to make hiring decisions. In certain positions, such as treasury functions and accounts 

payable/receivable, a credit check may be performed due to the nature of the 

responsibilities for such jobs, including access to City accounts and cash and the 

ability to be bonded. Each applicant or employee's credit history will be reviewed, in the 

context of all other available information regarding the applicant or employee, to 

determine whether the applicant or employee's credit history poses an unacceptable 

risk to the City. Such applicants or employees will be provided with an opportunity to 

explain their credit history prior to final determination. 

 

Medical Examinations 
 

(1) In reviewing applicants’ qualifications for certain positions and ensuring that currently 

employed workers are fit and capable of performing the essential functions of their 

positions, the City of Marion requires individuals to undergo physical examinations, 

which can include drug tests.  

 

(2) The general purpose of these examinations is to determine whether the individuals being 

tested are physically able to perform the essential functions of the job in question without 

creating a significant threat to the safety or wellbeing of themselves, other employees, or 

members of the public. All of these examinations and tests are conducted on a 

nondiscriminatory basis and in conformance with the requirements of the Americans with 

Disabilities Act and other federal, state, and local laws guaranteeing fair treatment and 

equal employment opportunity to individuals with disabilities and members of other 

protected groups. 

 

(3) Applicants for certain positions are required to undergo a post-offer physical examination 

that evaluates their fitness and ability to perform the essential functions of the positions 

for which they are being considered. All conditional offers of employment extended to 

candidates who are asked to undergo a physical examination are contingent on 

satisfactory completion of this requirement within the scheduled time period. 

 

(4) In certain situations, the City of Marion can require currently employed workers to 

undergo a physical examination that evaluates their fitness and ability to perform the 

essential functions of their position. 
 

(5) Firefighters, EMTs, paramedics, public works employees, and police officers may elect 

to receive a series of three Hepatitis Vaccine Inoculations. The initial inoculation will be 

included in applicants’ pre-employment physical if they desire. The pre-employment 

consent form advises applicants of the availability of this optional screening. 

 

Employee Bonding 
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All applicants seeking city employment that involves the handling of city funds, or access to city 

financial accounts, shall be bondable and may be subject to a post-offer credit check. All employees 

involved in the handling of city funds or financial accounts shall be bonded at the expense of the 

city.  

 

New Employee Orientation 
 

(1) An orientation shall be made available to all new employees as soon as possible after 

their first day of employment.  

 

(2) The orientation shall consist of the following elements;  

 

a. Explanation of the purpose and goals of the City;  

b. Overview of the City’s history, structure and operations;  

c. Overview of management policies and procedures; and  

d. Other elements deemed appropriate.  

 

(3) A copy of the Employee Handbook shall be made available to all employees. A 

Certificate of Receipt of the original Employee Handbook and any revisions thereof shall 

be required of all employees subject to these policies. The signed statement shall be 

maintained in the employee’s personnel file and retained pursuant to the Kentucky 

Department of Libraries and Archives Record Retention Schedule. 

 

(4) New hires will be introduced to all City department heads during their first day of 

orientation, as well as the City Administrator.  

 

(5) All new hires will be given a benefits package if they qualify. The City Administrator 

will cover, with the employee, the benefits package and give the employee a due date as 

to when the package must be turned in to qualify for the package. Failure to submit the 

package on the specified date may render the employee ineligible for some benefits.  

 

(6) The new employee’s schedule and job description will be discussed. A job description 

will be signed and a copy given to the employee, and a signed copy placed in their 

personnel file.  

(7) The City Treasurer will ensure that all required state and federal forms are filled out prior 

to the employee starting any physical work and placed in their personnel file. All required 

information will then be filed as required with the federal, state, and local governments. 

Introductory Period 
 

(1) New employees shall serve an introductory period of 3 months, with the exception of 

uncertified police officers, for which the introductory period shall be 12 months.  

 

(2) While serving under the introductory period, any employee may be dismissed at any time 

without right of appeal, unless otherwise provided by law. 
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(3) Full-time employees are also eligible to apply for health and life insurance plans after 

90 days of employment.  
 

(4) Any employee who is serving an introductory period, upon approval of the City 

Administrator, can be reinstated without right of appeal to: 

 

(a) The position from which he/she was promoted if it is still vacant;  

 

(b) A position comparable to the one from which he/she was promoted, and if they 

meet the minimum qualifications of that position; or  

 

(c) If no position is available, they may be terminated from city employment. 

 

(5) The introductory period may be extended for employees still under the introductory 

period, or a class of positions, if it is deemed that a longer period is needed to learn the 

work and evaluate the effectiveness of the work performed.  

 

(6) Performance of employees will be evaluated at least every third month during the 

introductory period of employment by the supervisor.  

 

(7) Completion of the introductory period in no way alters the at-will status of the employee. 

 
 

Job Descriptions 
 

(1) The City considers the job description prepared and maintained for every position as one 

of the most important documents in ensuring effective hiring practices and providing 

equal employment opportunity to all qualified individuals. The following procedures are 

designed to ensure the accuracy, completeness, timeliness, and fairness of the job 

descriptions. 

 

(2) Annually the City Administrator, with the assistance of the supervisors, will review the 

City’s job descriptions to ensure that they are accurate, complete, and up to date. 

 

(3) Whenever possible, the supervisor should seek the input of the employee in reviewing the 

description’s accuracy and completeness. 

 

(4) The job descriptions should contain information that accurately reflects each position’s 

essential functions, duties, responsibilities, purpose, working conditions, and reporting 

relationships as well as the knowledge, skills, and abilities required of employees. 

 

Performance Evaluations 
 

(1)  All employees occupying established positions shall be evaluated each year, on an 

evaluation form approved by the City Administrator, except that employees shall be 

evaluated at least every third month during introductory or probationary periods. 
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(2) The immediate supervisor, who shall review the evaluation with the employee being 

evaluated, shall conduct evaluations; any employee who disagrees with the evaluation 

may complete a written rebuttal within ten working days after the review, which shall be 

attached to the evaluation form. 

 

(3) The evaluation shall be based on job-related factors, as set out in the job description, and 

shall be used to inform employees of how well they are performing their assigned work 

and how they can improve performance. In addition, the evaluation may be used in 

determining the order of layoff, as a basis for training, promotion, demotion, transfer, or 

dismissal, and for other purposes as set forth in these policies and procedures. 

 

(4) The performance evaluation is intended to facilitate meaningful communication between 

an employee and his or her supervisor regarding the employee’s work assignments, the 

supervisor’s performance expectations, individual and departmental goals, and the 

employee/supervisor relationship. It is also intended to improve the employee’s 

effectiveness and competency by identifying both strengths and possible areas for 

improvement. It should not be construed as creating a contract or as guaranteeing 

employment for any specific duration. 

 

(5) A copy of the evaluation shall be placed in the employee’s personnel file and shall be 

maintained in accordance with the Department of Libraries and Archives record retention 

schedule. 
 

Personnel Records 
 

(1) A personnel file shall be maintained for each City employee by the City Administrator. 

All changes in the status of employees shall be recorded in these files, which shall be 

retained and maintained in accordance with applicable state and federal laws.  

 

(2) The file shall show:  

 

a. Employee’s name, permanent address; and phone number;  

b. Position title;  

c. Completed application form;  

d. Hiring date;  

e. Departmental assignment;  

f. Salary;  

g. All changes in status as a City employee;  

h. Whatever additional information these ordinances, other governing laws, or the 

City requires.  

 

(3)     Information regarding the medical condition or history of an employee or application 

for employment shall be collected and maintained on separate forms and in separate 

confidential medical files subject to disclosure only as permitted by law. 

 

(4)     All form I-9s shall also be kept in a separate file in alphabetical order.  
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Change in Personal Information 
 

(1) It is the responsibility of each employee to promptly notify the City Administrator 

of any changes in personnel data. Personal mailing addresses, telephone numbers, 

number and names of dependents, individuals to be contacted in the event of an 

emergency, educational accomplishment, and other such status reports should be 

accurate and current at all times. 

 

(2) In order for necessary changes to be made without penalty, changes of marital 

status and dependents must be made within thirty (30) days of the qualifying 

event. 
 

Access to Personnel Files 
 

(1) The City Administrator maintains a personnel file on each employee. The personnel file 

includes such information as the employee’s job application, resume, documentation of 

performance appraisals and salary increases, and other employment records. 

 

(2) Personnel files are the property of the City. Access to an employee personnel file is 

strictly controlled and given only to authorized individuals, who have a legitimate reason 

to review information in a file.  

 

(3) Employees who wish to review their own file should contact the City Administrator. 

 

(4) With reasonable advance notice, employees may review their own personnel files in the 

presence of the City Administrator. 

 

Job References 
 

(1) All requests for job references and inquiries regarding an individual’s employment with 

the City shall be forwarded to the City Administrator for appropriate response. The City 

Administrator will consult with the appropriate immediate supervisor and may permit the 

employee receiving the request to respond, but the City Attorney shall review any 

response before it is finalized. This Section shall not prohibit an employee from being 

listed as a reference for an individual.  

(2) The City’s policy on job references is to provide bare minimum information – position, 

salary, beginning and ending date. 

Record Retention 
 

The City shall maintain all city records pursuant to the Kentucky Department of Libraries and 

Archives Record Retention Schedule.  
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Social Security Numbers and Privacy 

Protection 
 

(1) The City will take measures reasonably necessary to ensure the confidentiality of its 

employees’ social security numbers collected in the ordinary course of the City‘s 

business. Neither the City nor any of its employees will unlawfully disclose the social 

security numbers obtained during the ordinary course of business.  

 

(2) The City may use a social security number to perform an administrative duty related to 

employment. For example, to verify the identity of an individual, detect or prevent 

identity theft, investigate a credit, criminal, or driving history, enforce legal rights or 

obligations, or administer insurance or benefits programs.  

 

(3) The City will retain an employee’s social security number for the duration of the 

employee’s employment and as set out in the Department of Libraries and Archives 

record retention schedule following the employee’s termination, or a longer period if 

required by law. The City will physically destroy documents that contain social security 

numbers by shredding or other secure fashion. Social security numbers stored in a 

computer database which need to be removed will be deleted from all programs and 

processes pursuant to techniques and standards commonly used for such purposes.  

 

(4) Any employee of the City who knowingly violates the provisions of this policy or the 

federal Privacy Act will be subject to the City‘s progressive disciplinary policy as set out 

below.  

 

Disciplinary Practices / Procedures 
 

(1) The City seeks to encourage employees to change problem behavior rather than focusing 

on punitive measures as a solution. In some instances, these efforts may fail or may be an 

unsuitable response to an offense. In these instances, City supervisors may use the 

following disciplinary procedures, depending on the severity or frequency of the offense 

or problem behavior. Supervisors may use any of these disciplinary methods at any time, 

and this list does not require a progressive disciplinary methodology to be used by 

supervisors. 

(a) Verbal warning or reprimand/coaching or counseling by a supervisor; 

(b) Written reprimand/counseling by a supervisor; 

(c) Suspension with or without pay;   

(d) Demotion and/or reduction in pay; or  

(e) Termination of employment. 
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(2) The supervisor shall notify City Administrator to initiate use of the disciplinary 

procedures in (c), (d), or (e) in Section 1 of this policy. The City Administrator shall be 

responsible for informing and involving the legal staff.  

 

(3) Supervisors using the disciplinary procedures outlined in Section 1 of this policy shall: 

(a) Document any disciplinary session or conference conducted for the purposes of 

correcting behaviors that are in violation of the policies contained in this 

Handbook or are conducted with the intent to correct reoccurring issues related to 

employee performance; and 

 

(b) Provide a copy of any written documentation related to the use of disciplinary 

procedures to the City Administrator for placement in the employee’s personnel 

file. 

 

Suspension 

(1) After either a serious violation or repeated minor violations, the department supervisor 

shall: 

(a) Suspend the employee with pay until the City Administrator reviews the 

violation, provided the City Administrator has delegated by Executive Order in 

accordance with KRS 83A; and/or 

(b) Request in writing that the City Administrator suspend the employee with or 

without pay. The request shall include the reason(s) for the suspension, along 

with details of previous disciplinary action regarding the employee. 

 

(3) The City Administrator may suspend an employee with or without pay for any period up 

to and including four calendar weeks, depending upon the severity of the offense; 

however, a maximum time limit shall not apply when an employee is suspended with or 

without pay due to an investigation of an alleged offense. 

 

(3) The suspended employee shall be notified of the suspension in writing within five 

working days after the time of suspension. The notice shall include the reason(s) for and 

duration of the suspension (if known.) 

(4) Employees suspended without pay for a period of one calendar month or more shall 

forfeit fringe benefits, including accrual of sick and vacation leave, and the city's 

contribution to any insurance benefits during the suspension. 

(5) If after an investigation, the City Administrator finds that the suspension was not 

warranted, the employee shall be reinstated to his or her position with back pay and 

benefits.  
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Termination of Employment 
 

(1) The City Administrator has the authority to appoint and remove all city 

employees, except as otherwise provided by statute, ordinance, or contract. 

Statutes that provide otherwise in regard to the termination of employment 

include: 

 

(2) KRS 15.520, which states that the employment of any member of the police or 

fire department, who has completed the introductory period, may not be 

terminated for any reason other than inefficiency, misconduct, insubordination or 

a violation of law or the rules adopted by the City; and only after charges are 

preferred and a hearing conducted by the City in the manner prescribed by KRS 

15.520.    

 

(3) As provided by KRS 83A.080, all nonelected officers shall be removed by the 

City Mayor only after being given written reason(s) for the dismissal.  

 

(4) Employees also have the right to terminate their employment at any time and for 

any reason. The City asks that you provide a written notice at least two weeks 

prior to your intent to leave in order to assist the City in the smooth transition of 

your job duties. 

 

(5) In the event of the termination of your employment for any reason, you must 

return all property of the City, including uniforms, keys, credit cards, mobile 

phones, computer software and hardware, proprietary and confidential materials, 

reports, and any other City property that may be in your possession. This property 

must be returned prior to the last day of your employment. 

 

(6) Where permitted by applicable laws, the City may withhold from the employee’s 

check or final paycheck the cost of any items that are not returned when required 

to recover or protect its property. 
 

 

Layoffs (Reduction in Force) 
 

(1) The City Administrator may lay off an employee or employees because of lack of 

work or funds. The order of layoff shall be determined by the needs of the City.  

 

(2) Consideration shall be given to both the seniority and merit of persons being 

considered for layoff.  

 

(3) Temporary, seasonal and employees on an introductory period shall be laid off before 

full-time employees within class(es) affected by layoff.  
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(4) The City Administrator shall notify the employee(s) of the layoff in writing as soon 

as possible prior to the layoff. The notice shall explain the reason(s) for and duration 

of the layoff (if known), and a copy of the notice shall be placed in the employee’s 

personnel folder.  

 

(5) An employee who has given satisfactory service and is laid off shall be eligible for 

reemployment in other positions; provided that he/she meets the qualifications for the 

position and that the position is vacant. 
 

Exit Interview 
 

All employees are asked to complete an exit interview with the City Administrator or designee 

upon termination of employment. This will enable the City to obtain information regarding why 

the employee has resigned. This will also allow the City an opportunity to cover information for 

the employee on insurance, retirement, any other benefits, and return of city property, in addition 

to obtaining a forwarding address (if necessary), and any other required information.  

 

Reinstatement 
 

(1) The City Administrator may reemploy any former employee who has been laid off 

because of lack of work and/or funds within 6 months of the date of resignation or lay-

off. 

(2) The employment date of an employee who resigns or is laid off and is reinstated, shall be 

the latest date of employment, for purposes of calculating benefits. 

 

Section 3 – General Employment Policies 

and Rules 

Open Door Policy – Complaint Procedure 
(1) At the City of Marion, we encourage all employees/volunteers to meet with 

their immediate supervisors to discuss any employment issues or concerns that 

they may have. If the complaint is against a supervisor, or if the 

employee/volunteer feels more comfortable, they may discuss the issue with 

another supervisor, the Mayor, or a member of the City Council.  

(2) The City is committed to maintaining this open-door policy, where honest 

discussion of employee/volunteer concerns can take place in a safe and 

supportive environment.  
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(3) Misunderstandings or conflicts can arise in any organization. To ensure 

effective working relations, it is important that such matters be resolved before 

serious problems develop. Most incidents resolve themselves naturally; 

however, if a situation persists that you believe is detrimental to you or to the 

city, you should bring your concern to the attention of a supervisor, the Mayor, 

or City Council member.  

Sexual and Nonsexual Harassment 

(1) Sexual and nonsexual harassment of any kind is absolutely prohibited and will not be 

tolerated. Sexual and nonsexual harassment negatively affects morale, motivation, and 

job performance. It is inappropriate, offensive, and illegal.  

(2) Sexual harassment on the job is employment discrimination within the meaning of Title 

VII of the federal Civil Rights Act of 1964 and KRS Chapter 344. In general, sexual 

harassment means any unwelcome or offensive sexual advances, requests for sexual 

favors, or other verbal or physical conduct of a sexual nature, either by a supervisor, 

fellow employee, or a person other than an employee who has contact with the City 

employees. Sexual harassment is unacceptable and is prohibited at work and in work-

related settings, such as business trips, business-related meetings, conferences, and 

employee-related social events. Behavior that constitutes sexual harassment includes, but 

is not limited to: 

(a) Deliberate, repeated, or unsolicited verbal comments, gestures, or physical 

actions of a sexual nature toward another employee. 

(b) Approval, recommendation of, or refusal to take any personnel action with 

respect to an employee or applicant because of: 

1. the employee’s or applicant’s rejection of sexual advances, demands, favors, 

or sexual activity; or 

2. the employee’s or applicant’s report of a sexual advance or demand for 

sexual activity. 

(c) Explicit or implicit promises of preferential treatment with regard to an 

individual’s employment status in return for sexual favors or sexual activity. 

(d) Exercise or attempted exercise of the power or authority of one’s position to 

control, influence, or affect the career, salary, job, or other employment 

conditions of an employee or applicant in exchange for sexual favors. 

(e) Repeated sexual jokes, flirtations, advances, or propositions. 

(f) Graphic verbal commentary about an individual’s body, sexual prowess, or 

sexual deficiencies. 

(g) Leering, whistling, touching, pinching, assault, coerced sexual acts or suggestive, 

insulting, or obscene comments or gestures. 
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(h) The display in the workplace of sexually suggestive objects, pictures or reading 

material. 

(3) Any conduct that is intimidating or hostile and interferes with an employee’s work 

performance is prohibited and will not be tolerated. This includes harassment because of 

an individual’s race, religion, color, national origin, sex, sexual orientation, age, 

disability, veteran or family status, or because the employee is a smoker or nonsmoker.  

(4) Any employee who believes he or she has been subjected to sexual or nonsexual 

harassment should report the incident promptly to one of the following: his or her 

immediate supervisor, department director, the City Clerk, the City Attorney, the City 

Administrator, or any other supervisor with whom the employee feels comfortable 

discussing the matter. Employees are encouraged to make prompt reports of the incident 

to ensure timely response and for remedial measures to be implemented, if necessary. 

However, all reports of sexual and nonsexual harassment shall be reviewed and 

investigated regardless of when the alleged misconduct occurred. 

(a) All reports of sexual or nonsexual harassment shall be reduced to writing by the 

reporting employee or by the person receiving the report. Employees may use 

HR Form 15 for this purpose. The report shall be signed by the complaining 

employee. All reports will be kept confidential to the extent feasible and 

appropriate under the circumstances. The City Clerk shall inform the City 

Administrator of the receipt of the complaint and the substantive contents of the 

complaint without disclosing the names of the parties involved.  

(b) All reports of sexual and nonsexual harassment will be investigated promptly 

following the receipt of an incident report. The report will be investigated by one 

or more members of the management staff designated by the City Administrator. 

The results of the investigation will be communicated to the complainant and to 

the alleged offender. Any employee found to have engaged in misconduct 

constituting sexual or nonsexual harassment will be disciplined, up to and 

including dismissal. In addition, the City may take other steps in order to correct 

and prevent future incidents from occurring.  

(c) If the investigation results in a finding that any form of harassment has occurred 

in the City workplace, the City Administrator shall provide the Mayor with a 

copy of the written report and/or an update of the action taken by management as 

a result of the finding. The Mayor may recommend additional action. If the 

investigation results in a finding that harassment did not occur, the City 

Administrator shall communicate the findings to the Mayor and provide any 

additional information requested by the Mayor.  

(d) As provided under the Whistleblower Protection Policy in Section 4 of this 

Handbook, an employee making a report under this policy will not be 

discriminated against or be subject to retaliation in any way for having made the 

report. If an employee suffers any discrimination or retaliation for making a 

report, the employee should immediately alert a member of management. Any 

person found to have discriminated or retaliated against an employee who makes 

a report shall be subject to disciplinary action, up to and including dismissal. 
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(e) Any complaint involving an elected city officer shall be submitted to the Ethics 

Board pursuant to the Reporting Code of Ethics Violations and Penalties in 

Section 4 of this Handbook. The Ethics Board shall determine the course of the 

investigation and the proper method to address the complaint. 

(5) The City recognizes that the question of whether a particular course of conduct 

constitutes sexual or nonsexual harassment requires factual determination. The City 

recognizes also that false accusations of sexual or nonsexual harassment can have serious 

effects on innocent parties. If an investigation results in a finding that a person who has 

accused another of sexual or nonsexual harassment has maliciously or recklessly made a 

false accusation, the accuser will be subject to appropriate sanctions, including discharge.  

 

(6) Nothing in this policy should be construed as eliminating any employee’s rights under 

Title VII of the Civil Rights Act of 1964, as amended, or under KRS Chapter 344. 

 

Workplace Violence 
(1) The safety and security of all employees is of primary importance to the City. Threats, 

abusive behavior, or acts of violence against employees, citizens, or other individuals by 

anyone on City property or off City property while performing job duties related to the 

City will not be tolerated. Actions of this nature will lead to referral to appropriate law 

enforcement agencies for arrest and prosecution. City employees who exhibit this type of 

behavior will be disciplined or discharged. The City may take any necessary legal action 

to protect its employees. 

(2) Any person who makes threats, exhibits threatening behavior, or engages in violent acts 

on City premises shall be removed from the premises as quickly as safety permits and 

shall remain off City premises pending the outcome of an investigation. Any employee 

who makes threats, exhibits threatening behavior, or engages in violent acts while in 

performance of his or her employment duties shall be immediately suspended, pending 

the outcome of an investigation of the incident. Following investigation, the City will 

initiate an immediate and appropriate response. This response may include, but is not 

limited to, suspension and/or termination of any business relationship, reassignment of 

job duties, suspension or termination of employment, and/or criminal prosecution of the 

person or persons involved. 

(3) All employees are responsible for notifying City management personnel of any threats 

that they witness or receive or that they are told another person witnessed or received. 

Even without a specific threat, all employees should report any behavior they have 

witnessed, that they regard potentially threatening or violent or which could endanger the 

health or safety of an employee when the behavior has been carried out on a City 

controlled site or is connected to City employment or City business. Employees are 

responsible for making this report regardless of the relationship between the individual 

who initiated the threatening behavior and the person or persons being threatened. The 

City understands the sensitivity of the information requested and will respect the privacy 

of the reporting employee to the extent allowed by law. The City will endeavor to 

maintain the anonymity of a reporting party to the extent feasible for cooperation with 

appropriate law enforcement officials. 
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(4) The City prohibits the carrying of concealed deadly weapons by any employee, licensed 

or not, in any portion of a building or vehicle owned, leased, or controlled by the City. 

Employees violating this policy shall be subject to disciplinary measures up to and 

including discharge. Nothing in this Section shall preclude a sworn police officer and 

other law enforcement officers authorized to carry concealed weapons pursuant KRS 

527.020 from carrying a concealed deadly weapon on City property. 

Workplace Safety 
(1) The City's first priority is to maintain a safe working environment for its employees and 

the public. For the employees’ protection, job-related injuries, accidents, or illnesses must 

be reported immediately in accordance with this City safety and accident policy.  

 

(2) Each department will consider the need to adopt safety practices, policies, or procedures 

warranted by the hazards department employees encounter. Department supervisors are 

encouraged to involve employees in this process.  

 

(3) A copy of such practices, policies, or procedures will be delivered and explained in 

detail. Each department employee shall then sign a receipt, which will be placed in the 

individual employee's personnel file, stating that they have read and understood these 

rules. Department supervisors shall also explain to their employees that a violation of 

these safety rules could lead to disciplinary action up to and including termination of 

employment.  

 

(4) Every employee must be safety-conscious and responsible for helping the City achieve 

the goal of providing a safe workplace.  

 

(5) Employees shall report any unsafe or hazardous condition to their supervisor 

immediately.  

(6) Supervisors shall report any unsafe or hazardous condition that has been reported to them 

or that the supervisor is aware of immediately to the City Administrator.  

(7) Any employee or supervisor who does not report unsafe or hazardous conditions is 

subject to disciplinary action.  

 

(8) Employees are expected to use common sense and good judgment in their work habits 

and to follow safe work practices. Department supervisors shall ensure that safe work 

practices are utilized. Examples of safe work practices are as follows:  

 

a. Using the proper safety equipment when performing a work assignment.  

b. When working extended hours see Hours of Operation policy within this Section. 

c. Not operating equipment or machinery while using prescribed medication 

without a doctor's written approval.  

d. Under no circumstances should an employee operate any type of machinery or 

equipment while under the influence of drugs or alcohol.  

e. Operating only equipment or machinery for which training or orientation has 

been received.  

f. Warning co-workers of unsafe conditions or practices.  

g. Following all safety and operating rules posted on equipment and machinery.  

h. Refraining from horseplay at all times.  
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i. Wearing safety belts when operating City-owned vehicles or private vehicles 

when on City business.  

j. Following OSHA rules and guidelines. All employees are responsible for 

maintaining current knowledge of periodic rule/regulation changes made by the 

issuing State and Federal safety agencies.  

 

(9) Periodic training will be arranged when appropriate in the judgment of the department 

supervisor. Employees will be required to participate in all required safety training 

programs offered by the City.  

 

Reporting Work Related Accidents 
(1) Employees are required to immediately report any work-related accidents, illnesses, or 

injuries. The proper reporting of such matters is critical to ensure that an employee 

receives all benefits to which he/she is entitled under the Kentucky Workers’ 

Compensation Act. 

(2) The proper reporting of work-related accidents, illnesses or injuries is an important aspect 

of the City’s safety program. 

(3) The Employee must call the “Company Nurse” on the Injury Hotline at 855-339-1889. 

(4) The department supervisor as well as the City Clerk shall also be notified of all accidents 

involving City employees and/or City equipment as soon as possible, but in no case later 

than the next workday.  

(5) Accidents involving City-owned vehicles or personal vehicles being operated for City 

business shall be reported to the Police Department for investigation. 

Drug and Alcohol-Free Workplace 
 

(1) The City is committed to protecting the safety, health, and well-being of all employees 

and other individuals in our workplace. We recognize that alcohol abuse and drug use 

pose a significant threat to our goals. We have established a drug-free workplace program 

that balances our respect for individuals with the need to maintain an alcohol and drug-

free environment. The City encourages employees to voluntarily seek help with drug and 

alcohol problems. 

 

(2) Any individual who conducts business for the City, is applying for a position or is 

conducting business on the City's property is covered by our drug-free workplace policy. 

Our policy includes, but is not limited to managers, supervisors, full-time employees, 

part-time employees, volunteers, and applicants. 

 

(3) Our drug-free workplace policy is intended to apply whenever anyone is representing or 

conducting business for the City. Therefore, this policy applies during all working hours 

and whenever conducting business for or representing the City. 
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(4) It is a violation of our drug-free workplace policy to use, possess, sell, trade, and/or offer 

for sale alcohol, illegal drugs, or intoxicants. Further, pursuant to KRS 218B.040, the city 

exercises its right under the state to not permit or accommodate the use of medicinal 

cannabis. Therefore, an authorized cardholder is prohibited from utilizing medicinal 

cannabis while employed by the city. The appropriate use of legally prescribed drugs and 

nonprescription medications is not prohibited. However, any HSAL employee taking any 

legal substance which carries a warning label indicating that mental functioning, motor 

skills, or judgement may be adversely affected must report this information to a 

supervisor. Also, the employee is required to provide a written release form from their 

doctor or pharmacist indicating that the employee can perform their safety-sensitive 

functions. 

 

(5) Any employee who is convicted of a criminal drug violation in the workplace must notify 

the City in writing within five calendar days of the conviction. The City will take 

appropriate action within 30 days of notification.  

 

(6) To ensure the accuracy and fairness of our testing program, all testing will be conducted 

according to Substance Abuse and Mental Health Services Administration (SAMHSA) 

guidelines where applicable and will include a screening test; a confirmation test; the 

opportunity for a split sample; review by a Medical Review Officer, including the 

opportunity for employees who test positive to provide a legitimate medical explanation, 

such as a physician's prescription, for the positive result; and a documented chain of 

custody. 

 

(7) All drug testing information will be maintained in separate confidential files. 

 

(8) Each employee, as a condition of employment, will be required to participate in pre-

employment, random (for federally regulated employees and safety sensitive employees 

ONLY), post-accident, reasonable suspicion and return-to-duty testing upon selection or 

request of management. 

a. Pre-employment 

i. Breath alcohol and urine drug testing shall be required of all new hire 

applicants after their receipt of a conditional offer of employment. After 

receiving the conditional offer of employment, applicants will have 48 

hours in which to submit to testing at a testing facility of the City’s 

choosing. The City requires that every newly hired employee test free of 

controlled substances and have a breath alcohol concentration of not more 

than 0.02. Each offer of employment by the City shall be conditional upon 

the passing of controlled substance and alcohol tests. Refusal by any 

applicant for employment with the City to take the controlled substance 

test will result in the conditional offer of employment being withdrawn. 

All testing under this policy will be in accordance with Testing Protocols 

described in this policy. 

1. An applicant with a confirmed positive test for controlled 

substances and/or alcohol in a concentration of greater than 0.02, 

which is not legitimately explained to and accepted by a Medical 

Review Officer of the City’s choosing, will not be considered for 

employment. 
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2. Any applicant who fails a controlled substance test may not be 

considered for future employment with the City. 

3. Any applicant who refuses to take a controlled substance test 

will be disqualified from future consideration for employment. 

4. Any applicant who tampers with, or attempts to tamper with, a 

urine specimen in any manner shall be disqualified from current 

and future consideration of employment with the City. 

ii. An applicant whose positive test is confirmed and upheld by the Medical 

Review Officer (MRO) may request that the same sample be retested at 

his/her own expense at a City-approved laboratory. 

iii. Individuals undergoing pre-employment testing shall not begin official 

employment with the City until after all test results are received and 

shown to be negative. Upon receipt of the test result, positive or 

negative, the City Administrator or his/her authorized designee shall 

inform the appropriate department supervisor of the results.  

 

b. Random Testing 

i. Employees in a High Safety Awareness Level (HSAL) position will be 

required to participate in a statistically valid, unannounced random 

selection process, which will subject them to mandatory drug testing. 

Positions in which an employee is required to have a Commercial 

Driver’s license (CDL) must be tested at a rate of fifty percent (50%) for 

drugs annually to satisfy Department of Transportation (DOT) 

requirements. Additionally, employees required to have a CDL license 

must be tested for alcohol at a rate of 10% annually to satisfy DOT 

requirements. In the case of random testing for drug use, non-federally 

regulated HSAL positions will be tested for drugs at a rate of no more 

than twenty percent (20%). All employees in federally regulated HSAL 

positions shall be selected from a pool that is separate from the random 

selection pool for other non-federally regulated HSAL positions. All 

testing required under 49 CFR, Part 40 will be separate and apart from 

any other testing required under this policy. The City shall utilize a third 

party to conduct the random selection of HSAL employees, including 

employees with a CDL, to be tested. This random testing shall be 

unannounced and will take place throughout each calendar year. HSAL 

employees are selected by a third-party administrator using a statistically 

valid, random method of selection using specific employee codes. 

Because of the random nature of this testing process, HSAL employees 

may be selected for testing more than once or not at all. Once an 

employee is notified that he/she has been selected for testing, the 

employee must proceed immediately to the testing site of the City’s 

choosing. 

NOTE: Employees in non-HSAL positions will not be included in the 

random selection pool. However, non-HSAL employees will be subject to 
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testing upon reasonable suspicion of possible alcohol or drug use and 

may be subject to testing for other reasons listed in this policy. 

Procedures and protocols for reasonable suspicion, pre-hire, post-

accident, and return-to-work testing as described in this policy will apply 

to these employees. 

 

c. Post-Accident 

i. Drug and alcohol testing will be conducted following an employee’s 

involvement in an accident on or off the City’s premises while on duty, 

or in the course of employment for the City, which requires off-site 

medical attention to be administered to a person. An accident not 

necessarily requiring that off-site medical attention be given to a person, 

but which results in property damage of five hundred dollars ($500.00) 

or more, shall be deemed a “qualifying event” for requiring post-accident 

testing. Drug and alcohol testing will be required of the employee(s) who 

were actively involved in the “qualifying event.”  

 

ii. Qualifying Event Exception: Due to varying types of accident cause, all 

accidents categorized as a “qualifying event” may not require post-

accident testing. Exceptions to the “qualifying event” for requiring post-

accident drug and alcohol testing will include, but may not be limited to, 

the following types of accidents: 

 

1. Injuries whose onset is cumulative or gradual – such as carpel 

tunnel syndrome, progressive hearing loss, mental disorders, 

dermatitis, respiratory diseases, skin disorders, etc. 

 

2. Injuries where the employee can be completely discounted as the 

contributing factor (i.e. injuries caused by a third party or some 

other uncontrollable force or event, i.e. weather, insects, toxic 

plants, etc.) 

 

3. Injuries where the employee can be completely discounted as the 

major contributing factor or those injuries occurring during 

physical fitness or a training event, in which the employee did 

everything within reason to avoid the injury accident, i.e. was 

performing training as instructed. 

 

iii. In each case, the City Administrator or his/her designee shall determine the 

necessity of drug and alcohol testing and shall communicate such testing with the 

involved employee and the employee’s respective department head. The City 

Administrator or his/her authorized designee shall coordinate all required tests 

with the appropriate medical facilities. 

 

iv. An employee involved in an accident while on an out-of-town assignment shall 

notify their department supervisor or the supervisor’s designee as soon as 

possible but no later than two hours after the accident occurred. The department 

supervisor shall notify the City Administrator or his/her authorized designee to 

discuss possible drug/alcohol testing requirements. 
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v. Other Qualifying Event: The department supervisor or his/her designee may 

request controlled substance/alcohol testing when an employee caused or cannot 

be completely discounted from causing a vehicular or any other type of accident 

in which a safety violation occurs and death, serious bodily injury or major 

property damage did result or could have resulted. The City Administrator or 

his/her designee, along with the employee’s supervisor, will be responsible for 

determining whether a safety violation has occurred. In each case, the City 

Administrator or his/her designee shall determine the necessity of drug and 

alcohol testing and shall communicate such testing with the involved employee 

and the employee’s department head. If a post-accident controlled 

substance/alcohol test is required, a confirmed positive test may result in the 

employee’s immediate termination. 

 

d. Reasonable suspicion 

i. A reasonable suspicion test shall be based on a belief that an employee is using 

or has used drugs or alcohol in violation of this policy, obtained from specific 

objective facts and reasonable inferences drawn from those facts in light of 

experience, training or education. The reasonable suspicion testing shall be based 

upon:  

1. While at work, direct observation of drug or alcohol use or of the 

physical symptoms or manifestations of being under the influence of a 

drug or alcohol; 

2. While at work, abnormal conduct, erratic behavior, or a significant 

deterioration in work performance;   

3.  A report of drug or alcohol use provided by a reliable and credible 

source; 

4. Evidence that an individual has tampered with a drug or alcohol test 

during employment with the City;   

5. Information that an employee has caused, contributed to, or been 

involved in an accident while at work; 

6. Evidence that an employee has used, possessed, sold, solicited, or 

transferred illegal or illicit drugs or used alcohol while on the City’s 

premises or while operating the City’s vehicle, machinery or equipment. 

ii. The City Administrator or his/her authorized designee shall be notified 

immediately of any indication of reasonable suspicion. Both the observing 

department supervisor and the City  Administrator or his/her representative (if 

available) will review the policies and procedures herein and if necessary make 

arrangements with a testing facility of the City’s choosing to conduct 

reasonable suspicion drug and/or alcohol testing as soon as possible. If the City  

Administrator or his/her representative is not available, the observing 

supervisor shall obtain the assistance of another City supervisor or other 

credible and reliable source and together they shall complete the Reasonable 

Suspicion Observation Form, and forward it to the City Administrator or 
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his/her designee. If after completing the form it is determined by the City  

Administrator or his/her designee, that there is, in fact, reasonable suspicion 

that the employee is under the influence of drugs and/or alcohol, the observing 

supervisor or his/her designee will notify the employee and accompany him/her 

to the testing site. 

iii.   When a reasonable suspicion test is ordered, the employee must submit to 

testing within 45 minutes of being notified that he/she will be tested. The 

observing supervisor and/or designee shall remain at the testing site with the 

employee being tested, until the collection process is completed. Any employee 

who is tested for reasonable suspicion shall be placed on leave with pay until 

the results of the test are known. After submitting to the drug/alcohol test, the 

employee may not return to work until the results of the test are known and 

only then if the results are negative. Only the City Administrator or his/her 

authorized designee may order a reasonable suspicion test. 

e. Return to Duty 

i. In all cases, it shall be at the discretion of the City as to whether to allow an 

employee who has violated any provision of this policy to continue in the City’s 

employment. In view of the fact that the use of illicit drugs is illegal, a positive 

test for non-prescribed controlled substances will result in the immediate 

termination of the employee testing positive. In the event that an employee who 

has tested positive for alcohol without a valid medical reason for a positive test, 

as confirmed by a Medical Review officer of the City’s choosing, is allowed to 

enter a controlled substance/alcohol abuse rehabilitation program, the employee 

may be allowed to return to work only under the following circumstances: 

 

1. The employee may resume regular duties only after the employee tests 

negative in an alcohol test administered by the City-approved laboratory 

and can provide a release to return to work from an appropriate substance 

abuse treatment facility or confirmation of continued and on-going 

participation in a City-recognized alcohol abuse assistance program.  

2. An employee must test negative within a reasonable period of time from 

receipt of the initial test results not to exceed 45 days. Any repeat 

occurrence of substance abuse or violation of any other aspect of the 

City’s Drug Free Workplace Policy will result in immediate termination. 

  

ii. Prior to returning to work, the employee shall be required to meet with the City 

Administrator and supervisor to receive an explanation of the terms of continued 

employment; and to sign a written Treatment Plan/Return-to-Work Agreement, 

detailing the terms under which the employee will be allowed to return to work.  

Such agreement shall stipulate that the employee, at the City’s request, may be 

required at any time to submit to interviews and/or evaluation by the professional 

staff at an appropriate chemical dependency treatment facility. The return-to-

work agreement will also stipulate that the employee be required to submit to 

unannounced controlled substance and/or alcohol testing for up to 12 months 

after resuming duties. 
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(9) The substances that will be tested for are: Amphetamines, Cannabinoids (THC), Cocaine, 

Opiates, Phencyclidine (PCP), Alcohol, Barbiturates, Benzodiazepines, Methaqualone, 

Methadone and Propoxyphene. 

 

(10) Testing for the presence of alcohol will be conducted by analysis of breath and blood. 

Testing for the presence of the metabolites of drugs will be conducted by the analysis of 

urine. 

 

(11) Any employee who tests positive will be immediately removed from duty and required to 

pass a Return-to-Duty test and sign a Return-to-Work Agreement. 

 

(12) An employee will be subject to the same consequences of a positive test if he/she refuses 

the screening or the test, adulterates or dilutes the specimen, substitutes the specimen 

with that from another person or sends an imposter, will not sign the required forms or 

refuses to cooperate in the testing process in such a way that prevents completion of the 

test. 

 

(13) One of the goals of our drug-free workplace program is to encourage employees to 

voluntarily seek help with alcohol and/or drug problems. If, however, an individual 

violates the policy, the consequences are serious. 

 

(14) If an employee violates the policy, he/she may be subject to progressive disciplinary 

action and may be required to enter rehabilitation. An employee required to enter 

rehabilitation who fails to successfully complete it and/or repeatedly violates the policy 

will be terminated from employment. Nothing in this policy prohibits the employee from 

being disciplined or discharged for other violations and/or performance problems. 

 

(15) Following a violation of the drug-free workplace policy, an employee may be offered an 

opportunity to participate in rehabilitation. In such cases, the employee must sign and 

abide by the terms set forth in a Return-to-Work Agreement as a condition of continued 

employment. 

 

(16) The City recognizes that alcohol and drug abuse and addiction are treatable illnesses. We 

also realize that early intervention and support improve the success of rehabilitation. To 

support our employees, our drug-free workplace policy: 

 

(a) Encourages employees to seek help if they are concerned that they or their family 

members may have a drug and/or alcohol problem. 

(b) Encourages employees to utilize the services of qualified professionals in the 

community to assess the seriousness of suspected drug or alcohol problems and 

identify appropriate sources of help. 

 

(17) Treatment for alcoholism and/or other drug use disorders may be covered by the 

employee benefit plan. However, the ultimate financial responsibility for recommended 

treatment belongs to the employee. 
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(18) All information received by the organization through the drug-free workplace program is 

confidential communication. Access to this information is limited to those who have a 

legitimate need to know in compliance with relevant laws and management policies. 

 

(19) A safe and productive drug-free workplace is achieved through cooperation and shared 

responsibility. Both employees and management have important roles to play. All 

employees are required to not report to work or be subject to duty while their ability to 

perform job duties is impaired due to on- or off-duty use of alcohol or other drugs. 

 

(20) In addition, employees are encouraged to: 

 

(a) Be concerned about working in a safe environment. 

(b) Support fellow workers in seeking help. 

(c) Report dangerous behavior to their supervisor. 

 

(21) It is the supervisor's responsibility to: 

 

(a) Inform employees of the drug-free workplace policy. 

(b) Observe employee performance. 

(c) Investigate reports of dangerous practices. 

(d) Document negative changes and problems in performance. 

(e) Counsel employees as to expected performance improvement. 

(f) Clearly state consequences of policy violations. 

 

(22) Communicating our drug-free workplace policy to both supervisors and employees is 

critical to our success. To ensure all employees are aware of their role in supporting our 

drug-free workplace program: 

 

(a) All employees will receive a written copy of the policy upon hiring and upon any 

amendments to the policy. 

 

(b) Every supervisor will receive training to help him/her recognize and manage 

employees with alcohol and other drug problems. 

 

Fraternization 
While the city encourages amicable relationships between employees, it recognizes that 

involvement in a romantic relationship may compromise or create a perception that compromises 

an employee’s ability to perform his/her job. Any involvement of a romantic nature between 

employees of the same department is prohibited. Violation of this policy will lead to corrective 

action up to, and including, termination of the individuals involved. 
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Media Communications 
(1) MEDIA REQUESTS: The City Administrator serves as the chief media spokesperson 

for the City. All media requests shall be directed to the City Administrator, who is 

responsible for determining the City staff person most appropriate to make a response. 

Under certain circumstances, staff members may be directed to respond to the media 

request when matters touch upon their special areas of expertise. Any employee directly 

contacted or approached by the media for comments on issues related to the City shall 

contact the City Administrator prior to making a response. 

(2) NEWS RELEASES AND MEDIA ADVISORIES: To ensure quality and appropriate 

formatting, all City communications shall originate from the City Administrator. One to 

two weeks’ notice to generate releases is standard. The City Administrator will work 

with City staff and members on releases pertaining to “breaking news” as needed. 

(3) PUBLICATIONS: To ensure quality and consistent branding, all City publications shall 

originate or be approved by the City Administrator. Ideally, to create a small publication 

or template, one week is typically enough notice for projects. For large publications, a 

predesign review of the project will occur with the staff requesting it and the City 

Administrator.   

  

(4) GENERAL MARKETING: The City Administrator will consult with all departments on 

overall promotion, marketing and communications strategy as needed to ensure that 

work is targeted, timely, and non-duplicative. 

 

 

 

Hours of Operation and Work Schedules 
 

(1) Normal office hours are Monday through Friday, 8:00 a.m. until 4:00 p.m. Office hours 

may be modified due to evening meetings and other similar functions, or when weather 

or other circumstances require.   

(2) The work schedule of the individual employee will be established by the employee’s 

department director or immediate supervisor in a manner that is consistent with the needs 

of the City. The work schedule may be modified on a temporary basis when necessitated 

by workload or other work-related factors. A supervisor that establishes a permanent 

work schedule for an employee that deviates significantly from the normal office hours 

shall provide notification and details regarding the modified work schedule to the City 

Administrator.  

(3) According to the Occupational Safety and Health (OSH) guidelines, where extended 

work shifts are “unavoidable,” employers should “make efforts, whenever feasible,” to 

give affected workers time for rest and recovery, including extra breaks for extended 

shifts of more than 8 hours. The City expects employees to work eight-hour shifts; 

however, in severe emergencies, such as snow or water main breaks, employees 

sometimes have to work in excess of 8-hour shifts. Because of safety concerns, no 
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operator shall work more than a 16-hour shift in any 24-hour period. Operators will take a 

fifteen-minute break every two hours with a half-hour meal break after four hours. 

Department supervisors should use good judgment in allowing employees to be off after 

an extended work shift due to emergency situations. If the department supervisor has a 

question on how to handle an extended work shift due to emergency situations, they 

should contact the commissioner(s) over their department. 

Tardiness 
 

All employees are expected to arrive at their designated workspace prior to the beginning time of 

their work shift. An employee that arrives after the appointed time is considered tardy.  

Employees tardy up to two times or less within a 30-day period will be counseled by their 

department supervisor. Employees tardy more than two times within a 30-day period will be 

subject to the disciplinary policy.  

Meals and Rest Periods 
 

(1) For police department staff, please review the policies for meals and rest periods 

governed by the department’s policies and procedures. 

(2) Unless other arrangements are made with the employee’s immediate supervisor, all 

employees are expected to take an unpaid lunch period of 30 minutes up to an hour each 

workday which shall occur no sooner than three hours after the employee begins his or 

her work shift and no later than five hours after the employee begins his or her work shift.   

(3) Employees are encouraged to schedule their personal breaks as workflow allows. The 

total time taken for personal breaks should not exceed 15 minutes during each four hours 

worked. No reduction in compensation shall be made for time spent on personal breaks 

taken in conformance with this policy for either exempt or nonexempt employees. 

Inclement Weather 
 

(1) Emergency closings will be authorized by the City Administrator. When changes in hours 

of operations are necessary due to emergency situations such as inclement weather or loss 

of utilities, the City Clerk or other appointed person will notify supervisors. Employees 

will be notified by their supervisors.   

 

(2) If the City system remains closed for an entire day because of an emergency situation, all 

employees scheduled to work that day will be paid for the number of hours they were 

scheduled to work including any applicable shift differential. If an emergency closing 

occurs during hours the City is open, employees will be paid for any remaining hours 

scheduled including any applicable shift differential. 

 

(3) If the City opens late due to an emergency situation, scheduled staff who report to work 

will receive credit for regular scheduled hours for that day including any applicable shift 

differential.   
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(4) When the City is open, but extreme weather conditions make it impossible for an 

employee to arrive at the regular time, reasonable allowances for lateness will be made.  

If the employee cannot report for work within a reasonable time, he/she must charge the 

day to vacation or leave without pay equal to their regular work schedule for that day. 

The supervisor should be notified as soon as possible.   
 

(5) The City Clerk will notify the public and will post closing signs in the event the City 

opens late or closes early. 

 

Standards of Performance and Conduct 
 

(1) Each employee is a representative of the City, both internally with coworkers and 

externally with citizens, contractors, business associates, affiliates, and others. As a 

representative of the City, each employee is expected to act professionally, honestly, 

ethically, courteously and with integrity in all business transactions and interpersonal 

interactions while at work or in any activity performed on behalf of the City.  

(2) The City expects all employees to conduct themselves in a professional, mature, and 

lawful manner. Employees must comply with established rules, regulations, policies, 

procedures, and directives. The failure to do so will ultimately result in disciplinary 

action. In an effort to avoid misunderstandings about the types of conduct that must be 

avoided, a non-exhaustive list of specific infractions is provided below purely for 

informational purposes as a general guide for employees: 

(a) Unexcused tardiness;  

(b) Unexcused and excessive absenteeism;  

(c) Failure to perform an assigned task, to meet a deadline, or otherwise follow an 

instruction or directive;  

(d) Insubordination or willful refusal to follow instructions, rules, regulations, 

policies, or to accept assignments; 

(e) Misuse of leave time;  

(f) Intentional or unintentional violations of the policies and procedures in this 

Handbook;  

(g) Discourteous behavior toward the public or other employees;  

(h) Theft or embezzlement of the City property or assets; 

(i) Use, possession, sale or transfer of illegal drugs, or being under the influence of 

illegal drugs in any manner that may impair the employee’s ability to perform 

assigned duties or that may adversely affect the City’s business or reputation;  

(j) Personal behavior, whether on or off-duty, which is of embarrassment to the City 

and likely to damage the public reputation of the organization, or which is 

injurious to the interests of fellow employees;  
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(k) Falsification of records;  

(l) Invasion of another employee’s privacy;  

(m) Assault or fighting; 

(n) Conviction of a serious criminal offense which jeopardizes or is injurious to the 

City’s property and security, its public reputation, or the interests of other 

employees, or which is incompatible with the due and faithful discharge of duties 

and responsibilities;  

(o) Sexual or nonsexual harassment; or 

(p) Horseplay or pranks which threaten the safety and security of the workplace or 

are offensive to other employees. 

 

Dress Code and Hygiene 
(1) For police staff, please review the department’s policies and procedures for dress code 

and hygiene. 

(2) As representatives of the City during working hours, it is important for employees to 

present a professional impression to citizens, vendors, coworkers and others. Clothing 

should be neat, clean, in good taste, and should not constitute a safety hazard. Employees 

are expected to maintain the highest standards of personal cleanliness and professional 

appearance during work hours and when representing the City outside of normal working 

hours. 

(3) For all employees, professional appearance also means that the organization expects you 

to maintain good hygiene and grooming while working. Rings through the nose, 

eyebrow, tongue, or body parts (other than the ear lobe) visible to the public may not be 

worn while working. All tattoos must be small in size or covered at all times and may not 

be offensive in nature.  

(4) An employee may be granted an exception to this policy by his or her department director 

or the City Administrator for certain medical conditions or religious reasons.   

(5) An employee wearing inappropriate attire will be required to leave work to change into 

appropriate attire. An employee will not be compensated for the time he or she is away 

from work to change into appropriate attire, and must use vacation, personal, or comp 

time for the time spent away from work. 

(6) An employee with questions regarding this policy should direct his or her inquiries to the 

City Administrator. 
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Outside Employment for Employees other 

than Police Officers 
 

(1) Outside employment is defined as any paid employment performed by an employee in 

addition to employment with the city. 

(2) Any employee desiring to perform outside employment shall first obtain written approval 

from the department supervisor, subject to the approval of the City Administrator. 

Approval may be granted, provided that such employment does not: 

a. Interfere with the performance of the employee's duties; 

b. Involve a conflict of interest or conflict with the employee's duties; 

c. Involve the performance of duties which the employee should perform as a part 

of employment with the city; or 

d. Occur during the employee's regular or assigned working hours unless the 

employee is on annual leave, compensatory leave, or leave without pay. 

(3) The employee shall make arrangements with the outside employer to be relieved of duties 

in the event the employee is called for emergency service by the city. 

 

Outside Employment for Police Officers 
 

(1) The purpose of this policy is to establish guidelines governing Extra Duty Details and 

Outside Employment by employees of this Department. 

(2) It is the policy of this Department to allow employees the opportunity to perform extra 

duty details within the scope of their job classifications and to allow them to engage in 

outside employment which does not conflict with their official duties.  

(3) Definitions: 

a. Extra Duty Details: Performance of law enforcement duties not within regularly 

scheduled hours provided to any business, person, or enterprise which has made 

application and been approved for a permit to secure the services of the police 

agency. These services will be compensated according to a contractual 

arrangement established by the Department. 

b. Outside Employment: Employment of a non-police nature in which vested 

police powers are not a condition for employment. The work provides no real or 

implied law enforcement service to the employer and is not performed during 

assigned hours of duty. 

(4) Performance of law enforcement duties not within regularly scheduled hours provided to 

any business, person, or enterprise which has made application and been approved for a 

permit, by the City, to secure the services of the police agency. These services will be 

compensated according to a contractual arrangement established by the Department.  

(5) The Department, will establish a process that will ensure compliance with all elements of 

this policy concerning Extra Duty Details. The request must be approved by the Police 
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Chief prior to members of this Department accepting a detail. The process is outlined in 

the Police Policy and Procedure.  

a. The following are limitations upon Extra Duty Details that would not be 

approved: 

1. Officers shall not be eligible while on sick leave or within eight hours of 

a sick leave. 

2. Officers who are under suspension, relieved of duty, or placed on 

administrative leave are not eligible for assignment. 

3. Officers who have not completed the FTO program are not eligible for 

assignment. 

b. Permission will not be given for the following types of details: 

1. Establishments where alcohol is served. 

2. Private clubs requiring bouncers or related duties. 

3. Private security agencies or private investigation agencies Where it is 

determined that such employment may create a conflict of interest. 

4. Body guard or escort services for transporting merchandise. Where it is 

determined that such employment may create a conflict of interest. 

5. Adult entertainment establishments.  

6. Any use of Departmental personnel that is not in the best interest of the 

Department. 

(6) Approval to engage in any law enforcement-related outside employment will be 

submitted through the employee’s chain of command and require final approval by the 

department supervisor and the Police Chief. Permission can be withdrawn at any time. 

(7) An officer who has obtained written approval for outside employment must re-submit 

application for re-approval on an annual basis. 

 

Uniforms 
 

(1) The annual budget process shall determine the uniform policy of the city. 

(2) All employees who are authorized to wear uniforms provided by the city shall wear the 

uniforms during all working hours. Uniforms provided by the city shall be worn only to 

and from work, and while at work. 

(3) If the city provides “everyday apparel” in lieu of uniforms (i.e., blue jeans, civilian 

clothing for sworn police personnel, etc.), the actual allowance or cost of apparel shall be 

considered taxable benefits and credited with additional income for the amount of the 

expenses for tax purposes for each pay period. 

(4) Employees eligible for safety (steel-toed) shoes shall wear the shoes at all hours while at 

work. Safety (steel-toed) shoes shall not be considered taxable benefits. 
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Use of Office Telephone 
 

The office telephone system is provided and paid for by the City to facilitate the conduct of its 

business. Extensive use of the telephone system for the personal business of employees interferes 

with the efficient and effective conduct of the City’s business. While the City understands that 

employees must occasionally make and accept personal calls during work hours, personal calls 

should be kept to a minimum, both in terms of the number of personal calls per day and the 

duration of individual calls. In addition, if personal long-distance telephone calls are made on 

more than an occasional basis, an employee will be expected to reimburse the City for the cost of 

such calls. Excessive use of the office telephone system for personal calls during work hours may 

result in disciplinary action. 

 

Mobile Telephone and Communications 

Devices 
 

The City makes available mobile telephones and personal digital assistants (PDAs) to employees 

to facilitate the conduct of City business. Decisions regarding which employees are eligible to be 

issued these devices are made on the basis of the employee’s job functions. Employees who have 

been issued and have accepted mobile telephones or PDAs from the City are subject to the 

following requirements: 

(a) If a device is lost, stolen, or is physically damaged beyond repair, the employee 

shall be responsible for paying a replacement cost. The replacement cost will be 

calculated as a pro rate amount based on the amount of time remaining during the 

two-year cycle until the device would be eligible for replacement. For example, if 

the device was lost six months after it was initially purchased, the employee 

would be responsible for paying 75% of the total cost of replacement. Employees 

are responsible for the purchase of additional equipment or other accessories that 

are not included with the original purchase of the phone or PDA and are 

responsible for the full replacement cost of such items.   

(b) Upon prior approval from the City Administrator, an employee may purchase his 

or her own telephone or PDA, which is not standard equipment issued by the 

City. The city shall evaluate the compatibility of the device with the security 

protocol of City’s servers. Employees that are not eligible to be issued a City 

device shall not be permitted to connect to the City network.  

(c) Employees shall not submit nor shall any supervisor approve any mobile 

telephone or PDA expenses for reimbursement on an employee expense report. 

(d) Employees who incur additional charges for the purchase of ring tones, other 

“extras” or overages, or incur charges for the use of “411” directory assistance 

shall be responsible for those charges and will be invoiced for the amount. 
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Vehicle Use 
(1) For police staff, please review the department’s policies and procedures for vehicle use. 

(2) The operation of vehicles is necessary in conducting much of the City’s business. This 

policy establishes requirements governing the operation of City owned, leased, or rented 

vehicles and the operation of personal vehicles while conducting business on behalf of 

the City.  

(3) Employees operating City owned, leased, or rented vehicles and employees who are 

performing employment functions on behalf of the City in a privately-owned vehicle 

must meet the following requirements: 

(a) The employee shall hold a valid driver’s license;  

(b) The employee shall not operate a City vehicle or use a privately-owned vehicle in 

conducting business on behalf of the City while the employee’s license is under 

revocation or suspension; and 

(c) Any employee who may operate a City vehicle shall be subject to an annual 

Division of Motor Vehicle records check. 

(4) When an employee is operating a City vehicle or is operating a privately-owned vehicle 

in the scope of their employment in conducting City business, the employee is required to 

adhere to the following requirements: 

(a) The employee shall obey all city, county, state, and federal laws and regulations;   

(b) The employee shall not leave the vehicle unattended without first stopping the 

motor, locking the ignition, removing the key, and locking the doors;   

(c) The employee shall wear safety belts at all times; 

(d) The employee shall have on his or her possession a valid driver’s license at all 

times he or she is operating a City vehicle or is using a privately-owned vehicle 

in the performance of City business; and 

(e) No employee shall operate a vehicle while normal vision is obstructed. 

(5) Any employee who receives a citation or towing charge while operating a City vehicle 

shall notify the City Clerk in writing within 48 hours of receipt of the citation or towing 

charge. In addition, an employee who operates a City motor vehicle is required to notify 

the City Clerk in writing within 48 hours of any motor vehicle violation conviction 

entered against the employee that involves driving while under the influence, or which 

has resulted, or may result, in the suspension or revocation of the employee’s motor 

vehicle license. 

(6) If the operation of a City vehicle is a condition of employment, and an employee is 

unable to operate a motor vehicle due to the suspension or revocation of the employee’s 

license, the employee must, at his/her own expense, arrange for and provide 
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transportation so the employee is able to continue to fulfill the employee’s job 

requirements. 

Assigned City Vehicles 

(1) When economically feasible and in the best interest of the City, employees may be 

assigned a City vehicle which they will keep and maintain for business and personal use 

during the time of assignment. A full-time employee with a position that requires 

business driving and who holds a valid driver’s license and has a good driving record, as 

determined by the City Administrator may be eligible for the assignment of a City 

vehicle under any of the following conditions: 

(a) The employee’s position requires City travel of at least 100 miles per month and 

the assignment of a city car will provide economic benefit to the City as 

determined by a benefit/cost analysis submitted to the City Administrator. 

(b) The employee’s position requires the employee to be on-call and available to the 

City. 

(c) The employee’s position must be specified by the Marion City Council as a 

position to which assignment of a City vehicle is considered part of the 

employee’s compensation package.  

(2) An employee assigned a City vehicle on a permanent basis is subject to the following 

requirements: 

  

(a) In recording business mileage, the City and the employee assigned a City vehicle 

will comply with IRS definitions. 

1. Business-use mileage includes all mileage that is not defined as 

personal- use mileage. For example, mileage between an employee’s 

residence and temporary work locations or between a temporary work 

location and residence or travel between work locations, either 

temporary locations or regular locations. 

2. The employee may use the City vehicle for personal use. Personal use 

includes travel from the employee’s residence to the City’s office or 

from the City’s office to the employee’s home, which is considered to be 

commuting miles and is reported as personal mileage.  

(d) IRS Fringe Benefit Regulations: IRS regulations require tracking of business-use 

mileage and personal-use mileage of all City assigned vehicles. Accurate and 

timely reporting of business mileage and operating expenses is mandatory.  

1. For purposes of establishing a value for personal use, the City uses the 

annual lease value rule, based on the purchase price of the company 

vehicle as permitted under IRS regulations. The City may change the 

basis of valuation at any time. Employees shall be notified at least 15 

calendar days in advance of the effective date of any such change.  
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(e) Maintenance, Inspection, and Repairs: The employee is responsible for ensuring 

that routine maintenance on the vehicle, as specified in the owner’s manual, and 

as the City may specify in writing, is performed at the intervals specified in such 

documents. Service other than routine maintenance must be performed at the 

service center as directed by City. Information on the service center can be 

obtained from the City Clerk.  

(f) The City will arrange for license plates, registration certificates, and insurance 

cards. The City pays local property taxes. The employee should not receive a tax 

bill.  

(g) An assigned vehicle shall be turned in no later than the last day of employment. 

A terminated employee shall not continue use of the car under any 

circumstances. 

(3) In operating an assigned City vehicle: 

(a) The employee shall not permit or give permission for any person besides another 

City employee to drive the City vehicle. Violation of this provision will subject 

the employee to disciplinary action.  

(b) The employee shall follow the vehicle use policy as set forth in Section 5 of this 

Handbook. 

(c) The employee shall report vehicle accidents in accordance with Section 5 of this 

Handbook. 

(4) Vehicles in the City’s car fleet will be replaced at the City’s discretion. In addition, the 

City may, at its discretion, revoke a vehicle assignment at any time or otherwise change 

the position or work requirements of the employee.   

Vehicle Accident Reporting Requirements 

(1) An employee involved in a vehicle accident with a vehicle owned, leased, or rented by 

the City or involved in a vehicle accident in a privately-owned automobile while on City 

business shall follow these rules: 

(a) Summon medical care for injured individuals; 

(b) Notify appropriate law enforcement authorities; 

(c) Notify the employee’s immediate supervisor; 

(d) Do not admit responsibility or fault or offer settlements; 

(e) Cooperate with law enforcement authorities and emergency medical personnel; 

and 

(f) Obtain the names and addresses of any witnesses and involved parties. 
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(2) The employee’s immediate supervisor shall be responsible for initiating any departmental 

investigation, ensuring the completion of all required City reports and recommending any 

follow-up preventative actions. In addition, the supervisor shall notify the City Clerk of 

any injuries sustained by a City employee in accordance with the Reporting Work 

Related Accidents policy in Section 3 of this Handbook. 

Information Technology Acceptable Use 

Policy 
 

(1) The City’s electronic resources are provided for the transaction of the official business of 

the City. This policy is intended to establish rules applicable to all City personnel in order 

to ensure that the City’s electronic resources are appropriately utilized and protected.   

(2) All data that is stored on media owned by the City is the property of the City. To properly 

maintain and manage this data, the management may exercise at any time its right to 

inspect, record, and/or remove any or all information contained in computer databases, 

files, and email records, and to take appropriate action should unauthorized or improper 

usage be discovered. Such inspection, recording, or removing shall be done on the basis 

of organizational needs, which include, but are not limited to, a determination that 

reasonable cause exists for belief that these policies or other applicable directives are 

being violated. 

(3) All employees who use computer equipment and software in the performance of their 

duties shall take all reasonable and necessary precautions to prevent damage to the 

equipment and software. To ensure the integrity of the City’s computer system and 

software, all employees are prohibited from connecting any hardware or loading any 

software onto the system, or any individual component of the system, unless the 

hardware or software has been specifically approved in advance by the City 

Administrator. 

 

(4) Access to the data stored on the City’s computer systems shall be limited to City 

employees who require such access for the performance of their assigned duties. 

(5) No employee shall make copies of data or software programs owned by the City for his 

or her own personal use, or for any purpose not required by the employee’s assigned 

duties. In the event that a software licensing agreement authorizes the reproduction of 

software and an employee desires to obtain a copy of the software for installation on a 

single home computer to assist the employee in the performance of assigned duties 

outside of regular office hours, the employee shall seek specific approval from the City 

Administrator before copying the software. 

 

(6) Employees should have no expectation of privacy associated with information they 

transmit through or store in electronic mail programs owned by the City. All messages 

and data processed electronically over the City-owned computers and communications 

systems are the property of the City. 
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(7) In order to maintain the integrity and security of the City computer resources, employees 

are strictly prohibited from downloading any software, unless prior approval is granted 

by the employee’s supervisor after consultation with the City Administrator. Excessive 

use of the internet for personal reasons during work hours may be grounds for 

disciplinary action.   

(8) Internet usage is intended for job-related activities; however, incidental and occasional 

brief personal use is permitted within reasonable limits. 

(9) All Internet data that is composed, transmitted, or received via the City’s computer 

communications systems is considered to be part of the official records of the city and, as 

such, is subject to disclosure to law enforcement or Open Records requests. 

Consequently, employees should always ensure that the business information contained 

in Internet e-mail messages and other transmissions is accurate, appropriate, ethical, and 

lawful. 

(10) The equipment, services, and technology provided to access the internet remain at all 

times the property of the city. As such, the city reserves the right to monitor internet 

traffic, and retrieve and read any data composed, sent, or received through our online 

connections and stored in our computer systems. 

(11) The electronic mail and other information systems including facsimile machines of the 

city are not to be used in a way that may be disruptive, offensive to others, or harmful to 

morale.  

(12) There is to be no display or transmission of sexually explicit images, messages, or 

cartoons, or any transmission or use of e-mail communications that contain ethnic slurs, 

racial epithets, or anything that may be construed as harassment or disparagement of 

others based on their race, national origin, ethnicity, sex, sexual orientation, age, 

disability, or religious or political beliefs.  

City Social Media 
 

(1) The City may utilize social media and social network sites to further communicate with 

citizens.    

 

(2) The intended purpose behind establishing the City’s social media sites is to disseminate 

information from the City and to encourage discussion about city issues, operations and 

services by providing members of the public with the opportunity to participate in many 

ways by using the internet.  

 

(3) For purposes of this policy, “social media” is understood to be content created by 

individuals, using the internet. Examples of social media include Facebook, blogs, 

Instagram, RSS, YouTube, X (Twitter), LinkedIn, and Flicker. 
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(4) For purposes of this policy, “comments” include information, articles, pictures, videos or 

any other form of communicative content posted on the City’s social media site. 

 

(5) The establishment and use by any city department of city social media sites are subject to 

approval by the City Administrator or his/her designee.  

 

(6) City social media sites should clearly state they are maintained by the City and that they 

follow the City’s Social Media Policy. All social media sites shall clearly indicate that 

any content posted or submitted for posting is subject to public disclosure.   

 

(7) The site should adhere to all applicable state, federal, and local laws, regulations, and 

policies including City information technology and records management policies.  

 

(8) The designated coordinator of the social media site will monitor content on the social 

media site to ensure adherence to both the City’s Social Media Policy and the interest and 

goals of the City. The City reserves the right to restrict or remove any content that is 

deemed in violation of this Social Media Policy or any applicable law. Any content 

removed based on these guidelines must be retained by the designated coordinator for 7 

days, including the time, date and identity of the poster, when available.  

 

(9) The City’s website is www.marionky.gov and will remain the City’s primary and 

predominant internet presence. All city social media sites shall clearly indicate they are 

maintained by the City and shall have the government’s contact information prominently 

displayed. Whenever possible, the city’s social media sites should link back to the City’s 

official website for forms, documents, online services and other information necessary to 

conduct business with the City.  

 

(10) All social networking coordinators shall be trained regarding the terms of the Social 

Media Policy, including their responsibilities to review content submitted for posting to 

ensure compliance with the policy. When possible, the City’s IT security policies shall 

apply to all social networking sites and articles. 

(11) Employees representing the City via the City’s social media sites must conduct 

themselves at all times as a representative of the City and in accordance with all City 

policies.  

(12) In regard to comments placed on the social media site, the following guidelines are in 

force:  

a. As a public entity, the City must abide by certain standards to serve all its 

constituents in a civil and unbiased manner.  

b. The City’s social media sites prohibit the posting of content and/or comments 

containing any of the following: 

http://www.marionky.gov/
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1. Comments not topically related to the particular site or blog article being 

commented upon; 

2. Profane language or content; 

3. Content that promotes, fosters or perpetuates discrimination on the basis 

of race, creed, color, age, religion, gender, marital status, status with 

regard to public assistance, national origin, physical or mental disability 

or sexual orientation; 

4. Sexual content or links to sexual content; 

5. Solicitations of commerce; 

6. Conduct or encouragement of illegal activity; 

7. Information that may tend to compromise the safety or security of the 

public; or  

8. Content that violates a legal ownership interest of any other party. 

c. The City reserves the right to deny access to City’s social media sites for any 

individual who violates the City’s Social Media Policy, at any time and without 

prior notice. 

d. Departments within the City shall monitor their social media sites for comments 

requesting responses from the City and for comments in violation of this policy. 

e. When a City employee responds to a comment in his/her capacity as a City 

employee, the employee’s name and title shall be made available, and the 

employee shall not share personal information about him/herself, or other city 

employees. 

f. All comments posted to any City Facebook site are bound by Facebook’s 

Statement of Rights and Responsibilities, located at 

https://www.facebook.com/legal/terms, and the City reserves the right to report 

any violation of Facebook’s Statement of Rights and Responsibilities to 

Facebook with the intent of Facebook taking appropriate and reasonable 

responsive action.  

 

Employee Guidelines for Participating in 

Social Networking 
 

The City understands that social networking and internet services have become a common form 

of communication in the workplace and among citizens. Employees that choose to participate in 

social networks as a city employee should adhere to the following guidelines: 
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(1) City policies, rules, regulations and standards of conduct apply to employees that engage 

in social networking activities while conducting city business. Use of your City email 

address and communicating in your official capacity will constitute conducting city 

business. 

 

(2) City employees shall notify their supervisor and the IT department if they intend to create 

a social networking site or service to conduct city business.  

 

(3) Departments have the option of allowing employees to participate in existing social 

networking sites as part of their job duties. Department supervisors may allow or disallow 

employee participation in any social networking activities in their departments. 

(4) Protect your privacy and the privacy of citizens by following all privacy protection laws, 

i.e., HIPPA, and protect sensitive and confidential City information. 

(5) Follow all copyright laws, public records laws, retention laws, fair use, and financial 

disclosure laws and any other laws that might apply to the City or your department.  

(6) Do not cite vendors, suppliers, clients, citizens, co-workers, or other stakeholders without 

their approval. 

 

(7) Make it clear that you are speaking for yourself and not on behalf of the City. If you 

publish content on any website outside of the City and it has something to do with the 

work you do or subjects associated with the City, use a disclaimer such as: “The postings 

on this site are my own and don’t necessarily represent the City of Marion’s positions or 

opinions.”  

 

(8) Do not use ethnic slurs, profanity, personal insults, or engage in any conduct that would 

not be acceptable in the City’s workplace. Avoid comments or topics that may be 

considered objectionable or inflammatory. 

 

(9) If you identify yourself as a City employee, ensure your profile and related content is 

consistent with how you wish to present yourself to colleagues, citizens and stakeholders. 

 

(10) Frame any comments or opposing views in a positive manner. Add value to the City 

through your interaction by providing worthwhile information and perspective.  

Cybersecurity 
 

Keeping up cybersecurity is essential for protecting city data. Without the proper measures and 

every member of staff taking up responsibility in securing their devices, services, and networks, 

data could become compromised and cause serious damage to the city and its reputation. Our 

partners and residents trust us to keep their data safe, and this policy has been instituted to help 
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employees understand their responsibilities and what is expected of them to keep our promise to 

our residents and partners. 

 

(1) This policy applies to all employees, temporary workers, contractors, and agents acting on behalf 

of the city that use or have access to city devices, the city network, or any city data in digital 

form. IT will refer to any employees with designated titles and job duties for the field of 

Information Technology or third-party consultants or firms managing information technology on 

the City's behalf. 

(2) Employees will ensure: 

a. They have identified important data that needs to be backed up 

b. Ensure that data is stored in data locations currently included in the backup schedule or 

c. Notify IT so that appropriate backup can be implemented and/or ensure that any data 

locations where data identified as critical to city functions is on a backup schedule 

d. Ensure computers are available for their scheduled backup time. 

 

(3) IT will ensure: 

a. Data backups for all identified computers and servers are run on a schedule in accordance 

with industry standards. 

b. Data backups are tested at minimum twice a year. 

c. Annual review of devices and data locations being backed up with City Employees. 

(4) All employees must take all reasonable precautions to protect confidential information they 

gather, store, manage, or otherwise come into contact with as part of their roles and 

responsibilities, or otherwise, in the organization. Employees shall not share any confidential 

information with any party outside of the organization, or any person within the organization who 

does not have access to the confidential information, without explicit permission from their 

immediate supervisor. 

(5) Confidential information includes, but is not limited to: 

a. Lists of city residents (existing and former) 

b. Unpublished computer code 

c. Unpublished financial information 

d. Any other unpublished city or partner data 

e. Closed records until State or Federal law 

(6) All employees must take all reasonable precautions to ensure that personally identifiable 

information is collected, stored, used, and shared in accordance with all applicable data protection 

regulations and requirements and rules set out by the city. 

(7) Personally identifiable information of employees, partners, customers, or any other person must 

not be shared with any third parties without consent from the person who the data relates to, or a 

necessary reason to do so. 

(8) Personally identifiable information includes, but is not limited to: 

a. Full names of individuals 

b. Phone numbers of individuals 

c. Email addresses of individuals 

d. Postal addresses of individuals 

e. Payment card details of individuals 
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f. Health Information of city employees 

g. Social Security Numbers or Bank account information of city employees and residents 

(9) All employees must take all reasonable steps to protect the physical and digital security of city 

devices, and any device that they access city data or the city network from. 

(10) All employees must: 

a. Ensure that all devices under their control are protected with a secure password or other 

form of authentication, such as fingerprint or facial recognition 

b. Never leave devices under their control unattended in public places 

c. Report any security issue relating to a device in their control to the city without undue 

delay 

d. Never allow any person not associated with the city to use or access a device under their 

control 

e. Never download any illegal or potentially malicious software 

f. Hand back any devices to the city once they are no longer needed 

(11) IT will ensure: 

a. Set all devices under their control to automatically lock themselves after no more than ten 

minutes without activity have elapsed 

b. Install all operating system, antivirus, and anti-malware updates and patches as soon as 

reasonably possible 

c. Ensure every computer has a working End Point Detection and Response program 

installed and working that will 

i. Alert for malware/ransomware 

ii. Alert for network-based attacks 

iii. Secure web browsing and block potentially dangerous websites 

iv. Check and remediate known security vulnerabilities where applicable 

d. Enforce OS disk encryption on all city owned devices where applicable 

(12) All employees must take all reasonable steps to maintain the integrity of the city network 

or networks, and ensure that no unauthorized party is able to gain access to the network or 

networks. 

(13) All employees must: 

a. Only access the city network from a device owned by the city or one that they have been 

given explicit permission to access the city network from by the city 

b. Utilize a Virtual Private Network or any other software that have been provided to them 

by the city to help ensure the integrity of the city network when working remotely and 

accessing city resources 

(14) IT: 

a. Ensure that all devices that access the city network are up to date on operating system and 

antivirus software updates 

b. Ensure network protection devices, such as firewalls, are up to date and properly 

configured 

(15) Email must be used responsibly within the city to ensure that the city network, services, 

or data do not become compromised due to insecure use. Employees must take all reasonable 

steps to ensure that they reduce the risk of downloading malicious software or giving up personal 

or confidential information or access to city systems due to insecure use of email. 
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(16) All employees must: 

a. Only send and receive city information and correspondence from their official city-

provided email address 

b. Protect their city email address with a secure password and multi-factor authentication if 

available 

c. Never send or forward any confidential or personal information to any third-party email 

address without the explicit permission of their immediate supervisor 

d. Exercise caution and take reasonable precautions when receiving emails to reduce the 

risk of downloading a malicious attachment or clicking a link to a malicious website 

e. Never open attachments in email from unknown sources 

f. Never send passwords or other credentials over email 

(17) The internet must be used in a responsible manner and only as and when required for 

business purposes. Employees are responsible for ensuring that their use of the internet does not 

expose city devices, networks, or data to unauthorized access or damage from malicious software. 

(18) All employees must: 

a. Use an up-to-date, secure web browser when accessing the internet 

b. Run an up-to-date antivirus software on their devices and ensure that they have installed 

the latest operating system updates and patches 

c. Limit personal use of the internet on city devices and the city network to a reasonable 

minimum 

d. Never access illegal or potentially malicious websites or content 

e. Never access pornographic, offensive, or violent content 

f. Report any potential security incident to the IT support team without any undue delay 

(19) If a breach is noticed by City Employees: 

a. The employee will notify IT immediately and their supervisor or City Administrator 

b. Employees will document the security breach information and make this available to their 

supervisor, City Administrator, and or IT if requested 

(20) If a breach is detected or Reported to IT: 

a. IT will classify the event and advise on next steps which could include: 

i. Anti-Virus/Ransom-ware Scan 

ii. Device network isolation 

iii. Password Change/MFA update 

iv. Account review for security issues 

b. IT will report the incident and any investigation findings to the City Administrator and or 

Employees Supervisor 

c. IT will advise when the threat has been remediated and cleared. 

d. Advise on possible changes to this policy and or guidelines for employees to limit the 

incident occurring again 

e. Alert city of the need for law enforcement and or third-party cybersecurity company to 

assist in remediation and elimination of the threat 

(21) The IT team will verify compliance with this policy through any methods deemed 

appropriate, including but not limited to: business tool reports, internal and external audits, and 

feedback to the policy owner. 
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(22) Any exceptions to this policy must be approved by the City Administrator in advance and 

have a written record. 

(23) Any employee found to have violated this policy may be subject to disciplinary action, up 

to and including termination of employment. 

 

Employee Privacy Expectations 
 

(1) Notwithstanding issues addressed specifically in other provisions of this Handbook, 

employees can expect a reasonable degree of privacy in the contents of their work areas, 

including desks, files, closets, computers, and similar locations. However, when an 

employee is absent or otherwise unavailable, the City may seek out, for a legitimate 

business purpose, material believed to be contained in those work areas.  

  

(2) Supervisors may examine work area contents or listen to employee communications of 

their subordinate employees for the purpose of ascertaining or evaluating the quality 

and/or quantity of an employee’s work.  

(3) The contents of work areas may be subject to search where there is a reasonable cause to 

believe there is a violation of these policies or evidence of a violation of any local, state, 

or federal law. Searches of work areas for this reason may only be conducted with the 

consent and involvement of the City Administrator. 

Smoke-Free Workplace 
 

(1) The City has a strict no-smoking policy in all city buildings to provide a safe and healthy 

environment for all employees and customers.  

 

(2) Smoking, including cigarettes and e-cigarettes, is not allowed:  

 

a. In any City building  

b. In any City vehicle  

c. In any other place where prohibited by law or City Ordinance  

 

(3) Smoking areas outside and away from entrances to City buildings will be allowed. 

 

Customer Relations 
 

(1) The City requires city employees to provide excellent customer service to the public and 

to their co-workers. The same quality service is provided to all customers regardless of 

age, race, nationality, socio-economic and educational background, physical condition, 

etc. The City’s success and long-range plans are built on this commitment to provide 

excellent customer service by:  

a. Revising policies to value and support customer service efforts;  

b. Creating staff customer service training; 
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c. Establishing plans for promoting customer communication; and  

d. Developing ways of measuring customer satisfaction. 

(2) All other city policies should be interpreted in relation to the customer service principles 

outlined in Appendix B of this Handbook.  
 

Open Records Policy 
KRS 61.870 to KRS 61.884, the Open Records Act, establishes a right of access to public 

records. The General Assembly recognized that the free and open examination of public 

records is in the public interest. All public records, whether they are stored on a computer 

or on paper, must be open for inspection unless the records are exempted by one or more 

of the exemptions found in the Act. You may inspect any nonexempt public record 

regardless of your identity.  

 

Section 4 – Employee Code of Ethics 
(Pursuant to the City’s Ethics Ordinance, No. 40, found in Appendix A of this Handbook) 

Conflicts of Interest in General 
 

(1) Every officer and employee of the City of Marion and agencies thereof shall comply with 

the following standards of conduct: 

 

a. No officer or employee, or any immediate family member of any officer or 

employee, shall have an interest in a business or engage in any business, 

transaction, or activity, which is in substantial conflict with the proper discharge 

of the officer’s or employee’s public duties. 

 

b. No officer or employee shall intentionally use or attempt to use his or her official 

position with the City to secure unwarranted privileges or advantages for himself 

or herself or others. 

 

c. No officer or employee shall intentionally take or refrain from taking any 

discretionary action, or agree to take or refrain from taking any discretionary 

action, or induce or attempt to induce any other officer or employee to take or 

refrain from taking any discretionary action, on any matter before the City in 

order to obtain financial benefit for any of the following: 

 

1. The officer or employee. 

 

2. A family member. 

 

3. An outside employer. 

 



 

 
59 

 

4. Any business in which the officer or employee, or any family member, 

has financial interest. 

 

5. Any business with which the officer or employee or any family member 

is negotiating or seeking prospective employment or other business or 

professional relationship. 

 

(2) No officer or employee shall be deemed in violation of any provision in this section if, by 

reason of the officer's or employee's participation, vote, decision, action or inaction, no 

financial benefit accrues to the officer or employee, a family member, an outside 

employer, or a business as defined in subsection (c)(4) and (c)(5) of this section, as a 

member of any business, occupation, profession, or other group, to any greater extent 

than any gain could reasonably be expected to accrue to any other member of the 

business, occupation, profession, or other group. 

 

(3) Every officer or employee who has a prohibited financial interest which the officer or 

employee believes or has reason to believe may be affected by his or her participation, 

vote, decision, or other action taken within the scope of his or her public duties shall 

disclose the precise nature to the City Commission or the agency thereof served by the 

officer or employee. The officer or employee shall refrain from taking any action with 

respect to the matter that is the subject of the disclosure. 

 

Conflicts of Interests in Contracts 
(1) Pursuant to KRS 61.252, no officer or employee of the city or any city agency shall 

directly or through others undertake, execute, hold, or enjoy, in whole or in part, any 

contract made, entered into, awarded, or granted by the city or a city agency, except as 

follows:  

a. The prohibition in subsection (1) of this section shall not apply to contracts 

entered into before an elected officer filed as a candidate for city office, before an 

appointed officer was appointed to a city or city agency office, or before an 

employee was hired by the city or a city agency. However, if any contract entered 

into by a city or city agency officer or employee before he or she became a 

candidate, was appointed to office, or was hired as an employee, is renewable 

after he or she becomes a candidate, assumes the appointed office, or is hired as 

an employee, then the prohibition in subsection (1) of this section shall apply to 

the renewal of the contract.   

b. The prohibition in subsection (1) of this section shall not apply if the contract is 

awarded after public notice and competitive bidding, unless the officer or 

employee is authorized to participate in establishing the contract specifications, 

awarding the contract, or managing the contract performance after the contract is 

awarded. If the officer or employee has any of the authorities as set forth in the 

preceding sentence, then the officer or employee shall have no interest in the 

contract, unless the requirements set forth in subpart 3 below are satisfied. 

c. The prohibition in subsection (1) of this section shall not apply in any case where 

the following requirements are satisfied: 
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1. The specific nature of the contract transaction and the nature of the 

officer’s or employee’s interest in the contract are publicly disclosed at a 

meeting of the governing body of the city or city agency.   

2. The disclosure is made a part of the official record of the governing body 

of the city or city agency before the contract is executed.   

3. A finding is made by the governing body of the city or city agency that 

the contract with the officer or the employee is in the best interests of the 

public and the city or city agency before the contract is executed. 

4. The finding is made a part of the official record of the governing body of 

the city or city agency before the contract is executed.   

(2) Any violation of this section shall constitute a Class A misdemeanor, and upon 

conviction, the court may void any contract entered into in violation of this section.  

(3) Additionally, violation of this section shall be grounds for removal from office or 

employment with the city in accordance with any applicable provisions of state law and 

ordinances, rules or regulations of the city.   

Confidentiality of City Records 
 

(1) No employee of the city or any city agency shall intentionally use or disclose information 

acquired in the course of his official duties, if the primary purpose of the use or disclosure is 

to further his personal financial interest or that of another person or business. Information 

shall be deemed confidential if it is not subject to disclosure pursuant to the Kentucky Open 

Records Act, KRS 61.872 to 61.884, at the time of its use or disclosure. 

 

(2) Employees shall not use confidential knowledge gained through official duty for 

personal profit. 

Gifts / Gratuities 

(1) Employees shall not solicit or accept a gift / gratuity from any person, corporation or 

entity that has, or is seeking to obtain, a contractual or other business or financial 

relationship with the City or which represents any person or business that has or seeks 

to establish a financial or other business relationship with the City. “Gratuity” means 

money, real or personal property, meals, travel, lodging accommodations, tickets, 

admission fees, a service, a loan, a forbearance or forgiveness of indebtedness or a 

promise of future employment, that is given and received without the giver receiving 

consideration of equal or greater value in return. The following are exceptions to this 

prohibition: 

(a) An employee may accept unsolicited gifts / gratuities of less than $100 in 

aggregate value per year from any single source. 

(b) An employee may accept unsolicited advertising, promotional material, trinkets, 

informational material, or educational material of less than $100 in value.  
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(c) An employee may accept professional services that assist the employee in the 

performance of his or her job duties, such as advice, consultation, information 

and communication in connection with services.  

(d) An employee may accept a plaque or similar award recognizing the employee for 

his or her services, performance, or other accomplishments.  

(e) An employee may accept any gift / gratuity given because of the employee’s 

membership in a group, organization, or class, if equivalent gift / gratuity is given 

or offered to the other members of the group, organization, or class. 

(f) An employee may accept any gift / gratuity given by a family member of the 

employee, even if he or she has a contractual, financial or other business 

relationship with the City, unless the gratuity is given on behalf of an individual 

or organization that has or is seeking to obtain, a contractual, business, or other 

financial relationship with the City. 

(2) An employee shall report to the City Clerk any gratuity from a vendor with a fair 

market value of $100 or more that is offered to or received by the employee. The 

employee shall obtain the approval of the Ethics Board before finally accepting any 

gratuity valued at more than $100. Any item offered may be accepted for the City. 

Use of City Property, Equipment, Time, 

and Personnel 

(1) No employee shall use City property or work time for his or her private or financial gain, 

the private or financial gain of any other person, or to advance political, social or 

religious causes.   

(2) No supervisor shall instruct or otherwise require a subordinate employee to perform any 

task or function that is outside of the business purposes of the City.   

Political Activity 
The City is a nonpartisan organization that operates in a political environment. Every employee 

must make the maximum effort to minimize any appearance of political favoritism while 

sustaining a harmonious working relationship with federal, state, and local leaders and citizens. 

No employee shall be permitted to solicit funds or otherwise engage in any political campaign 

activity during working hours or while in a City uniform. No employee shall use any supplies or 

equipment of the City for political purposes. 
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Reporting Code of Ethics Violations and 

Penalties 

(1) An employee who becomes aware of a violation of any policy in the Code of Ethics 

should report the violation promptly to any one of the following: 

(a) His or her immediate supervisor or department director; 

(b) The City Clerk; 

(c) The City Attorney; 

(d) The City Administrator; 

(e) The City Mayor; 

(f) Any member of the Marion City Council; or 

(g) Any supervisor with whom the employee feels comfortable discussing the 

matter. 

(2) All reports of a violation of the Code of Ethics shall be reduced to writing by the 

reporting employee or by the person receiving the report. The employee may use HR 

Form 15 for this purpose. The report shall be signed by the complaining employee. All 

reports of violations will be kept confidential to the extent feasible and appropriate under 

the circumstances. 

(a) All reports shall be reviewed and investigated. The violation will be investigated 

by the Ethics Board. The results of the investigation will be communicated to 

the complainant, the alleged policy violator, and the City Mayor and Council.  

Any employee found to have engaged in misconduct constituting a violation of 

this policy will be appropriately disciplined, up to and including dismissal.   

(b) As provided under the Whistleblower Protection for City Employees policy in 

Section 4 of this Handbook, an employee making a report under this policy will 

not be discriminated against or be subject to retaliation in any way for having 

made the report. Any person found to have discriminated against or retaliated 

against an employee who makes a complaint shall be subject to disciplinary 

action, up to and including dismissal. 

(c) The City recognizes that the question of whether a particular course of conduct 

constitutes a violation of the City’s Code of Ethics may require factual 

determination. The City also recognizes that false accusations have serious 

effects on innocent parties. If an investigation results in a finding that the 

complaining party made a false accusation with malice or with a reckless 

disregard for the truth, the complaining party will be subject to appropriate 

sanctions, including discharge. 
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(3) An employee may speak directly to any member of the Ethics Board about a violation of 

the Code of Ethics if the employee has reported a violation to members of management 

without result.   

(4) Any report regarding an elected city officer shall be submitted to the City Ethics Board, 

who shall determine the course of the investigation and the proper manner to address the 

complaint.   

Whistleblower Protection for City 

Employees 

(1) The City strictly prohibits the retaliation or discrimination against any employee who 

reports a violation of the policies contained in this Handbook to his or her supervisor or 

to any other member of the City’s supervisory staff.  

(a) No City employee shall use or threaten to use his or her supervisory authority or 

influence to discourage, restrain, suppress, dissuade, deter, prevent, interfere 

with, or coerce an employee from reporting any violation of the policies 

contained in this Handbook to his or her supervisor or any other member of the 

City’s supervisory staff.   

(b) No City employee shall retaliate or discriminate against an employee because he 

or she supports, aids, or otherwise substantiates another employee who reports a 

violation of the policies contained in this Handbook to the Ethics Board.  

(c) No City employee shall retaliate or discriminate against another employee 

because he or she reports a violation of the policies contained in this Handbook 

to the Ethics Board after informing members of City supervisory staff without 

satisfactory resolution.  

(d) The provisions of this policy in no way alter the at-will employment status of 

City employees. This policy does not create any contractual or other rights for 

employees, and the City may alter, amend, or remove any policy contained in this 

Handbook at any time.    

(2) The City strictly prohibits the retaliation or discrimination against any employee who 

reports a violation of any applicable federal, state, or local law or regulation to City 

supervisory staff, the Ethics Board, law enforcement authorities, or other appropriate 

officials.   

(a) No City employee shall use or threaten to use his or her supervisory authority or 

influence to discourage, restrain, suppress, dissuade, deter, prevent, interfere 

with, or coerce an employee from reporting a violation of law or regulation to a 

City supervisor, the Ethics Board, or other appropriate officials.  

(b) No City employee shall retaliate or discriminate against an employee because he 

or she supports, aids, or otherwise substantiates another employee who reports a 

violation of law or regulation to a City supervisor, the Ethics Board, law 

enforcement authorities, or other appropriate officials.   
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(3) Any employee who receives an official request from an outside agency for information 

related to the City shall promptly inform his or her immediate supervisor of the request.  

Any employee who receives a request from media for information related to the City 

shall forward the request to the City Clerk and shall otherwise follow the Media 

Communications policy in Section 3 of this Handbook.  

(4) Any City employee who makes a false report of a violation or discloses information 

related to a report of a violation of City policies or the law with a reckless disregard for 

the truth shall be subject to disciplinary action, including the possibility of immediate 

dismissal.  

Section 5 – EMPLOYEE FINANCIAL 

PRACTICES, REPORTING AND 

REIMBURSEMENT 

Purpose of the Policies Contained in this 

Section 
The purpose of the policies contained in this Section of the Handbook is to outline for employees 

all allowable business-related expenses and provide instruction for the handling of purchases and 

employee reimbursement. Employees should also be guided by the other policies contained in this 

Handbook in making any financial transaction on behalf of the City or in incurring any business-

related expenses for the City, including the Code of Ethics and work conduct policies.  

Employee Expense Reports and 

Reimbursement 

(1) Business expenses may be charged to the City on a credit card issued to the employee in 

accordance with Use of City Credit Cards policy in Section 5 of this Handbook, or paid 

for from the employee’s private funds and reimbursed upon the submission of the 

documentation required under this policy.  

(2) An employee shall submit expenses and supporting documentation in the following 

manner: 

(a) Expenses shall be submitted on at least a calendar-month basis. Expenses 

submitted for reimbursement are due to the City Treasurer within 15 days from 

the end of the month in which the expense was incurred. Employees shall not 

include expenses from different calendar months on the same expense report.  

(b) Requests for reimbursement in expense reports shall be accompanied by a 

receipt and all supporting documentation, including itemized receipts, when 



 

 
65 

 

available. The employee shall provide the business purpose, the date, location, 

amount, and the persons being covered by the purchase on the receipt or in 

supporting documentation. The failure to provide a receipt and other applicable 

supporting documentation may result in denial of the reimbursement. Credit card 

statements will not be accepted as evidence of a receipt.  

(c) All expense reports must be approved and signed by the employee’s supervisor 

or department director with the responsibility of budgeting and reviewing 

business expense information for the employee’s department. The City 

Treasurer, or his/her designee, shall review all expense reports prior to 

reimbursement for the purpose of determining compliance with City policies. 

The all non-employee expense reports shall be submitted to the City Treasurer 

and approved by the Marion City Council, in accordance with the City budget.  

(3) An employee who submits a fraudulent receipt or falsifies his or her expense report will 

lose reimbursement privileges, will be terminated, or other appropriate disciplinary action 

will be taken. 

(4) The City may withhold reimbursement while it investigates or verifies expense report 

reimbursement requests.  

Use of City Credit Cards 

(1) The City has authorized revolving city credit cards to be issued to certain officers and 

employees approved by the City Administrator. City credit cards are for use in making 

operational business purchases, purchases related to meetings and other legitimate 

business expenses as set forth in this policy.  

(a) Operational expenses are those expenses necessary for the running of the City.  

Examples include, but are not limited to, office supplies and equipment, other 

office-related expenses, computer supplies, and any other non-travel related 

expenses.  

(b) Meeting-related expenses include, but are not limited to, group meals, hotel 

meeting rooms, prepaid airfare, prepaid hotel accommodation, prepaid business 

car rental, prepaid conference and meeting registrations, prepaid expenses for 

meetings, and unanticipated event or travel needs.  

(c) These examples are not intended to limit the credit card use for other legitimate 

business expenses.   

(2) Employees issued a City credit card for operational or meeting-related expenses will be 

subject to the following conditions:  

(a) Only legitimate business and operational-related purchases may be charged on a 

City credit card.  

(b) The City credit cards shall not be used for personal expenses of any kind. In the 

event that an expense is determined to be personal in nature, the expense must be 

reimbursed immediately.  
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(c) All monthly credit card statements shall be reviewed by the person named on the 

card and their immediate supervisor, both of whom shall sign each page of the 

statement as evidence that they accept the identified expenses as legitimate 

business expenses. In addition, the statements shall be reviewed by the City 

Treasurer, or his/her designee for the purpose of determining compliance with 

City policies.  

(d) Itemized receipts of each transaction made using a City credit card should be 

submitted to the City Treasurer promptly for approval. The receipts shall provide 

detail on the business purpose, date, location, amount, and persons covered by the 

purchase and shall bear evidence of supervisor approval on their face. Credit card 

statements will not be accepted as evidence of a receipt.  

(3) The City will review the policy regarding credit card usage and credit card limits on an 

as-needed basis, but no less than every three years.  

Employee Travel Expense Reimbursement                                                                     

(1) All City officers and employees shall receive prior approval from the City Administrator 

and/or his or her immediate supervisor, based on the City budget, prior to any travel 

within the state. Prior to any out-of-state travel, an employee shall receive prior 

approval. Any out-of-state travel that has not been approved in the city operating or 

travel budget shall be approved by amendment of the budget by the Marion City 

Council.   

(2) Registration for conferences and meetings shall be performed by the City Treasurer or 

other staff as may be designated. Employees should make an effort to obtain the lowest 

possible registration fees.   

(3) Reservations for overnight lodging shall be made by the City Treasurer unless otherwise 

approved by the City Administrator. Reservations for overnight stays for travel within 

Kentucky of less than three nights may be made by the employee as long as the 

employee has received the advance approval of his or her supervisor and it has been 

included in the current city budget ordinance.  

(a) In-room movies, room service, mini-bar, use of hotel gym, spa or massage 

services, sauna facilities, or other additions to room bills are not reimbursable.  

Only usual and customary expenses are eligible for reimbursement.   

(b) A copy of the hotel folio or receipt showing proof of payment shall be submitted 

by the employee for expense reimbursement.   

(4) Car rental reservations shall be made by the City Treasurer unless otherwise approved 

by the City Administrator. The following guidelines shall apply when rental reservations 

are made: 

 

(a) The vehicle accident reporting requirements outlined in Section 3 of this 

Handbook shall be followed in the case of an accident involving a vehicle rented 

by the City. 
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(5) Employees may use a City-owned vehicle or their own vehicle for business travel on 

behalf of the City. Employees shall adhere to the following process related to mileage 

reimbursement: 

(a) When an employee traveling on behalf of the City chooses to use his or her 

personal vehicle, the employee will be reimbursed for mileage. An employee 

shall be reimbursed at the mileage rate consistent with rates set by the State of 

Kentucky for business expense deductions under the following guidelines: 

1. An employee shall not be reimbursed for transportation or commuting 

between the employee’s home and his or her permanent workplace.   

2. Mileage shall not be reimbursed for attendance of a City function or 

event held outside of the workplace unless the employee has been 

assigned to work at the event.   

3. When an employee does not report to his or her permanent workplace or 

makes business trips before or after reporting to his or her permanent 

workplace, the allowable mileage is: 

a The lesser of the mileage from the employee’s residence to the 

first stop or from the office to the first stop; 

b All mileage between points visited on City business during the 

day; and 

c The lesser of the mileage from the last stop to the employee’s 

residence or from the last stop to the City office.  

4. To receive mileage reimbursement, the employee shall state on his or her 

expense report the total number of miles traveled on City business. Any 

travel of personal nature while on City business shall be deducted from 

the total miles traveled. 

5. Parking violations and traffic or other moving motor violations are not 

reimbursable expenses. 

6. If the employee is involved in an auto accident while on city business 

driving his or her own privately owned vehicle, he or she shall follow the 

accident reporting requirements outlined in Section 3 of this Handbook.   

(6) Except for reimbursable expenses related to official City business as provided in Section 

5 of this Handbook, employees shall only be provided reimbursement for meals involving 

out-of-state travel, overnight travel within Kentucky, and for in-state trips requiring travel 

after 7:00 p.m. Meal and incidental reimbursement amounts will be determined by the 

Marion City Council. Current daily limits are set at $44.00. 

(7) The City will reimburse employees for the following expenses relating to parking: 
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(a) An employee may request reimbursement for parking fees for leaving a vehicle at 

an airport in conjunction with out-of-state travel on behalf of the City. For airport 

parking, the employee shall only be reimbursed for the rates of long-term 

parking. If the employee uses short-term parking or valet services, the employee 

will only be reimbursed for the cost of long-term parking fees applicable at the 

airport of departure. As an alternative to airport parking, an employee may elect 

to be reimbursed for the mileage related to being dropped off or picked up at the 

airport. The employee may be reimbursed the lesser of the mileage between the 

airport and the employee’s residence or the mileage between the airport and the 

employee’s permanent office or workplace. In no event shall the amount of 

mileage reimbursement exceed the amount the employee would have spent on 

long-term parking. 

(b) An employee shall be reimbursed for parking at hotels or overnight lodging 

accommodation for business-related meetings or in conjunction with business 

travel for the City. Employees shall only be reimbursed for standard hotel 

parking rates unless the option is not available. Employees electing valet parking 

will only be reimbursed up to an amount equal to the standard parking rates 

applicable at the particular hotel.   

(c) All other business-related parking fees are reimbursable upon the submission of a 

valid receipt in accordance with the Employee Expense Reports and 

Reimbursement Policy in Section 5 of this Handbook.  

(8) The City shall not reimburse or pay for the travel of an employee’s family member or other guest.  

When a family member or other guest joins an employee on business-related travel, the employee 

or the guest is responsible for paying all travel costs, including airfare and meals.  

(9) Except for the travel-related expenses outlined in this policy, all other travel-related expenses are 

deemed non-reimbursable unless approved in writing by the City Administrator and the City 

budget. An employee shall submit his or her travel-related expenses for reimbursement on an 

Employee Expense Form within 15 days after the end of the month in which the travel expenses 

were incurred as provided in Section 5 of this Handbook. In the case of extreme financial 

hardship, an advance for out-of-state travel may be granted to an employee by the City 

Administrator. An employee who has received a travel advance must deduct the total amount of 

the advances from the total reimbursement request when submitting an expense report detailing 

expenditures. If the amount of the advance exceeds the total reimbursable expenditures, the 

employee shall pay the difference back to the City.    

Reimbursable Expenses Related to Official 

City Business 

(1) City officers or employees receiving prior approval from the City Administrator will be 

reimbursed for reasonable business expenses incurred while conducting official City 

business.  Examples of official City business include, but are not limited to, situations 

where individuals present are representing the City or if the individual’s attendance has 

been requested by the City. The individual seeking reimbursement shall be responsible 



 

 
69 

 

for using good judgment to ensure the expenses incurred are budgetarily sound and are 

compatible with the goodwill of the City.  

(2) The City Administrator shall have the authority to approve meal expenses for a new 

employee as part of the new employee’s orientation and other discretionary employee 

meal functions as appropriate to recognize extraordinary work effort and as set out in the 

City budget. 

(3) Receipts detailing the business purpose, date, location, amount and persons present must 

be submitted with the expense report as provided under the Employee Expense Reports 

and Reimbursement Policy in Section 5 of this Handbook or, if a City credit card is used, 

as provided under the Use of City Credit Cards policy in Section 5 of this Handbook. 

This information shall be written on the front or back of the receipt and on the expense 

report.   

(4) In the event the receipt is for reimbursement of a meal, an itemized receipt shall be 

submitted, and the tip shall not exceed 20% of the cost.   

Alcohol Reimbursement Policy 

No reimbursement will be made for alcoholic beverages. 

 

Purchasing and Procurement 

(1) When an employee’s position requires spending City funds or incurring any reimbursable 

personal expenses, that individual must use good judgment on the City’s behalf to ensure 

that good value is received for each expenditure. City funds and all assets are for City 

purposes only and are not for personal benefit.  

 

(2) Employees authorized to make purchases on behalf of the City must follow the 

procedures outlined in the City Procurement Code, Chapter 38, or as approved by the 

City Administrator and within the limits of the City budget as approved by the City 

Council. 

 

Disposal of City Property 

(1) Before selling or otherwise disposing of any real or personal property, the city shall make 

a written determination setting forth and fully describing: 

 

a. The real or personal property; 

 

b. Its intended use at the time of acquisition; 

 

c. The reasons why it is in the public interest to dispose of it; and 

 

d. The method of disposition to be used. 
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(2) Real or personal property may be: 

 

a. Transferred, with or without compensation, to another governmental agency; 

 

b. Transferred, with or without compensation, for economic development purposes; 

c. Sold at public auction following publication of the auction in accordance 

with KRS 424.130(1)(b); 

 

d. Sold by electronic auction following publication of the auction, including the 

uniform resource link (URL) for the site of the electronic auction, in accordance 

with KRS 424.130(1)(b); or 

 

e. Sold by sealed bids in accordance with the procedure for sealed bids under KRS 

45A.365(3) and (4). 

 

(3) If a city receives no bids for the real or personal property, either at public or electronic 

auction or by sealed bid, the property may be disposed of, consistent with the public 

interest, in any manner deemed appropriate by the city. In those instances, a written 

description of the property, the method of disposal, and the amount of compensation, if 

any, shall be made.  

 

(4) Any compensation resulting from the disposal of this real or personal property shall be 

transferred to the general fund of the city. 

                                                                 

Contract Review and Execution 

(1) All written contracts or contract renewals shall be reviewed by the City Attorney or his or 

her designee before execution. 

(2) Approval from City Administrator in accordance with the City budget and specifications 

as set by the City Council, is required prior to requesting the City Attorney to draft a 

contract on behalf of the City. 

(3) The City Clerk shall provide a copy of the contract or the information necessary for 

drafting of the contract to the City Attorney or his or her designee as soon as possible to 

expedite the review or drafting process.  

(4) All contracts made on behalf of City shall be signed by the City Administrator or City 

Mayor.  

https://a.next.westlaw.com/Link/Document/FullText?findType=L&pubNum=1000010&cite=KYSTS424.130&originatingDoc=NBDDECAF1A89111DA8F5EE32367A250AE&refType=SP&originationContext=document&transitionType=DocumentItem&contextData=(sc.Document)#co_pp_a20b0000590b0
https://a.next.westlaw.com/Link/Document/FullText?findType=L&pubNum=1000010&cite=KYSTS424.130&originatingDoc=NBDDECAF1A89111DA8F5EE32367A250AE&refType=SP&originationContext=document&transitionType=DocumentItem&contextData=(sc.Document)#co_pp_a20b0000590b0
https://a.next.westlaw.com/Link/Document/FullText?findType=L&pubNum=1000010&cite=KYSTS45A.365&originatingDoc=NBDDECAF1A89111DA8F5EE32367A250AE&refType=SP&originationContext=document&transitionType=DocumentItem&contextData=(sc.Document)#co_pp_d08f0000f5f67
https://a.next.westlaw.com/Link/Document/FullText?findType=L&pubNum=1000010&cite=KYSTS45A.365&originatingDoc=NBDDECAF1A89111DA8F5EE32367A250AE&refType=SP&originationContext=document&transitionType=DocumentItem&contextData=(sc.Document)#co_pp_d08f0000f5f67
https://a.next.westlaw.com/Link/Document/FullText?findType=L&pubNum=1000010&cite=KYSTS45A.365&originatingDoc=NBDDECAF1A89111DA8F5EE32367A250AE&refType=SP&originationContext=document&transitionType=DocumentItem&contextData=(sc.Document)#co_pp_0bd500007a412
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(5) A copy of all executed contracts must be provided to the City Attorney and the City Clerk 

for tracking and filing purposes unless other arrangements have been made. 

Check Handling by City Employees 

Any check or other form of payment received by a City employee shall be immediately presented 

to the City Treasurer or his or her designee for deposit.  

Cash Disbursements 

(1) All invoices received through the mail by the City Clerk will be routed to the City 

Treasurer for approval in accordance with the city budget.   

(2) No employee may give final approval for expenditures directly relating to himself/ 

herself. All such expenses, regardless of the dollar amount, must be approved by the 

employee’s immediate supervisor or by the City Administrator. 

(3) The City Treasurer, or his/her designee, shall review all check run reports prior to the 

release of checks. All checks require no less than two signatures.  

(4) Invoices received for payment will be paid in accordance with the terms stated on the 

invoice or by the negotiated agreement/contract.  

Section 6 – Classification and Compensation 
 

Employment Types and Classification 
 

(1) As used in this Handbook, the terms below shall have the following meanings: 

(a) “Full-time employee” is an employee who is normally scheduled and expected to 

work a minimum of 37.5 hours each workweek and has an indefinite term of 

employment.  

(b) “Part-time employee” is an employee who is normally scheduled and expected to 

work less than 35 hours in a single workweek, averages less than 100 hours of 

work in a calendar month, and has an indefinite term of employment.  

(c) “Temporary employee” is an employee who is hired and works for a definite 

period of time. Generally, a temporary employee will be employed for a period 

of one year or less.   

(d) “Seasonal employee” is an employee hired in a position that is temporary in 

duration, and which position coincides with a particular season or seasons of 

the year and which may recur regularly from year to year, the period of time 

shall not exceed nine months.” 
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(e) “Intern” is an individual who works in an internship position approved by the 

City Administrator and as outlined in the budget, for one period not to exceed 

26 weeks.   

(f) The position may be paid or unpaid, as designated by the budget and/or pay 

and classification plan. To be eligible for city internship positions, the 

individual must have completed his or her sophomore year at an accredited 

college or university and must have declared his or her major prior to the start 

of the internship.  

(2) The City designates all employment positions as either exempt or nonexempt in 

compliance with applicable federal and state law. The classifications are for purposes 

of determining whether overtime compensation is due to the employee for hours 

worked in excess of 40 in a single workweek.  The classification of positions as 

“exempt” or “nonexempt” is based on applicable state and federal laws and 

regulations. Classifications of positions are reviewed by the City Administrator in 

consultation with the City Attorney at the time of position creation or modification and 

on an annual basis to ensure legal compliance. As used in this Handbook, the terms 

below shall be accorded with the following meanings unless specifically stated 

otherwise: 

(a) “Nonexempt employee” is an employee in a position with duties, 

responsibilities that require overtime compensation for any time worked in 

excess of 40 hours in any workweek pursuant to the Fair Labor Standards Act 

and Kentucky wage and hour laws. The additional overtime compensation for 

nonexempt employees is calculated under the City’s Overtime Compensation 

Policy established in Section 6 of this Handbook. 

(b) “Exempt employee” is a salaried employee in a position with duties, 

responsibilities that render the employee exempt from the overtime 

requirements of the Fair Labor Standards Act and Kentucky wage and hour 

laws. An exempt employee is not eligible for additional compensation for 

working in excess of 40 hours in a workweek under the City’s Overtime 

Compensation Policy established in Section 6 of this Handbook. 

 

Fiscal Year 
 

The city’s fiscal year is from July 1 to June 30. 

 

Official Workweek 
(1) The official work week for each department shall begin on Wednesday and end on 

Tuesday. 

(2) The official work week may be changed at any time, but not to avoid overtime 

requirements. 
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Overtime 
 

(1) “Overtime” means any time worked by a nonexempt employee in excess of 40 hours in 

any single workweek. In addition, if a non-exempt employee works seven days in any 

one work week AND works over 40 hours in those seven days, all hours worked on the 

seventh are at time and half. For purposes of this section, workweek is defined in this 

handbook. 

(2) The City is required under the Fair Labor Standards Act and Kentucky wage and hour 

laws to pay overtime wages to a nonexempt employee if the employee works more than 

40 hours in a single workweek. Overtime wages shall be calculated at a rate of 1 ½ times 

the employee’s regular hourly rate of pay. A salaried employee’s regular hourly rate of 

pay will be calculated by dividing the annual salary by the annual hours (annual hours = 

___ hours per week x 52 weeks = _______ hours per year) 

(3) A nonexempt employee must be authorized orally or in writing by the employee’s 

immediate supervisor prior to the employee’s performance of any work that would result 

in overtime. The employee shall verify that his or her time record accurately reflects any 

overtime worked as required in Section 6 of this Handbook. Any employee who works 

overtime without prior authorization or fails to properly report overtime work shall be 

subject to disciplinary action.  

(4) The City and the employee’s immediate supervisor or department director may require 

any nonexempt employee to take time off during any workweek that the employee has 

worked or will work more than 40 hours in order to minimize overtime costs. 

(5) Exempt employees are not eligible for overtime compensation. 

On Call Employees 

(1) As a condition of employment, employees shall agree to report within a reasonable 

time period if requested during an emergency; if an employee is called to report to 

work either after the normal working hours or before the normal working hours, the 

employee shall be paid at the regular rate of pay for actual time worked. 

(2) Employees in some departments may be required to be on call in the event of 

emergencies. Each department shall establish the method of compensation for the 

period. 

(3) On-call employees that take home city vehicles are to abide by vehicle and on-call 

policies. 

Base Salary and Salary Adjustment 

(1) The base salary for each employee is determined in accordance with the Pay and 

Classification Ordinance created by the Marion City Council. The City Administrator 

shall be responsible for administering, evaluating, and establishing compensation for all 
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employees. The City employee compensation program shall be operated under the 

following conditions: 

(a) In its endeavor to ensure fair pay for all its employees, the City periodically 

adjusts base salaries and the salary ranges under its Pay and Classification 

ordinance based upon professional market studies and pay analysis. The City 

may make annual market or cost of living adjustments to the compensation of 

employees depending upon the availability of funds in the City budget.  

(b) In addition to the pay analysis, other factors for establishing employee pay under 

the compensation program include, among other things, the skill and effort 

necessary for efficient and effective job performance; the quality and quantity of 

actual job performance; the degree of responsibility such performance demands; 

the conditions under which the job is performed; the employee’s experience; 

length of employment; the employee’s educational and professional 

achievements, including licensure and certifications; and what is being paid for 

similar jobs in the marketplace. 

Payroll Deductions 
 

(1) The City will make all legally required deductions from an employee’s gross pay in 

accordance with applicable legal requirements, including: 

 

a. Federal and state income taxes. 

b. Social Security (FICA) taxes. 

c. Deductions required by wage garnishment or child support orders. 

 

(2) The City may also deduct from pay your portion of insurance premiums and voluntary 

contributions. 

(3) Employees may request voluntary deductions be made from their gross pay, such as 

contributions to optional retirement plans. The employee shall obtain the appropriate 

form to request voluntary deductions from the City Treasurer. 

(4) When the City must rely on information provided by the employee in order to make any 

legally required deduction, it is the sole responsibility of the employee to provide 

accurate and timely information to the City.  

(5) In accordance with the Fair Labor Standards Act, the City prohibits improper deductions 

from the pay of exempt employees and will reimburse employees for any improper 

deduction. When an exempt employee has exhausted all paid leave, the City may deduct 

for absences of one or more full days for leave related to sickness, disability, unpaid 

disciplinary suspensions, or for other personal reasons. In addition, the City may make 

either full or partial day deductions from the pay of an exempt employee during the first 

or the last week of employment when only part of the week is worked by the employee, 

or for any unpaid leave taken in accordance with a legitimate absence under FMLA. Any 

exempt employee who believes that an improper pay deduction has been made shall 

immediately file a written complaint with the City Administrator setting forth the dates, 
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amounts, reasons, and any other information for the pay deduction. The City Treasurer 

along with the City Administrator shall take immediate action to investigate the issue 

and, if found to be an improper deduction, shall cause the employee to be compensated 

for the improper deduction within two pay periods from the date the written complaint 

was filed. 

(6) No other deductions will be made. 

(7) All deductions from your pay will be listed on your pay stub. If you have questions about 

any deductions from your pay or if you believe improper deductions have been made 

from your pay, you must report your concern to the City Treasurer immediately.  

Time Records 
 

(1) Time records will be kept on all nonexempt employees to facilitate the City’s compliance 

with overtime pay requirements. Nonexempt employees shall submit time records. The 

time record will reflect a single pay period consisting of one work week. Time must be 

logged as the total number of hours actually worked each day, excluding meal periods. 

Any vacation, sick, compensatory leave time, or other paid leave time used by the 

employee must be recorded on the time record. Time records must be completed and 

submitted to the employee’s supervisor immediately following the end of the pay period. 

Supervisors shall review and approve or disapprove time records in a timely manner.   

(2) Except for the immediate supervisor of the employee, all employees are forbidden from 

entering any information on another employee’s time record. An employee shall not 

falsify information on his or her own time record. Employees found to have violated this 

policy will be subject to discipline, up to and including discharge. Any errors discovered 

in an employee’s time record shall be reported immediately to the employee’s immediate 

supervisor, who will determine the manner and method of correcting legitimate errors. 

Unemployment Compensation Insurance 
 

Employees may be eligible for unemployment benefits upon termination of service with the City. 

Unemployment rights, benefits, and eligibility are governed by state law and can be explained by 

the state unemployment office. Unemployment compensation insurance premiums are paid for 

entirely by the City. 

Section 7 – Health, Retirement and Other 

Benefits 
 

Health Insurance 

(1) Only full-time employees are eligible for group health insurance for themselves and their 

dependents. Dependents are defined in the Certificate of Coverage. The effective date of 

coverage will be the first day of the month following the three-month introduction period.   
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(2) The City will provide coverage for employees and their dependents up to a maximum 

amount, as determined by the City and reflected in the annual budget. ANY 

EMPLOYEE PRIOR TO JULY 1, 2019 SHALL HAVE THE OPTION OF 75% 

EMPOYEER COVERED COST OF DEPENDENTS.  ALL EMPLOYEES HIRED 

ON OR AFTER JULY 1, 2019 SHALL HAVE THE OPTION OF 25% 

EMPLOYEER COVERED COST OF DEPENDENTS. Specific information 

regarding health insurance plans available to employees should be obtained from the City 

Treasurer. 

(3) The City will comply with federal/state continuation coverage regulations under the 

Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) and any additional 

amendments designed to provide employees and eligible dependents with the opportunity 

to continue health insurance coverage at group rates where the coverage would otherwise 

cease, such as upon termination of employment, death of the employee, divorce, or a 

child ceases to be a qualified beneficiary. The premium for this continuation coverage 

shall be the sole responsibility of the employee or dependent, unless otherwise provided 

for by law. Coverage is not automatic and employees and/or their eligible dependents 

must make an affirmative election before coverage will begin. More detailed information 

regarding the continuation of health insurance coverage under COBRA or state 

continuation coverage may be obtained by going to the U.S. Department of Labor 

website at http://www.dol.gov/dol/ topic/health-plans/cobra.htm. or 

http://insurance.ky.gov/Documents/statecontinuationcoverage012612.pdf.  

 

Workers’ Compensation 
(1) The City pays the entire amount of the workers’ compensation insurance premium that 

provides benefits to employees who experience injury or illness in connection with 

employment. Eligibility begins on the first day of employment. Workers’ compensation 

benefit entitlements are governed by KRS Chapter 342. If employees have questions 

concerning their rights or benefit amounts, they should contact the City Treasurer. 

(2) If an employee is injured in connection with employment, regardless of the severity of 

the injury, the employee shall immediately notify his or her immediate supervisor and/or 

the City Treasurer, who will see to necessary medical attention and assist in the 

completion of any required reports, including HR Form 04. In any case of serious injury, 

employees are required to receive prompt medical attention by a physician authorized 

under the City’s designated workers’ compensation plan. Employees and supervisors 

shall contact the City Treasurer to report all work-related accidents and injuries. 

(3) The employee must also call the “Company Nurse” on the Injury Hotline at 855-339-

1889. More information on this program can be found in Section 3, Reporting workplace 

Accidents.  
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Return to Work Program 

(1) It is the policy of the City, when possible, to modify work assignments for a limited 

period to assist employees who are temporarily restricted from performing their 

regularly assigned duties due to an on-the-job injury. 

(2) This policy applies to all City employees. 

(3) Definitions for this policy:  

a. Return to Work (RTW) (Modified Duty) position is a temporary position to 

which an employee is assigned when he/she is unable to return to his/her regular 

position following an on-the-job injury or illness. The Return to Work position 

temporarily addresses the restrictions placed on an individual by an evaluating 

physician.  

b. Employment-related injury is an injury or occupational disease, which arises 

out of the course and scope of employment and is a compensable injury or 

illness, as defined under the Kentucky Workers’ Compensation Act. 

c. Physician means a Doctor of Medicine, osteopathic medicine, optometry, 

dentistry, podiatry, or chiropractic who is licensed and authorized to practice as 

defined in the Kentucky Workers’ Compensation Act.  

(4) It is the responsibility of the injured employee to inform the evaluating physician of the 

employer’s early return to work program; adhere to the assigned restrictions/limitations 

for the specified period of time; maintain a positive attitude toward working within 

physical restrictions/limitations; continue to seek and follow appropriate medical care 

throughout recovery period. 

(5) It is the responsibility of the employer to review and evaluate work alternatives for a 

temporary specified period of time as established by the evaluating physician; to evaluate 

job description and modify requirements within the position to accommodate the 

employee to the assigned restrictions; to monitor the injured employee to ensure work 

performed is within the assigned restrictions; to continue to review and adjust job 

assignments as medical condition improves and restrictions change until the final goal of 

either release to full duty or maximum medical improvement is achieved. 

(6) It is the responsibility of the evaluating physician to assign specific temporary restrictions 

for a specified period of time; review and adjust assigned restrictions at each evaluation; 

maintain beneficial and appropriate medical care and treatment with the goal of moving 

the injured worker to full duty release or maximum medical improvement. 

(7) It is the responsibility of the claims adjuster to obtain specific temporary 

restrictions/limitations for a specified period of time from the evaluating physician after 

each evaluation; communicate verbal and written restrictions to the designated employer 

contact; work effectively with the injured employee, employer and physician to reach the 

goal of returning the employee to gainful employment. 

(8) To be eligible for participation in the RTW Program, an employee must provide a written 

statement from the designated treating physician that he/she is: 
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a. Temporarily unable to perform his/her essential duties, following an employment 

related injury or illness; and  

b. Capable of carrying out work of a lighter or modified nature from his/her regular 

duties and is expected to return to his/her regular duties within 90 calendar days.  

(9) Once notified of an on-the-job injury or illness, the department must complete a First 

Report of Injury for Workers’ Compensation (HR Form 04) and inform the employee in 

writing of the Return to Work Program. 

(10) The employee must be seen and evaluated by a physician to determine if the employee is 

able to return to work, and if so, with or without restrictions. 

(11) At the time of the evaluation, the employee must inform the physician of the Return to 

Work Program, and provide him/her with a copy of the employee’s regular job 

description that identifies the essential functions of the job and its requirements. 

(12) When the employee is able to return to work with restrictions, the employee’s physician 

must complete a report, indicating the specific restrictions, and the duration of those 

restrictions. Clarification regarding temporary restrictions may be requested of the 

treating physician. 

(13) Taking into consideration the information provided by the physician, the employee’s 

department, in consultation with the City Clerk, will determine if a temporary Modified 

Duty assignment can be offered. It should be understood that there may be instances in 

which the organization will not be able to offer a Modified Duty assignment. 

(14) If the employee’s regular department is unable to meet the employee’s need for Modified 

Duty, the employee's department is responsible for payment of the employee’s salary and 

benefits while performing a Modified Duty position in a different department which has 

been able to meet the employee’s need for Modified Duty. 

(15) The employer should use one of the two following compensation arrangements: 

a. There will be no adjustment in the employee’s normal compensation. The salary 

and benefits of the employee will remain the responsibility of the original 

employing department, including during any period of temporary placement 

external to the department; or  

b. In most cases, there will not be an adjustment in the compensation of the 

employee that is placed in a Modified Duty position. However, the employee 

placed in a Modified Duty position will be paid a salary that is equivalent to the 

salary of other employees holding the same position. If that salary is less than his 

or her normal salary, then he or she will be paid at least what the maximum 

weekly benefit would be for his or her regular salary as defined by the Kentucky 

Workers’ Compensation Act. 

(16) The salary and benefits of the employee will remain the responsibility of the original 

employing department, including during any period of temporary placement external to 

the department. 

(17) Once the employee has been approved to participate in the Return to Work Program, the 

department must provide a Return to Work (Modified Duty) job offer letter. This letter 

shall include: 
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a. The position offered. 

b. The location and duties of the position offered. 

c. The wages and schedule of the position offered. 

d. The duration of the temporary work assignment. 

e. A statement that the department will only assign position/duties consistent with 

the employee’s knowledge and skills and will provide training if necessary. 

f. A statement acknowledging that the employer is knowledgeable about and will 

abide by the limitations under which the treating physician has authorized the 

return to work. 

(18) An employee may choose to accept or refuse the Return to Work (Modified Duty) job 

offer. However, an employee who refuses a Modified Duty job offer is subject to 

termination. Rejection of the job will also result in suspension of income benefits under 

Workers’ Compensation Insurance. 

(19) Employees do not waive any rights to Workers’ Compensation benefits by participating 

in the Return to Work Program. Employees participating in the Return to Work Program 

will continue to be covered by the Workers’ Compensation Act for reasonable and 

necessary medical expenses and disability benefits related to the injury or illness. 

(20) A Return to Work with Modified Duty offer will be for no longer than 90 calendar days. 

The duration of approved time will be based upon the information provided by the 

employee's designated treating physician.  

(21) An employee who is unable to return to his/her regularly assigned duties at the end of 

the Modified Duty agreement and remains with temporary restrictions which will 

prevent him/her from returning to their pre-injury position, will begin to receive 

temporary total disability benefits through the workers compensation program. (If the 

restrictions are permanent and will not allow the employee to return to his/her pre-injury 

position, then they can request a leave of absence, or the employer can address 

termination.) 

(22) Employees may be required to attend an IME (Independent Medical Exam) to clarify the 

continued restrictions or once they reach MMI (Maximum Medical Improvement) and 

permanent restrictions are assigned and determined by the treating physician. 

(23) Provided the employee has exhausted any entitlement under the Family and Medical 

Leave Act (FMLA), the department has the option to approve or deny the leave of 

absence request. If Leave Without Pay is denied, employment with the organization will 

be terminated. 

(24) If the employee believes that the condition is permanent, progressive, or chronic, the 

employee may pursue the Americans with Disabilities Act Accommodation Policy to 

determine if they are a qualified individual with a disability.  
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Retirement Plan and Social Security 
 

(1) Employees who work in a regular full-time position for the City must be enrolled in the 

Kentucky Retirement System. City employees are covered under the County Employees 

portion of the plan (CERS). Regular part-time employees must also be covered if they 

average 100 or more hours of work per month over a calendar or fiscal year, including 

employees who work a total of more than 100 hours per month in two or more positions 

with employers under the same retirement system. 

 

(2) The retirement plan is a qualified public defined benefit plan and was established under 

Section 401a of the Internal Revenue Code (IRC). A defined benefit plan pays benefits 

based upon a formula, rather than on an account balance. The formula used to compute 

CERS benefits provides participating members with a guaranteed lifetime payment at 

retirement based on beginning participation date, the number of years of service, your 

average salary and a multiplying factor. 

 

(3) Employees and the City contribute to the plan. The percentage of contribution may 

change annually and is based on hazardous and nonhazardous positions. The 

contribution amount is set by the Commonwealth of Kentucky. For more information 

about the Kentucky Retirement System, contact the City Treasurer, the retirement 

system’s website, https://kyret.ky.gov or by phone at 800-928-4646. 

 

(4) The City participates in the federal social security program and will contribute a 

percentage of salary, to the extent required by law, to the social security system for each 

employee. 

Section 8 – Paid and Unpaid Leaves 
 

Holidays 
 

(1) All full-time City employees shall receive paid leave for the holidays as established by the 

Kentucky State Holidays: 

https://extranet.personnel.ky.gov/pages/leave.aspx 

(a) New Year’s Day 

(b) Martin Luther King Day 

(c) Good Friday 

(d) Memorial Day 

(e) Juneteenth 

(f) Independence Day  

https://kyret.ky.gov/
https://extranet.personnel.ky.gov/pages/leave.aspx
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(g) Labor Day  

(h) Veterans Day 

(i) Thanksgiving Day 

(j) Day after Thanksgiving 

(k) Day after Christmas 

(l) Christmas Day 

(m) New Year’s Eve 

(2) Unless otherwise designated by the Marion City Council, paid holidays will be observed 

on the date of their actual occurrence. In the event that any of the holidays fall on a 

Saturday or Sunday, the City Administrator will designate alternative workdays for the 

City employees to receive paid leave. 

 

Vacation Leave 
(1) All full-time employees shall receive paid vacation leave. Vacation leave shall be granted 

to an employee each calendar year on the following basis: 

(a) A full-time employee shall receive 80 hours per year, or a prorated amount based 

on the number of months worked in a year. 

(b) After 10 years of employment, employees shall receive 120 hours per year.  

(c) After 20 years of employment, employees shall receive 160 hours per year. 

(2) Vacation leave begins to accrue on the first day of employment. For periods of less than 3 

months, such as at the beginning of employment, vacation leave will accrue on a pro rata 

basis. 

(3) On January 1 of every year, each employee’s vacation leave account will be credited with 

the full amount of the annual vacation leave due the employee for the ensuing year. Each 

pay period, the employee’s vacation leave account will be debited for the amount of 

vacation leave actually used by the employee during the preceding period.   

(4) Vacation leave must be used in 4 or 8-hour increments. 

(5) Requests for use of vacation leave time should be made as soon as possible to ensure 

minimum disruption to the departments and the organization’s work schedule and 

workflow. In no event shall an employee be permitted to take more than 5 consecutive 

days of vacation leave without the express approval of the City Administrator. 

(6) An employee may carry over a maximum of 80 hours of accrued and unused vacation 

leave time to the next calendar year.  

(7) Upon termination of employment, an employee shall be paid for any vested but unused 

vacation leave time. The employee shall be compensated at the hourly rate earned by the 
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employee at the time of the separation. The applicable hourly rate for both exempt and 

nonexempt employees shall be calculated as provided in Section 6 of this Handbook. 

 

(8) By discretion of the Council, the City may reimburse employees for unused vacation      

and/or holiday pay in a calendar year. 

 

Sick Leave 
(1) All full-time employees shall receive paid sick leave each calendar year in the amount of 

8 hours per month, or 96 hours per year. Part-time employees, temporary employees, and 

interns shall not be eligible for paid sick leave.   

(2) Sick leave time begins to accrue on the first day of employment. Use of sick leave is 

restricted until completion of the first 90 days of employment. 

(3) Each employee’s sick leave account will be credited on a biweekly basis. 

(4) An employee may use sick leave for any one of the following reasons: 

(a) To avoid jeopardizing the health of other employees; or 

(b) Illness, disability, medical condition, or a medical or dental appointment of the 

employee or a member of the employee’s immediate family necessitating the 

employee’s presence. “Immediate family” shall mean the employee’s spouse, 

child, mother, father, or other permanent members of the employee’s 

household. In the case of use for immediate family, only 40 hours of sick leave 

may be used per calendar year. 

(5) An employee using sick leave time shall notify his or her immediate supervisor as soon 

as possible of the need to use sick leave. For periods of leave longer than one full day, the 

employee shall notify his or her supervisor of each separate day that leave will be used 

unless prior arrangements have been made.   

(6) Notwithstanding the requirements for FMLA leave, a medical certification or physician’s 

statement will generally not be required to return to work after the use of sick leave. 

However, an employee’s department supervisor may require medical certification or a 

physician’s statement when there is a reasonable basis to believe the sick leave policy is 

being abused or the employee’s length of absence exceeds three full workdays. 

(7) An employee may use sick leave in 4-hour or 8-hour increments. 

(8) An employee may carry over an accumulated maximum of 1,560 hours of unused sick 

leave time to the next calendar year.   

(9) No employee shall be compensated for any accumulated and unused sick leave time upon 

separation from employment.  
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Family Medical Leave Act (FMLA) 

(1) The City is subject to the Family Medical Leave Act of 1993 (FMLA). In order to be 

eligible for FMLA leave, the employee must meet the following criteria: 

(a) The employee must have been employed by the City for at least 12 months 

within the past seven years prior to the leave, unless the break in service is due to 

an employee’s fulfillment of military obligations; and  

(b) The employee must have worked at least 1,250 hours during the 12-month period 

immediately preceding FMLA leave. Any hours employees would have worked 

but for time spent in the military Reserves or National Guard shall be considered 

part of the 1,250 required hours. 

(2) Qualifying employees are eligible to take up to a maximum of 12 weeks of job-protected 

leave from the City in any rolling calendar year. A rolling calendar year consists of any 

12-month period measured backward from the start date of the requested leave. The leave 

may be paid, unpaid, or combinations of both, depending upon the employee’s leave 

balances. Employees are entitled to 12 weeks of leave for the following reasons: 

(a) The birth or adoption of a child or placement of a child with the employee for 

foster care. The leave must be taken in the 12 months immediately following the 

birth, adoption, or placement of the child;  

(b) To care for the employee’s spouse, child, or parent who has a serious health 

condition;  

(c) A serious health condition which renders the employee unable to perform the 

functions of his or her position; or   

(d) To allow an employee to deal with a “qualifying exigency” relating to the 

military deployment of a spouse, child, or parent. A qualifying exigency 

includes: 

1. Short-notice deployment; 

2. Military events and related activities; 

3. Childcare and school activities; 

4. Financial and legal arrangements; 

5. Counseling; 

6. Rest and recuperation; 

7. Post-deployment activities; and 

8. Additional activities arising from the military duty, provided that the 

employer and employee agree that such leave shall qualify as an 

exigency and agree to the timing and duration of such leave. 
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(3) Employees are entitled to 26 weeks of leave within a 12-month period to take care of an 

injured service member, who is their nearest blood relative. This also extends to include 

family members of veterans who were members of the Armed Forces (including the 

National Guard or Reserves) at any point in time within five years preceding the date on 

which the veteran undergoes medical treatment, recuperation, or therapy. For purposes of 

calculating leave entitlement, the 12-month period begins on the first day the eligible 

employee takes FMLA leave to care for the covered service member.  

(4) In any event where FMLA qualifying leave is foreseeable by the employee, the employee 

shall provide his or her immediate supervisor with advance notice of the leave request by 

submitting a FMLA Leave Request Form (HR Form 08). In many instances, the need for 

FMLA leave may not be foreseeable by the employee. In those instances, the employee’s 

immediate supervisor or department director shall notify the City Clerk so that the City 

may designate the leave as FMLA qualifying for the employee.  

(5) The City shall require the following information to be submitted in conjunction with a 

request for FMLA leave or where the City has designated the leave as FMLA qualifying: 

(a) An FMLA Medical Certification Form (HR Form 09) will be required if FMLA 

leave is for the employee’s own serious health condition or to care for a family 

member’s serious health condition. Failure to provide the requested medical 

certification in a timely manner may result in denial of the leave until it is 

provided, including a reason for the delay. The City, at its expense, may require 

an examination by a second health care provider designated by the City if the 

City has a reasonable question regarding the medical certification provided by 

the employee.   

(b) The City will require medical updates at least every 30 days during an 

employee’s FMLA leave for a serious health condition.   

(c) The first time an employee requests leave because of a qualifying exigency 

arising out of the active duty or call to active duty status of a covered military 

member, the City will require the employee to provide a copy of the covered 

military member’s active duty orders or other military documentation which 

indicates the appropriate military status and the dates of the active duty status. 

(6) Employees must use any accumulated sick, vacation, personal time, compensatory leave 

time, or other paid leave to the extent available during the FMLA leave period, unless 

such leave is covered under workers’ compensation, in which case the employee may 

only use accumulated leave time for the purpose of satisfying any waiting period. 

Absences in excess of the employee’s total accumulated leave will be treated as leave 

without pay, except in situations where the employee is eligible for Sick Leave Bank time 

as provided under Section 8 of this Handbook. 

(7) The City will require employees returning from FMLA leave for a qualifying event 

related to the employee’s serious illness to provide a medical release to return to work.  

Upon return from FMLA leave, the employee will be restored to his/her original or 

equivalent position. If an employee fails to return at the end of FMLA leave, the 

employee will be considered to have voluntarily resigned his/her position with the City. 
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(8) The City will maintain health care benefits for the employee while on FMLA leave, but 

the employee is responsible for paying the normal monthly contribution for any portion 

of leave that is unpaid. If the employee elects not to return to work at the end of the leave 

period, the employee will be required to reimburse the organization for the cost of 

premiums paid for maintaining coverage during the leave period. All other benefits cease 

to accrue during the unpaid portion of the leave.  

   

(9) It may be medically necessary for some employees to use intermittent FMLA leave. The 

City will work with employees to arrange reduced work schedules or leaves of absence in 

order to care for a family member’s serious medical condition or their own serious 

medical condition.   

(10) Since leave taken because of the birth or adoption of a child must be completed within 

the 12-month period beginning on the date of birth or placement of the child, FMLA 

leave taken for this purpose may not be taken intermittently.  

Bereavement Leave 
 

(1) All full-time City employees shall be eligible for paid bereavement leave in the event of 

death in the employee’s immediate or extended family. Bereavement leave shall be 

granted on the following basis: 

(a) An employee shall be authorized for up to 3 days of paid bereavement leave in 

the event of death in the employee’s immediate family. For the purposes of this 

paragraph “immediate family” shall mean the employee’s parents, spouse, 

children, grandparents, grandchildren, brother, sister, spouse’s parents, or anyone 

permanently residing with the employee.  

(b) An employee shall be authorized for paid bereavement leave for up to 1-day in 

the event of death of an extended family member of the employee. For purposes 

of this paragraph “extended family member” shall be limited to uncles, aunts, 

cousins, nieces, nephews, and spouse’s immediate family, other than a spouse’s 

parent.  

(c) An employee may be eligible for up to 2 days of additional paid bereavement 

leave for extenuating circumstances, such as for traveling long distances and 

making family arrangements. In addition, other special relationships may exist 

where the employee may be eligible for 1 day of bereavement leave. In these 

instances, the employee should discuss the circumstance or the relationship with 

the employee’s immediate supervisor, who shall grant or deny such requests in 

light of the workload, the employee’s circumstances, and other pertinent factors. 

(2) Whenever the use of bereavement leave is necessary, the employee shall provide advance 

notice to his or her immediate supervisor.  
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Jury Duty and Court-Ordered 

Appearances 

(1) The City encourages employees to fulfill their obligation as citizens when called to serve 

jury duty or to comply with a court or administrative subpoena. An employee that is 

required to attend jury duty or comply with a court or administrative subpoena during 

his or her regular working hours at the City shall be paid his or her full salary for the 

period of such service. An employee involved in litigation or court proceedings as a 

plaintiff or petitioner or who is not appearing before the court as a result of a duly issued 

subpoena shall not be eligible for the paid leave provided under the provisions of this 

policy, but may be permitted to use annual or compensatory leave time for such 

absences as provided in Section 6 of this Handbook.  

(2) The employee must provide a copy of the summons or subpoena to his or her immediate 

supervisor as soon as possible after receiving such notice. 

(3) The employee shall submit the dates and times out of the office necessitated by the 

employee’s service required by the court.  

(4) Any employee excused by the court during his or her normal working hours shall 

contact his or her immediate supervisor to determine if he or she will be required to 

work the remainder of his or her normal work schedule.  

 

Military Leave 

(1) The City will comply with the Uniformed Services Employment and Reemployment 

Rights Act of 1994 (USERRA) and the provisions of KRS 61.373 through 61.377 and 

KRS 61.394. USERRA grants military leave for employees and, in most cases, 

reinstatement rights regardless of whether the service is voluntary or involuntary. 

(2) As the laws change, or as interpretations of the laws change, military leave benefits for 

the City employees may change accordingly. No attempt is made in this policy to cover 

all possible situations and circumstances that may arise when an employee is ordered to 

active duty. Therefore, as military leave situations arise, an employee should consult with 

his or her immediate supervisor or the City Clerk for details regarding his or her military 

leave rights as a City employee.   

(3) Unless precluded by military necessity, an employee shall provide written notice to his or 

her immediate supervisor as soon as possible regarding the need for military leave. 

 
(4) In any one federal fiscal year (October 1-September 30), all permanent employees 

involved in military service for the United States or the Commonwealth of Kentucky are 

eligible to be paid their normal wages for a maximum of 21 calendar days. Any unused 

military leave in a federal fiscal year shall be carried over to the next year. Any unused 

military leave shall expire two years after it has accrued.  
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(5) An employee shall be entitled to military leave without loss of time, pay, regular leave, 

impairment of efficiency rating, or any other employment rights or benefits to which the 

employee is entitled.   

(6) During periods of military leave of two years or less, the employee shall be paid a salary 

to supplement military compensation, so that the aggregate compensation received by the 

employee shall be no less than the employee’s normal compensation for the period of 

military leave. 
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Section 9- Appendix and HR Forms 
 

For All Appendix Materials See Folder Inserts 
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HR Form 01 

HANDBOOK ACKNOWLEDGEMENT FORM 

I certify that I have received a copy of the City of Marion Employee Handbook and have 

read and fully understand the contents.  I have had an opportunity to ask my supervisor or the 

management personnel any questions that I have about the policies contained in the handbook. I 

understand that failure to comply with City’s policies and rules may result in disciplinary action 

up to and including discharge. 

I understand that the City of Marion Employee Handbook is not a contract of 

employment, express or implied, and that my employment is at-will, for no specific period of 

time and may be terminated at any time by me or the City.  No officer, manager, or other 

representative has any authority to enter into any agreement, oral or written, for employment for 

any specified period of time, or to make any agreement contrary to the foregoing unless 

approved by action of the City Administrator, in accordance with the City budget.  

I understand that the City of Marion Employee Handbook is a guide for common 

working practices and procedures for the City and that the City reserves the right to revise, 

terminate, or add to the Employee Handbook with or without notice at any time. 

 

 
Employee Name   

             

 
Employee Signature 
 

____________________________________________________ 

Date 
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HR Form 04 -REPORT OF WORK-RELATED INJURY 
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HR Form 09 

FAMILY AND MEDICAL LEAVE ACT MEDICAL 

CERTIFICATION FORM (WH 380 E, WH 380 F, WH 384, WH 

385, WH 385-V) 

ALSO EMPLOYER FORM DESIGNATION OF NOTICE  

(WH 382) 

Always obtain from Department of Labor website 

http://www.dol.gov/whd/fmla/  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.dol.gov/whd/fmla/
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HR Form 10 
FMLA MEDICAL UPDATE FORM 

 
 
 

Employee Name: ______________________ 

 

INSTRUCTIONS to the HEALTH CARE PROVIDER: The employee listed 

above is either your patient, or is requesting continuation of leave under FMLA to 

care for your patient.  Based on the attached original Medical Certification for 

FMLA please advise as to any changes since the last certification was filled out by 

you.  Answer, fully and completely, all applicable changes. Your answer should 

be your best estimate based upon your medical knowledge, experience, and 

examination of the patient. Be as specific as you can; terms such as “lifetime,” 

“unknown,” or “indeterminate” may not be sufficient to determine FMLA 

coverage. Limit your responses to the condition for which the employee or 

employee’s family member is seeking continued leave. Please be sure to sign the 

form on the last page. 

 

Provider’s Name and Business Address 

__________________________________________   

__________________________________________________________________

________ 

Type of Practice/Medical Specialty 

Telephone (         )     Fax (      ) ________ 

CHANGES IN MEDICAL CERTIFICATION: Identify question number in 

the original certification with your response. 
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__________________________________________  ___________________________ 

Signature of Healthcare Provider    Date 

 

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN 

STATEMENT 

 

If submitted, it is mandatory for employers to retain a copy of this disclosure in 

their records for three years. 29 U.S.C. § 2616; 29 CFR § 825.500. Persons are not 

required to respond to this collection of information unless it displays a currently 

valid OMB control number. The Department of Labor estimates that it will take 

an average of 20 minutes for respondents to complete this collection of 

information, including the time for reviewing instructions, searching existing data 

sources, gathering and maintaining the data needed, and completing and 

reviewing the collection of information. If you have any comments regarding this 

burden estimate or any other aspect of this collection information, including 

suggestions for reducing this burden, send them to the Administrator, Wage and 

Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Ave., 

NW, Washington, DC 20210. DO NOT SEND COMPLETED FORM TO 

THE DEPARTMENT OF LABOR. RETURN TO THE PATIENT. 
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HR Form 11 

FMLA MEDICAL RELEASE TO RETURN TO WORK FORM 
 

(To be completed by treating health care provider) 

 

Due Date of Form 

____________________________________________________________                                                                                                                           

Employee Name 

_____________________________________________________________                                                                                                                               

Position 

____________________________________________________________________                                                                                                                                           

Department 

_________________________________________________________________                                                                                                                                     

 

NOTE TO THE EMPLOYEE: It is the responsibility of the employee to have his or 

her treating physician(s) complete this form.  It is the responsibility of the employee to 

ensure that the form is returned to the City Clerk  by                                                                                      

. 

 

Health Care Provider Instructions 

 

Complete this section by marking the applicable statements, providing the requested 

information, and sign and date where indicated.  You may provide comments on a 

separate sheet if you need additional space. Please review the attached list of essential job 

functions in answering the following questions. 

 

a. Please review the attached list of essential job functions. Is the employee 

currently able to perform the essential function of his or her job? 

 

  No     Yes   Yes, with restrictions and/or accommodations. 

 

b. In reviewing the list of essential functions of the employee’s job, list any 

medically necessary restrictions that the employee has in returning to active 

employment. 
 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
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________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
__________________________ 
3. Are the medically necessary restrictions permanent or temporary? If temporary, 

please describe an anticipated time-line for the employee to reach maximum 

medical improvement.   

 

  Permanent   Temporary 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________ 

4.  If the medical condition of the employee will change over time, please describe 

these changes as they relate the capability of the employee to perform the 

essential functions of his or her job. 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________ 

________________________________________________________________________
________ 
 
5. Is there other information related to work that the City should be aware of that 

would assist the employee in a successful return to active employment? 
 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________ 

 

Name of Health Care Provider: 

______________________________________________________                                                                                                       

Specialty: 

_______________________________________________________________________                                                                                                                                           
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Address: 

________________________________________________________________________                                                                                                                                          

Signature of Health Care Provider: 

___________________________________________________                                                                                                

Date: 

______________________________________________________________________                                                                                                                                          

 

 

 

 

 

 

 

 

 

 



 

 
98 

 

HR Form 12 

FINANCIAL DISCLOSURE/CONFLICT OF INTEREST FORM 

 

Purpose  

Pursuant to policy adopted by the City, every Elected Official, Board Member, or employee of 

the City is required to complete and sign a Financial Disclosure/Conflict of Interest Statement 

annually or an Amended Statement any time a potential conflict of interest may arise.   

  Please Check One     Annual Statement           Amended Statement 

  

Director/Employee Information 

Name 

 

Position: (check all that apply) 

  

  City Board / Commission member 

  Elected Official  

  Non-elected Officer or Employee 

Current Address 

a. Business Address (including phone number) if other than City  

 

b. Home Address 

 

Occupation(s) 

a. Officer/Board Member/Employee  

 

b. Spouse of Officer/Board Member/Employee  

 

  

Financial Disclosure 

Please disclose, for you or any immediate family member (defined as a spouse, parent, sibling, 

grandparent, grandchild or child), any financial interest in any company or firm that does business 

with CITY, any entity that is organizationally related to CITY, or any Kentucky city.  For 

purposes of answering this question, “financial interest” does not include any agreement, 

arrangement or relationship which is based on terms offered to the general public (i.e. bank 

accounts). 
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Please disclose if interest listed above is greater than or equal to five (5) percent. 

 

  

 

Conflicts of Interest  

Please disclose, for you or any immediate family member (defined as a spouse, parent, sibling, 

grandparent, grandchild or child), the following: 

1. Any personal financial interests, direct or indirect, not listed in answer to the “Financial 

Disclosure” section above, that could conflict or appear to conflict with the director/employee’s 

duties and responsibilities to CITY or any of its related organizations. 

 

 

2. Any acceptance of employment or compensation from any members (other than the city 

you represent as a city official), contractors, supplier or vendors. 

 

 

3. Any interest in property, tangible or intangible, or any other assets or business that may 

constitute or cause a conflict of interest with your duties as a City employee, official or Board 

member. 

______________________________________________________________________________ 

  

 

Notice 

Any employee or official who knowingly and willfully provides false, misleading or incomplete 

information on this form shall be subject to disciplinary action, up to and including termination. 

Any Board member who knowingly and willfully provides false, misleading or incomplete 

information on this form shall be subject to disciplinary action, up to and including removal from 

the Board. 

 
Signature              Date 
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HR Form 15 

COMPLAINT FORM 

 

Employee Information 

Name     _____________________________________ Job Title:________________________ 

 

Complaint Information 

Date of Occurrence: __________________________  

Have you discussed this issue with your Supervisor?     Yes     No 

Date(s) of Discussion ________________________ Supervisor’s Name 

__________________________  

Issue of Complaint 

List specific problem(s)/issue(s).   

______________________________________________________________________________ 

______________________________________________________________________________ 

For clarification of the issues of your complaint, please provide statements regarding the 

unfavorable employment condition which is the subject of this complaint. (Describe what 

happened, when and where, how your employment has been affected, and indicate names of 

others involved.  Attach any supporting documentation.) 

______________________________________________________________________________ 

______________________________________________________________________________ 

List of persons with knowledge of problem. 

__________________________________________________ 

______________________________________________________________________________ 

My signature indicates that the information contained on this form and attachments to this form 

are true and factual to the best of my knowledge. 

__________________________________________      _________________________________ 

Employee's Signature                      Date 

__________________________________________      _________________________________ 

Signature of City Clerk        Date Received 

__________________________________________    __________________________________  

Signature of Executive Authority                             Date Received 
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        HR Form 19 

DISCIPLINARY FORM 

 

Employee ______________________________________ Date ___________________   

Supervisor ______________________________________ Position _________________ 

The Following is:  

________ Oral Warning   ___________ First Written Warning   

________ Second Written Warning    ___________ Suspension 

Problem: ___________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

Recommended Action to Correct Problem: ________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

My signature indicates I have been informed of a problem with my performance on the job and 

that I understand the recommended action which should be taken to correct my behavior. 

 

 
Employee’s Signature                Date  

 
Supervisor’s Signature                Date  

 

Signature of the Executive Authority       Date   

Failure to correct this behavior will result in further progressive discipline up to and including 

termination of your employment.  
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HR Form 21 

BACKGROUND CHECK RELEASE FORM 

 

I, give the City of Marion my permission to conduct a criminal background and / or credit check using my 

name and personal information. 

I understand the information given and received will be kept confidential and may affect employment 

offering. 

Full Name ___________________________________________________________________ 

Maiden Name (if applicable)  

Other Former Names (list all, if applicable)  

Birthdate         /       /________    

Social Security #             -          -__________ 

 

Driver’s License #/Issuing State _____________ 

 

 

 

  

Signature               Date 
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HR Form 22 
 

DRIVER’S LICENSE BACKGROUND CHECK RELEASE FORM 
 

Based on the fact that I will need to drive a city vehicle or my own vehicle on City business, I, 

_________________________________, give the City of Marion my permission to conduct a driver’s 

license background check using my name and personal information.   

I understand the information given and received will be kept confidential and may affect employment 

offering.  I also understand that if hired, a driver’s license background check will be done on a yearly basis 

for as long as driving a vehicle on City business is a part of my job duties.  

Full Name ___________________________________________________________________ 

Maiden Name (if applicable)  

Other Former Names (list all, if applicable)  

Birthdate         /       /_________ 

Social Security #             -          -________ 

 

Driver’s License #/Issuing State _______________________________ 

 

 

 

 

 

  

Signature               Date 
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HR FORM 23 
DRUG-FREE WORKPLACE POLICY ACKNOWLEDGEMENT 

 

 I. The unlawful manufacture, distribution, dispensation, possession or use of a 

controlled substance is prohibited within the workplace of the City of Marion. (See Section (9) of 

the Drug and Alcohol-Free Workplace Policy contained within the Employee Handbook). 

 

 II. Employees found to be abusing drugs, but not convicted of any drug statute 

violation, will be subject to appropriate disciplinary action against such an employee up to and 

including termination or be required to participate satisfactorily in a drug abuse assistance or 

rehabilitation program approved for such purposes. The employer is not required to pay for this 

rehabilitation. 

 

 III. Each employee is required as a condition of employment to abide by the terms of 

item number I; and notify the employer of any criminal drug statute conviction for a violation 

occurring in the workplace no later than 5 days after such conviction; 

 

 IV. The city shall notify the granting agency within 10 days after receiving notice of a 

conviction under item number III from an employee or otherwise receiving actual notice of such 

conviction. 

 

 V. The city shall, within 30 days after receiving notice from an employee of a 

conviction pursuant to item III or IV, take appropriate disciplinary action against such employee, 

up to and including termination; 

 

VI. The city also assures to make a good faith effort to continue to maintain a drug-

free workplace through implementation of items I, II, III, IV and V. 

 

 

 

CERTIFICATION AND ACKNOWLEDGEMENT 

 

 

 I,                                                    do hereby certify that I have read and understand the 

City of Marion's Drug-Free Workplace Policy and have received a copy of the aforementioned 

policy. 

 

Signature of Employee: ________________________________ 

 

Dated: __________________________ 
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TO:   Marion City Council     
DATE:   March 16, 2026 
FROM:  Adam Ledford      
RE:   City Administrator’s Report 
 

1. 2025-26 Year to Date Budget    
These numbers represent the modifications proposed in the budget amendment under consideration for approval 
tonight. 
General Fund 

• Overall GF revenues are at 78.39% (2,105,743) through 66.7% of the year.  A few notes on revenue: 
o Property Taxes currently has collected 88.84% of updated projects ($326,169) 
o As previously reported, Occupational Fee is only 31.63% ($25,307) of the adjusted plan, however, 

this is a fund typically receiving the bulk of collection in the 4th quarter. 
o Payroll Fees are at 72.07% ($659,313) of the adjusted plan. 
o Insurance Fees are at 85.53% ($213,813) of the adjusted plan. 
o Rent Income of $41,801 is roughly 64.31% of the adjusted plan. 

• Overall GF expenses are at $1,645,434 which is roughly 65.89% of the adjusted plan.  A few notes on 
expenses: 

o Administration is at 76.52% of the adjusted plan.  As the roughly $640,000 miscellaneous expenses 
already realized is leveled out against the remaining budget, this will result in a program more in line 
with the adjusted plan.  $596,403 of that line item was a realized passthrough recommended by the 
auditor and has no bearing on O&M operations nor does it impact fund bottom line.  If removed from 
consideration, the Administration Department is running at roughly 56% of plan for the year, which is 
well below expectations. 

o Appropriation is at 80.17% of the adjusted plan. It is a small budget based on one-time annual 
expenditures which have almost entirely been realized for the year.  This budget is anticipated not to 
expect the adjusted plan. 

o Fire Department is at 77.5% of the adjusted plan.  This is directly related to already realizing the main 
budgetary expense for the year during the truck purchase.  The budget is expected to gradually level 
out within the adjusted plan. 

 
ABC (Alcohol Beverage) Fund 

• The revenue for ABC is in line with adjusted plan; however, projected expenses are outpacing revenue.  This 
year’s difference is negligible, but steps will need to be implemented next year to avoid a similar situation. 

 
Tourism (Restaurants & Lodging) Fund 

• Both revenue and expenses are outpacing the plan, however, as expenses are tied to actual revenue this is 
not a concern and only points to a healthy local restaurant economy. 

 
LGEA (Mining) Fund 

• This budget has been setup to eliminate activity unless mining revenue emerges in the county. 
 

Municipal Aid (State Street Aid) Fund 
• Expenditures are complete for the fiscal year on projects out of this fund, however, revenue, which is a 

monthly occurrence, has not met expectations.  Further study is necessary to understand the trend. 
 
Water & Sewer Funds 

• These sheets do not reflect all the adjustments necessary as a result of the proposed budget amendment 
and as such I will reserve comments until the documents are corrected.  I will just add that we are tracking 
activity against the changes and should be able to provide a clear report by April’s meeting.  
 

2. FEMA 
Current projects with FEMA are on hold as part of the partially government shutdown at the federal level.   
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3. Sewer Plant Phosphorus Effluent Violations 
The city was notified in December of violations related to average phosphorus effluent violations. Representatives 
from Eclipse Engineering and Water Division worked with the city operators to increase solid remove from the process 
in lieu of the expense of additional chemicals (elevated option). Initial lab results indicate the level is moving towards 
full compliance, however, as we have continued to monitor, we are now moving back to implementing the elevated 
solution as initial success has proven inconsistent. A corrective action plan has been submitted to the Division of 
Enforcement. – As an update to this February statement - the chemical has been acquired and implemented.  We are 
awaiting test results. 
 

4. KLC Insurance Update 
I spoke with Ben Cook at the end of February and he was happy to report we had successfully implemented enough 
recommendations to qualify for 1st tier discounts for the 2026-27 liability, worker’s compensation, and property 
insurance.  He further followed up with an additional action to be completed in early March that would move the city 
in o 2nd tier savings among 2 of the insurance coverages.  This action will save the city thousands of dollars over 
insurance the previous few years. 

 
5. Leadership Team Meetings 

The March Leadership Team meeting focused heavily on reviewing the safety audits conducted in February and 
budget 2026-27 planning.  As far as the audits go, we identified the need to repair a catwalk at the WTP.  Tony, Greg, 
and Jeff talk about repurposing aluminum catwalks located at the old WWTP as an opportunity to save the cost of a 
replacement.  Implementation is underway. 
 

6. White Board Development/Implementation 
The whiteboard is now active in the city office and departments are working to become more active in providing 
updates on projects identified. 

 
7. File Sharing Server 

I was planning to recommend $10,000 in next year’s budget to purchase, implement, and train staff on incorporating 
a local file sharing server, however, after speaking with vendors, and reviewing our hardware, we identified a path to 
complete this step today at no additional cost.  The server will improve file management, save money on a more 
paperless program, and ensure continuation of processes and documents beyond the current users.  This will also 
allow a better method of cross-support among the administrative staff. 

 
8. Winter Storm/Executive Order 

Pursuant to Executive Order.  City staff, under direction of Cortny, instituted a modification of customer bills to 
prevent the city from financially benefiting through increased Environmental Fees for dripping and leaks during the 
winter event.  This action took participation from maintenance, administration, and code enforcement to enact the 
necessary steps to make the changes seamless and within acceptable windows of time. 
 

9. Birthday Event 
The city celebrated its 182nd birthday on February 23.  We wish to thank the kids that provided art for the event, staff 
that partook in support, and the public that took the time to come to join in the fun. 

 
10. KLC Employee Manual Update 

The manual itself is covered under the agenda; however, I wanted to make sure not to recognize Anna Baker for her 
work to get this ready for consideration tonight. 
 

11. May Fire Recognition Event 
Early May, the city is planning a small event at the Marion Fire Department to recognize their department while 
offering the public an opportunity to tour the facility and share in celebrating those her serve.  More details will be 
given in April. 
 

12. VFW Storage & Display of Military Banners 
The plans to host the banners at the VFW have been approved, and the last steps of working out the transition 
between the two parties over access should be settled soon.  Access for purposes of placing on post will be same 
day. 

 
13. Decorative Street Poles 
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1 of the 2 poles has been replaced.  A second is being prepared as it requires more work, including concrete and 
electrical services. 
 

14. Street & Alley Review 
Greg will conduct a new road survey and present the proposal to the council for budget planning as part of the 
upcoming fiscal year capital plan. 
 

15. Leaf Collection 
Now that the vacuum is working again, maintenance is planning to implement a leaf sweep as soon as the weather 
dries enough to permit it.  The focus will be to eliminate lingering piles left for collection prior to the winter season. 
 

16. Water CDBG Project (Water lines & clearwells) 
Eclipse, PeADD, and I are working on the final steps to present a bid packet to proceed forward with work on this 
previously awarded project.  My goal is to have it before you in April. 
 

17. April Listening Session 
I plan to host a listening session in early April to hear public input on next year’s budget.  It was previously planned for 
tonight, but we wanted to get a chance to put out communication and not tie it directly adjacent to a council meeting. 
 

18. Old Fire Extinguishers 
After speaking with the fire inspector, the city is going to use older extinguishers at pump stations as an added layer of 
safety. 
 

19. Staff Update 
On March 9, Dekota Adamson to fill an open spot in maintenance.  The team had been shorthanded since mid-
December. 

 



2018-19 2019-20 2020-21 2021-22 2022-23 2023-24 2024-25 2025-26 2025-26
Actual Actual Actual Actual Actual Actual Actual Budgeted Actual

Revenues 1,542,853$  1,656,064$  1,889,588$  2,392,498$  2,438,000$  2,096,321$  3,742,469$  2,686,400$  2,105,743$  78.39%

Expenses
Administration 457,350$      434,320$      456,634$      744,474$      812,088$      571,653$      2,541,440$  1,278,583$  978,338$      76.52%
Appropriations 11,006$        16,303$        6,303$          38,672$        93,281$        5,201$          5,252$          6,551$          5,252$          80.17%
Parks & Recreation 75,749$        81,598$        88,607$        89,730$        92,047$        89,036$        220,038$      82,525$        52,736$        63.90%
Police 445,900$      449,584$      469,298$      504,799$      465,360$      483,338$      520,485$      604,164$      383,310$      63.44%
Streets 34,577$        26,996$        128,413$      81,297$        275,942$      248,722$      97,395$        263,207$      54,870$        20.85%
Fire 48,795$        77,732$        65,570$        67,638$        75,390$        57,582$        75,775$        163,994$      127,101$      77.50%
E911 283,211$      330,876$      269,344$      252,843$      282,249$      251,223$      5,687$          -$                   -$                   
P&Z 67,773$        55,090$        19,111$        53,145$        54,133$        14,240$        24,360$        98,073$        43,827$        44.69%

Total Expenses 1,424,361$  1,472,499$  1,503,280$  1,832,598$  2,150,491$  1,720,995$  3,490,432$  2,497,097$  1,645,434$  65.89%

Balance 118,492$      183,565$      386,308$      559,900$      287,510$      375,326$      252,037$      189,303$      460,309$      

General  Fund Budget Balance Report



2019-20 2020-21 2021-22 2022-23 2023-24 2024-25 2025-26 2025-26
Actual Actual Actual Actual Actual Actual Budgeted Actual

Revenues 46,767$   76,680$  80,552$  92,355$  98,444$  91,273$    98,600$    65,483$  66.41%

Expenses 705$         46,906$  41,152$  74,494$  74,015$  124,712$  100,988$  60,494$  59.90%

Balance 46,062$   29,774$  39,400$  17,861$  24,429$  (33,439)$   (2,388)$     4,989$    

Alcohol Fund Balance Report



2017-18 2018-19 2019-20 2020-21 2021-22 2022-23 2023-24 2024-25 2025-26 2025-26
Actual Actual Actual Actual Actual Actual Actual Actual Budgeted Actual

Revenues 212,281$  217,418$  218,527$  249,400$  293,194$  294,113$  303,053$  307,915$  301,660$  242,155$  80.27%

Expenses 212,258$  215,890$  219,707$  247,869$  292,069$  294,001$  229,916$  304,839$  301,600$  242,411$  80.38%

Balance 23$            1,528$       (1,180)$     1,531$       1,125$       112$          73,137$    3,076$       60$            (256)$         

Restaurant & Lodging Fund Balance Report



2018-19 2019-20 2020-21 2021-22 2022-23 2023-24 2024-25 2025-26 2025-26
Actual Actual Actual Actual Actual Actual Actual Budgeted Actual

Revenues 4,236$    3,422$    2,261$  837$     287$       7$           3$           3$                -$      

Expenses 8,000$    5,325$    1,025$  1,375$  1,425$    2,855$    2,000$    227$           -$      

Balance (3,764)$  (1,903)$  1,236$  (538)$    (1,138)$  (2,848)$  (1,997)$  (224)$          -$          

Local Government Economic Assistance Fund Balance Report



2018-19 2019-20 2020-21 2021-22 2022-23 2023-24 2024-25 2025-26 2025-26
Actual Actual Actual Actual Actual Actual Actual Budgeted Actual

Revenues 93,151$  61,541$  170,124$    64,838$  88,522$  156,703.00$  69,776.00$  104,471.00$  46,723.00$    44.72%

Expenses 25,083$  7,475$    279,236$    (5,685)$   27,787$  1,525.00$       1,205.00$    158,275.00$  156,096.00$  98.62%

Balance 68,068$  54,066$  (109,112)$  70,523$  60,735$  155,178$        68,571$        (53,804)$         (109,373)$      

Municipal Aid Fund Balance Report



2017-18 2018-19 2019-20 2020-21 2021-22 2022-23 2023-24 2024-25 2025-26 2025-26
Actual Actual Actual Actual Actual Actual Actual Actual Budgeted Actual

Revenues
Water 642,156$      662,111$      650,573$      613,728$      757,906$      531,908$      778,663$       1,029,951$  2,825,767$  793,043$      28.06%
Sewer 675,507$      782,190$      857,292$      921,314$      1,133,680$  1,125,348$  1,113,440$    1,849,151$  1,825,100$  1,204,944$  66.02%

Total Revenues 1,317,663$  1,444,301$  1,507,865$  1,535,042$  1,891,586$  1,657,256$  1,892,103$    2,879,102$  4,650,867$  1,997,987$  42.96%

Expenses
Water Admin 34,247$        32,602$        33,456$        26,429$        26,760$        26,750$        83,924$         42,090$        112,046$      29,399$        26.24%
Sewer Admin 211,398$      126,866$      64,695$        120,348$      135,933$      152,487$      163,312$       154,658$      600,400$      102,160$      17.02%
Sewer Plant 280,830$      268,644$      335,277$      338,596$      303,895$      348,194$      341,390$       389,609$      450,819$      288,257$      63.94%
Sewer Maint 76,157$        80,542$        92,325$        68,381$        66,509$        86,297$        94,024$         64,964$        25,815$        41,054$        159.03%
Water & Sewer Debt 182,788$      181,398$      180,887$      193,905$      209,827$      218,539$      228,723$       289,555$      835,650$      59,810$        7.16%
Water Plant 335,045$      349,073$      393,368$      363,289$      374,148$      542,057$      382,665$       809,091$      1,019,043$  327,102$      32.10%
Water Maint 98,307$        133,024$      132,369$      136,627$      172,433$      336,817$      8,780,971$    118,082$      1,532,930$  85,672$        5.59%

Total Expenses 1,218,772$  1,172,149$  1,232,377$  1,247,575$  1,289,505$  1,711,140$  10,075,008$  1,868,049$  4,576,703$  933,454$      20.40%

Balance 98,891$        272,152$      275,488$      287,467$      602,081$      (53,885)$       (8,182,905)$   1,011,053$  74,164$        1,064,533$  

613,728$      757,906$      531,908$      778,663$       1,029,951$  2,825,767$  793,043$      
622,707$      667,614$      999,808$      9,341,603$    1,063,114$  2,759,202$  442,173$      

(8,979)$         90,292$        (467,900)$    (8,562,939)$   (33,163)$       66,565$        350,870$      

921,314$      1,133,680$  1,125,348$  1,113,440$    1,849,151$  1,825,100$  1,204,944$  
624,868$      621,891$      711,332$      733,406$       804,934$      1,817,501$  491,281$      
296,446$      511,789$      414,016$      380,034$       1,044,217$  7,599$          713,663$      

Water & Sewer Fund Balance Report







Code Enforcement/ Planning & Zoning 

February 2026 

 

 

    February 2026 Year to Date  

New complaints:   10   13 

Issues abated:    9   10 

Notices mailed:   8   10 

Citations issued:   2    2 

 

Appeals to Code Board:   0    0 

Default cases to Board:   0   3 

Final Orders issued:   0   3 

 

Properties receiving invoices: 3 

 

With warmer weather, the number of new complaints are already on the rise. I’ve been able to 

spend much more time out in the community inspecting properties. You will see this trend 

continue throughout the spring. 

 

Plans for this month include exploring our means of abatement, which means we’ll be looking 

into bids for towing/impoundment and for mowing. 

 

Three derelict buildings within city limits have now been demolished. Two of those properties 

have been cleaned up and graded, and the third property is still being actively worked on. This is 

pursuant to the agreement I made with the property owner in the fall. We weren’t required to pay 

for a building inspector to condemn the properties since the owner voluntarily condemned the 

properties himself. These properties were at 202 W Elm, 422 S Weldon, and 209 Gum St. 

 

I am still working with Angela Herndon at PeADD to rework our zoning regulations. After all 

necessary updates are made, it is my goal to have those regulations codified into our City Code 

of Ordinances. This alone will solve so many of the issues that I’ve been encountering. 

Codification will ensure that our zoning regulations are maintained in a searchable form and will 

always remain up to date. 

 

This work to update our zoning regulations also includes an update to the official zoning map. 

This work is about halfway done. It requires us to submit copies of each map amendment passed 

by the City Council and the coordinating advertisements in the Press to PeADD’s GIS office. 

I’ve identified all the amendments and am working on getting them copied and sent. 

 



Both the Zoning Commission and the Board of Adjustments have their first training opportunity 

through KLC this year in March. We are currently looking to identify more virtual options for 

training our board members. 

 

I’d like to take an opportunity to remind everyone that we do have a complaint portal on the city 

website so that anyone who would like to submit a code complaint can do so at any time. I am 

working to let the community know that this is available to them. 

 

As always, please don’t hesitate to reach out if I can offer any further information or assistance. 

Thank you! 

 

 

Tanya Byers 

Code Enforcement, Planning and Zoning 




