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NOTICE OF A VINEYARD  

CITY COUNCIL MEETING  

September 11, at 6:00 PM  

_______________ 

 

Public Notice is hereby given that Vineyard City Council will hold a regular meeting on 

Wednesday, September 11, 2019 in the Vineyard City Council Chambers, 125 South Main 

Street, Vineyard, Utah, at 6:00 PM. The agenda will consist of the following:  

 

AGENDA 
 

 

6:00 PM  REGULAR SESSION  

Presiding Mayor Julie Fullmer  

 

 

1. CALL TO ORDER 

PLEDGE OF ALLEGIANCE  

INVOCATION/INSPIRATIONAL THOUGHT – to be announced. 

 

 

2. OPEN SESSION – Citizens’ Comments                       (15 minutes) 

“Open Session” is defined as time set aside for citizens to express their views for items not on 

the agenda. Each speaker is limited to three minutes. Because of the need for proper public 

notice, immediate action cannot be taken in the Council Meeting. If action is necessary, the 

item will be listed on a future agenda, however, the Council may elect to discuss the item if it 

is an immediate matter of concern. 

 

 

3. MAYOR AND COUNCILMEMBERS’ REPORTS/DISCLOSURES/RECUSALS 
 

 

4. STAFF, COMMISSION, AND COMMITTEE REPORTS  (3 minutes each) 

• City Manager/Finance Director – Jacob McHargue 

• Public Works Director/City Engineer – Don Overson   

• Planning Commission Chair – Cristy Welsh  

• City Recorder – Pamela Spencer 

 

 

5. DISCUSSION ITEMS 

No items were submitted. 

 

 

6. CONSENT ITEMS 

6.1 Approval of the August 14, 2019 City Council Meeting Minutes 
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7. MAYOR’S APPOINTMENTS 

No names were submitted. 

  

 

8. BUSINESS ITEMS 

8.1 DISCUSSION AND ACTION – Assemble (15 minutes) 

Bryce Miller with Assemble will present information on the Assemble software; a social 

media platform designed for local government. This was designed to be a citizen 

engagement tool and polling format. The mayor and City Council will take appropriate 

action. 
 

8.2 DISCUSSION AND ACTION – Policy and Procedures Manual Amendment 

(Resolution 2019-12) (15 minutes) 

City Manager Jacob McHargue will present suggested amendments to the Vineyard 

Personnel Policies and Procedures Manual. The mayor and City Council will act to 

approve (or deny) this request by resolution. (This item was continued from the August 

28, 2019 City Council meeting.) 

  

8.3  DISCUSSION AND ACTION – RFP for the Public Works Building (15 minutes) 

Assistant City Engineer Chris Wilson will present bids for the design-build of the Public 

Works Building. The recommendation is to award the bid to Paulsen Construction. The 

mayor and City Council will take appropriate action. 

 

 

9. CLOSED SESSION  

The Mayor and City Council pursuant to Utah Code 52-4-205 may vote to go into a closed 

session for the purpose of: 

 (a)  discussion of the character, professional competence, or physical or mental health of 

an individual 

 (b)  strategy sessions to discuss collective bargaining 

 (c)  strategy sessions to discuss pending or reasonably imminent litigation 

 (d)  strategy sessions to discuss the purchase, exchange, or lease of real property  

 (e)  strategy sessions to discuss the sale of real property 

 

 

10. ADJOURNMENT 

 

 

This meeting may be held electronically to allow a councilmember to participate by 

teleconference. 

 

The next regularly scheduled meeting is September 25, 2019. 

 

The Public is invited to participate in all City Council meetings. In compliance with the 

Americans with Disabilities Act, individuals needing special accommodations during this 

meeting should notify the City Recorder at least 24 hours prior to the meeting by calling (801) 

226-1929.  
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I the undersigned duly appointed Recorder for Vineyard, hereby certify that the foregoing notice 

and agenda was emailed to the Salt Lake Tribune, posted at the Vineyard City Hall, the Vineyard 

City Offices, the Vineyard website, the Utah Public Notice website, and delivered electronically 

to city staff and to each member of the Governing Body.  

 

 

AGENDA NOTICING COMPLETED ON:    September 10, 2019    

 

CERTIFIED (NOTICED) BY:  /s/ Pamela Spencer 

PAMELA SPENCER CITY RECORDER 
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MINUTES OF A WORK AND REGULAR SESSION 1 

OF THE VINEYARD CITY COUNCIL MEETING 2 

City Council Chambers, 125 South Main Street, Vineyard, Utah 3 

August 14, at 6:00 PM  4 

_______________ 5 

 6 

Present Absent 7 

Mayor Julie Fullmer   8 

Councilmember John Earnest 9 

Councilmember Tyce Flake 10 

Councilmember Chris Judd 11 

Councilmember Nate Riley 12 

 13 

Staff Present:  City Manager Jacob McHargue, Public Works Director/City Engineer Don 14 

Overson, Assistant City Engineer Chris Wilson, City Attorney David Church, Sergeant Holden 15 

Rockwell and Deputy Chad Stilson with the Utah County Sheriff’s Office, Community 16 

Development Director Morgan Brim, Planning Commission Chair Cristy Welsh, City Planner 17 

Elizabeth Hart, City Recorder Pamela Spencer, Records Management Assistant/Deputy Recorder 18 

Kelly Kloepfer, Building Official George Reid, Water/Parks Manager Sullivan Love, Planning 19 

Commissioners Bryce Brady and Anthony Jenkins 20 

 21 

Others Speaking: Residents Matt Geddes, Cameron Hargis, Nathan Newell, Amber Rasmussen, 22 

Lorie Ann Warr, Gavin Winkel, Aubrey Bills, Katria Lesser, Steve Friedmann, Ashleigh Moore, 23 

Justin Jones, Brandon Homer, Stacey Huff, Jenna Rasmussen, Juventa and David Vezzani, 24 

David Lauret, Wayne Holdaway, Claudia Lauret, Jeff Thomsen, Tanner Lamb; UTA Trustee 25 

Kent Millington 26 

 27 

 28 

1.    CALL TO ORDER/PLEDGE OF 29 

ALLEGIANCE/INVOCATION/INSPIRATIONAL THOUGHT 30 

 31 

Mayor Fullmer opened the meeting at 6:00 PM. Councilmember Judd lead the Pledge of 32 

Allegiance and gave the invocation. 33 

  34 

 35 

6:00 PM  WORK SESSION  36 

 37 

 38 

2.    DISCUSSION – Elms, Meadows, Cottonwoods and Sycamores Subdivisions 39 

This work session is to discuss the City Council’s areas of focus, promote community 40 

planning by identifying local needs and concerns, improve City communication with 41 

residents, and apply City-wide plans to the neighborhood level. 42 

 43 

Mayor Fullmer went over the protocol for the work session. She explained that some of the 44 

residents had sent in their concerns and that staff members would be responding to them tonight. 45 

She turned the time over to City Manager Jacob McHargue. 46 

 47 

Mr. McHargue stated that there had been several emails about weeds. He said that Mr. Love who 48 

handled the parks and trail maintenance explained to him that they had signed a new contract 49 

with TruGreen and they had been out spraying, so residents should be seeing some improvement. 50 

Mr. Love explained that with the wet weather and a new contractor it had created a slow start to 51 
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the weed season. He said that the contractor had been retreating areas. He added that staff and 52 

council had also been to working on weed control. Mr. McHargue mentioned that some of the 53 

neighborhood groups had also done weed treatments. He said that there would be some 54 

volunteers coming into the city to help as well. He wanted the residents to know that staff was 55 

aware of the issues.  56 

 57 

Mr. McHargue explained that the extension of Quivira Lane in The Meadows subdivision to 58 

Center Street was an additional access road which had not been installed yet. He explained that 59 

the additional access lane was required, by the International Fire Code, because of the number of 60 

homes in the subdivision. Mr. Reid stated that it was a fire apparatus access road. Mr. McHargue 61 

said the it had not yet been designed or presented to City Council and that he would let the 62 

residents know when that would happen. He mentioned that a few of the residents had sent 63 

proposals for the road to staff.  64 

 65 

Mayor Fullmer mentioned the that there had been questions about the plan for the open space. 66 

Mr. McHargue explained that an Urban Design student had asked to take on the open space 67 

design for a final project for a class.  Mr. McHargue explained that there were several wetlands 68 

in the city that would be re-delineated in the future and not all of them would remain wetlands. 69 

He said the student used all of the open space in the city for his design. He mentioned that the 70 

student’s project would be presented during a work session at the next City Council meeting. He 71 

stated that there had been no approvals made nor had it been presented to the City Council in a 72 

formal fashion. It was only a research project to identify what land they thought might be 73 

available and some potential uses for it. Mayor Fullmer stated that if it were to be presented to 74 

council for approval it would not be at the next meeting when the student’s project would be 75 

presented, but that it would have to go through the public process. Mr. Brim explained that the 76 

project was to simply present the city with some ideas that the open space could be used for. He 77 

further explained that they would take these recommendations under advisement. He added that 78 

it would have to go through an official process and would become part of the General Plan. He 79 

mentioned that this process would take at least 6 months to complete once started.  80 

 81 

Mayor Fullmer asked Mr. McHargue to explain the second access into the parking lot at the city 82 

offices. Mr. McHargue explained that it was a potential second access point into the parking lot, 83 

which was required if they were to put a public safety use onto the lot.  84 

 85 

Resident Matt Geddes in the Meadows expressed appreciation to the city for the hours spent 86 

serving the community and the time set aside for this discussion. He stated that he was opposed 87 

to the connection of Quivira Lane to Center Street. He said the he had learned that the 88 

subdivision was required to have a “Fire Apparatus Access Road.” He read the definition of the 89 

required access road. He said that by definition the access was not required to be a public 90 

thoroughfare. He felt that there were multiple solutions as defined in the code that would not 91 

create a public thoroughfare. He said that he understood that safety was a primary concern of the 92 

council and city staff. He stated that the fire code had been written in a way to promote safety to 93 

the community. He said that his primary concern was safety, and read statistics published by the 94 

Center for Disease Control and Prevention, where they stated that accidents were the number one 95 

cause of death for children ages one to fourteen. He mentioned that there were at least 100 96 

children living in The Meadows subdivision in that age range. He felt that creating the 97 

connection would increase traffic flow into and through the neighborhood. He said that as 98 

citizens and members in The Meadows subdivision, they were the primary stakeholders impacted 99 

by the decision made. He asked that the city hear their concerns and make the decision they 100 

desired. He suggested that the city could either install a landscaped access point or a crash gate.  101 

 102 
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Resident Cameron Hargis living in The Meadows subdivision expressed concern about the 103 

second access point coming into the building. He said that he had done a petition with almost 104 

100 signatures in opposition of the second access into the city office’s parking lot. He was 105 

concerned with the heavy bike trail use and the children playing in the water retention area. He 106 

said that Mr. McHargue had explained that they would need that second access entrance if they 107 

were to build a fire station there. Mr. Hargis said that he had heard that they were going to build 108 

the fire station off of 800 North. He suggested that if they were not going to build a fire station 109 

next to the city offices that they remove the second entrance. He stated that his other concern was 110 

the wetlands. He said that he was told when he moved in that the wetlands would never be 111 

touched. He mentioned that the student’s proposal was to put a skate park, pump track, etc., in 112 

the wetlands that back his home. Mayor Fullmer reiterated that if they were to design the open 113 

space it would have to go through a public process with public input.  She stated that this project 114 

was done by a student who had ideas of what could be in the open space. She said that residents 115 

did not need to worry about any changes until they went through a public process. Mr. Hargis 116 

said they he just wanted to express how the residents felt about that land. He mentioned that 117 

there were parents who had children with special needs but were unable to attend tonight’s 118 

meeting who were also concerned about the second access point into the neighborhood from 119 

Quivira Lane. 120 

 121 

Resident Nathan Newell living in The Meadows subdivision said he was aware of the city’s 122 

plans to expand Gammon Park to the west. He said that in past meetings, city officials had 123 

reassured residents that this would be a low-key memorial heritage-type park that would not be a 124 

disturbance. He said the in June the city displayed a proposal of what could possibly be 125 

implemented. He felt that there were major concerns with these plans. He explained how 126 

Nielsen’s Grove Park in Orem City was used and that there was little to no crime in the park.  He 127 

felt that the new plans suggested for Gammon Park were not desirable to the residents of The 128 

Meadows subdivision and that it would be a liability to the city. He also felt that this plan should 129 

not come from one person’s ideas but should come from the residents. He said that there was a 130 

major safety concern with connecting The Meadows subdivision to Center Street. He felt that 131 

there was no need for the road. He said that if a park were to be put in place like the one 132 

proposed, it would attract a lot of people and funnel foot and vehicle traffic through the 133 

residential neighborhood that backed it. He felt that the attraction should be accessed off of main 134 

roads and not residential roads. He expressed concern with enforcement when crimes occur. He 135 

said that the city currently did not have enough manpower in place. He felt that two on-duty 136 

deputies were not enough to protect the city. He explained that the national understanding was to 137 

have one officer per 1,000 residents. He said that to his knowledge, Vineyard only had four full-138 

time deputies to split the week. He said that Vineyard had only a quarter of the manpower they 139 

should, which caused the city and residents stress and the deputies to be reactive instead of 140 

proactive on enforcement. He felt that the city needed to make it a priority to have the proper 141 

number of responders. He also felt that there would be time to build excessive attractions later 142 

and that the area was not set up for the amount of attractions as shown in the plan. He felt that 143 

the best fit for the city was to build a low-key park and not put in the connecting road. Sergeant 144 

Rockwell stated that there were eight full-time deputies assigned to the city. He explained that he 145 

supervised seven deputies and that they ran 24 hours a day, 7 days a week. He added that they 146 

also had use of the deputies from the north end of the County. He mentioned that their response 147 

times were just under 5 minutes, which met or exceeded what other agencies were doing. He said 148 

that Vineyard had mostly rooftops so they did not get as many calls as they would if there more 149 

businesses. He said that they would address the number of deputies as Vineyard continued to 150 

grow. Mayor Fullmer stressed that the council had focused on getting 24-hour coverage in the 151 

city and felt that they had put the need for first responders first.  152 

 153 
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Resident Amber Rasmussen living in The Meadows subdivision explained that she had 154 

submitted a proposal for the Gammon Park/farm land to be a conservation park, which would be 155 

a native habitat. She said that she would like the council and staff to consider her proposal for the 156 

entire city. She suggested using hardscapes and native wild flowers. She felt that there was a 157 

treasure in Vineyard with the native wildlife and that they should stop destroying it. Mayor 158 

Fullmer mentioned that she had sent her ideas to the city planner. Councilmember Flake stated 159 

that he agreed with Ms. Rasmussen’s concerns. He mentioned the tree manual that the city had 160 

produced for the developers to use. Mayor Fullmer said that this was a community and as ideas 161 

came in, they would come together to make a collaborative effort to benefit the entire city.  162 

 163 

Resident Lorie Ann Warr living in The Elms subdivision asked if they could create a road from 164 

Quivira Lane to Center Street that would be more of a parking lot, so that the speed limit was 165 

very low and the area was seen as a parking lot.  166 

 167 

Resident Bryce Brady living in The Elms subdivision stated that his biggest concern was with 168 

people using Zinfandel Lane, thinking they could get to 400 South. He said that there had been 169 

several suggestions such as dead-end signs or speed bumps. He said that there was a dead-end 170 

sign but it needed to be bigger. He expressed concern with the speed at which people were 171 

driving down their road once they discovered that there really was no outlet. He added that there 172 

were a lot of children playing in his neighborhood. 173 

 174 

Resident Gavin Winkel living in The Elms subdivision expressed the same concerns as Mr. 175 

Brady. He recommended that the city make it clearer that there was no outlet from Zinfandel to 176 

Holdaway Road. He suggested that if there were to be an outlet added in the future, that the city 177 

add a slowing mechanism.  178 

 179 

Resident Aubrey Bills living in The Elms subdivision suggested that the city add a sign on Main 180 

Street, stating that there was no outlet before people got to their neighborhood.  Mr. Overson 181 

explained that there was a traffic control plan process that residents could go through. He 182 

mentioned that residents in The Elms had already gone through this process to get the no outlet 183 

sign installed. He felt that it was a good idea to put a no outlet sign on Main Street south of 170 184 

South. Councilmember Earnest asked if they could put a dead-end sign instead. Mr. Overson 185 

reiterated the process to submit a proposal for traffic control.  He suggested that they could add 186 

more information on the sign.  187 

 188 

Resident Katria Lesser living in The Elms subdivision suggested that if the wetlands/open space 189 

were to ever be developed that it could become more of a park or common area for the children 190 

to use. She also suggested that they add sufficient parking. 191 

 192 

Mr. Brady suggested that they extend 400 South to Main Street before they install an outlet onto 193 

Holdaway Road in The Elms subdivision.  194 

 195 

Resident Steve Friedmann living in The Meadows subdivision asked that the city take the 196 

comments given tonight into consideration instead of extending the road out. He said that most 197 

of the residents in the neighborhood were against adding the road and the safety risk that it 198 

would create. He mentioned that he had seen cars doing donuts in the park and the residents were 199 

picking up empty alcohol bottles. He said the biggest thing was the requirement on having the 200 

second access road into the neighborhood.  Mr. Reid explained that more than 29 homes required 201 

a second access. He said that there was a provision in the code that stated that the Fire Code 202 

Official could allow a future access to be in place so the developer could build more homes. He 203 

explained that the code was in place for safety purposes. He gave a scenario as to why the second 204 

access was required. He mentioned that there were other options for the second access. He said 205 
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that there were many factors involved and one was maintenance. Mayor Fullmer said that they 206 

would look at the alternatives and explore the safety data to make sure that was installed would 207 

meet the needs for the community.  208 

 209 

Mr. Friedmann asked about the timing on building the road.  Mr. McHargue replied that they had 210 

not started the design, but there was money in the budget for it. Mayor Fullmer stated that the 211 

money was in the budget for this fiscal year.  Mr. Overson explained that they were trying to 212 

redevelop Gammon Park and include the 11 acres just of west of it, so they had not come up with 213 

a plan yet. He said that they did not want to put the road through until they knew the plan. Mr. 214 

Church clarified that before the development was built there was a plan for the community that 215 

included The Meadows subdivision. At that time the 11-acre parcel was privately owned. The 216 

subdivision was designed in anticipation that the property would be sold and developed. It was 217 

never designed as a dead end.  He said that those plans could be changed because the city now 218 

owned the property. As part of the city’s future plan the city still had to take care of the 219 

minimum requirements of the fire code and safe traffic code. If the city had not purchased the 220 

land there would have been a road there to Center street. Mr. Friedmann asked the city to make 221 

sure they were part of the public process. Mr. McHargue mentioned that the city made an effort 222 

to reach out to the residents. He stated that he would like to know how many residents received 223 

and read the newsletter, agendas, social media posts, etc. Mayor Fullmer suggested that the 224 

residents read the newsletters and follow the social media sites, so they could see when issues 225 

would be addressed. She also suggested that residents nominate a person from their communities 226 

to repost the city’s social media posts. Mr. McHargue suggested that residents allow someone 227 

from the city to post on the neighborhood’s social media sites. 228 

 229 

Ms. Rasmussen asked about water connections. Mayor Fullmer explained that the city would use 230 

the roads to put utilities underneath them. Mr. Overson explained that they needed to loop to The 231 

Elms and The Meadows subdivisions water lines, so they had a water source from more than one 232 

direction. He added that it could be under a road or in a parking lot.  233 

 234 

Resident Ashleigh Moore living in The Meadows subdivision felt that the city was trying to 235 

create the same problem in The Meadows that The Elms had with people trying to get through 236 

the subdivision. She mentioned that she had a relative killed in a neighborhood because someone 237 

was speeding and the residents here were just trying to protect their neighborhood. Mayor 238 

Fullmer stated that one of the important things was that the city would be looking at all options. 239 

She said that the idea was not to move traffic through, but to follow the International Fire Code, 240 

which was outside of the city’s regulations. She said that they want to protect people. She gave 241 

an example of an incident in the city where someone almost bled out because the ambulance 242 

could not get through. She said that their stories were not falling on deaf ears and what they 243 

ended up with would be because it was the safest for the neighborhood.  244 

 245 

Resident Justin Jones living in The Meadows subdivision said that when he was speaking with 246 

other residents, they realized that a second access would happen, but wanted to know what type 247 

of access it had to be. He said that he had heard about risk mitigation and how they do that. He 248 

mentioned that he did risk mitigation in his job. He explained that they pay attention to mortality 249 

trends, and the number one killer of children was mostly traffic accidents. He felt that to satisfy 250 

both demands, the solution would be to make it an emergency only access.  251 

 252 

Resident Brandon Homer living in The Meadows subdivision stated that he was strongly 253 

opposed to the access on Quivira Lane being a thoroughfare. He said that 90% of the 254 

neighborhood was opposed to an outlet to Center Street. He felt that the probability of a child 255 

getting hit because of more traffic entering The Meadows versus the unlikely probability of an 256 
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emergency vehicle getting stuck at that inlet was much higher. He hoped that they could come up 257 

with a better solution other than opening the road to Center Street. 258 

 259 

Resident Stacey Huff living in The Meadows subdivision asked if there were plans to repair the 260 

sidewalk in Gammon Park. Mayor Fullmer replied that there were. 261 

 262 

Resident Juventa Vezzani living in The Meadows subdivision asked when the wetlands would be 263 

on the docket for discussion. Councilmember Judd asked for clarification. Ms. Vezzani asked 264 

when changes would affect the wetlands. Councilmember Judd explained that the Army Corps of 265 

Engineers would have to delineate the wetlands, which was a lengthy process. Mayor Fullmer 266 

said that the idea would be to involve the residents and that they were not able to tie a timeline to 267 

it. Mr. Overson explained that the wetlands were delineated in 2005 and during the process, two 268 

irrigation wells were plugged and now the wetlands were drying up. He said that if they were to 269 

bring in the Army Corps of Engineers to re-delineate the wetlands and they were to see grass 270 

clippings, trees, etc. being thrown in them, the city would be fined upwards of $10,000 a day 271 

until the wetlands were brought back to their original delineation. He asked the residents to make 272 

sure they kept the wetlands pristine. Mr. Church explained that it was delineated as wetlands and 273 

as long as the city maintained that delineation nothing would happen to it. He said that if the 274 

neighborhood’s conduct was such that it became a problem to the city, then it would be in the 275 

city’s best interest to attempt to have the area re-delineated as non-wetlands and actively manage 276 

it. He explained that if the city were to actively manage the area, then decisions would need to be 277 

made as to how they would be used. He said that one of the frustrations was that because it was 278 

wetlands it did not mean that people could dump things there and that there was a 279 

recommendation to take it out of the wetlands to avoid any risk of fines and then repurpose the 280 

property. Mayor Fullmer explained that the land was owned by the city but the wetlands were 281 

governed the Army Corps of Engineers. She mentioned that at one time the city had a drying bed 282 

on this property and it had since been relocated. Councilmember Judd mentioned that there was a 283 

liability to the city and asked residents to let the city know if they saw any violations. He said 284 

that if someone were to build things in the wetlands the city would have to take them down.   285 

 286 

Ms. Vezzani asked about green waste collection. Mayor Fullmer replied that the city did not 287 

have green waste removal but residents could take it to Timpanogos Special Service District.  288 

Mr. McHargue mentioned that a green waste can would be more expensive than a garbage can 289 

and that it would be going to the same dump. He suggested that residents get a second garbage 290 

can for their green waste.   291 

 292 

Mayor Fullmer closed the work session at 7:11 PM. 293 

 294 

 295 

7:11 PM  REGULAR SESSION  296 

Mayor Fullmer opened the regular session at 7:11 PM.  297 

 298 

 299 

3.    PRESENTATION – UTA 300 

UTA Trustee Kent Millington will do a presentation on Utah Transit Authority’s (UTA) 301 

current services as well as discuss community engagement and future service planning. 302 

 303 

Mayor Fullmer turned the time over to UTA Trustee Kent Millington. 304 

 305 

Trustee Kent Millington explained that his purpose for being here was to update the city on the 306 

FrontRunner Station and the double track. He said that UTA had applied for a $25 million grant 307 
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from the Federal Transit Authority (FTA). Some of that money would be used to finish the 308 

design of and to build the FrontRunner station in Vineyard and to double track the two miles 309 

north of the station towards American Fork. He said that the operation of FrontRunner was now 310 

affected by newly mandated positive train control for the protection of riders on commuter rail. 311 

He explained that UTA was impacted because they only had single track on 75 percent of their 312 

lines. He said that they were looking to double track the area between Vineyard and American 313 

Fork, so trains could pass each other. He explained that the grant application was for $25 million, 314 

UTA had $12 million, and the entire project would cost $37 million. The project did not only 315 

include Vineyard but included double tracking between Draper and South Jordan, signage, and 316 

other improvement at all three of these stations. He said that UTA anticipated hearing back on 317 

the grant sometime in November 2019. He explained that they were already spending some of 318 

their local match funds for the design, engineering, and an environmental study, so that they 319 

could move forward quickly, as soon as they got approval on the grant. He mentioned that the 320 

Utah Department of Transportation (UDOT) had already done some work on the Vineyard 321 

Connector.  322 

 323 

Mayor Fullmer clarified that Trustee Millington was talking about the $4 million given to them 324 

by the legislature and that there were additional funds for the environmental study. Trustee 325 

Millington explained that they were using $400,000 of the $4 million for the environmental 326 

study and engineering work. He said that as part of the application they were claiming the 327 

remaining $3.5 million as a local match along with $8 million in additional funds, giving them a 328 

total local match of $12 million. He said that Vineyard was a priority and if they did not receive 329 

all of the $25 million, Vineyard’s project would still move forward. He mentioned they had 330 

already hired an engineer who would also be doing the environmental study, so that when they 331 

received the funds, they could move quickly and start construction in the spring. He said that 332 

they anticipated having the project completed by the final quarter of 2020.  333 

 334 

Mayor Fullmer asked if they would be applying the TTIF this fall. Trustee Millington replied 335 

that they would be. He said that they had requested an additional $5 million from the legislature, 336 

but had been delayed because of the taxation debate in the legislature. He added that they would 337 

continue their request into the interim sessions.  They would be pushing hard to get that funding 338 

so they could move the projects forward, even if they did not get any funds from the FTA. Mayor 339 

Fullmer asked if UTA had any plans to use the money set aside from the fourth quarter sales tax 340 

revenue on these projects if the grant did not come through, and the legislature did not give them 341 

the additional $5 million. Trustee Millington replied that there was no guarantee that they would 342 

come up with the funding. He said that the entire FrontRunner operation hinged on getting 343 

Vineyard done so they could get any bugs in the system worked out. He said that they had been 344 

working hard with the FTA and had made the proposal to the governor and the FTA to double 345 

track all the way from Payson to Brigham City. Mayor Fullmer asked what the City Council 346 

could do, because this project significantly impacted the economic growth and the RDA in 347 

Vineyard. Trustee Millington suggested that they reach out to their legislatures and express to 348 

them how import these projects were not only to their community, but to Utah County. He 349 

mentioned that on August 22, they were having a visit to the UVX bus line and that the Utah 350 

County Legislators had been invited and suggested that the council join them. He also mentioned 351 

that UVX had carried about 2.3 million people since they started the service in August of last 352 

year.  353 

 354 

Mr. McHargue asked if any of the $12 million funds mentioned included a local match from the 355 

city. Trustee Millington replied that it did not at this point. 356 

 357 
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Mayor Fullmer said that she appreciated UTA’s hard work. Trustee Millington stated that they 358 

would keep the city updated on the progress of the grant. He mentioned that the mayor served on 359 

UTA’s Local Advisory Council. 360 

 361 

 362 

4.   PUBLIC COMMENTS 363 

 364 

Mayor Fullmer opened the public comment session. 365 

Resident David Lauret living on Holdaway Road presented a traffic calming plan for Holdaway 366 

Road. He read a quote by Mayor Fullmer from an article in the Daily Herald. He said that a 367 

group of citizens had gotten together because they felt that there was a problem on Holdaway 368 

Road with increased traffic flow in excess of 500 trips a day. He explained that it was a narrow 369 

road, with no sidewalks, bike lanes, or buffers. It was designed and intended to be a local road, 370 

which they felt had been allowed to grow into an arterial road. The group felt that this was a 371 

danger to the residents on this road. They were applying as the process required, had organized a 372 

committee, and now needed to meet with city staff. Mr. Lauret stated that the group really 373 

wanted to see some positive change. He said that a big part of the solution would be to complete 374 

400 South to Main Street, but it was private property.  He mentioned that people had started 375 

avoiding Vineyard Road because of the design and since the traffic circle was too small for 376 

school buses and delivery trucks. He added that Global Positioning System (GPS) applications 377 

were taking traffic down Holdaway Road. He said that the committee would like to see some 378 

reasonable short-term things done such as shoulder striping, striping for bike lanes, and 379 

installation of a trail on Holdaway Road that would connect from Gammon Road to the sports 380 

park in Orem for students to use. Mayor Fullmer stated they would look at their proposal and 381 

start the process. 382 

 383 

Resident Wayne Holdaway living on Holdaway Road suggested that they park cars along the 384 

road to slow traffic. 385 

 386 

Resident Claudia Lauret living on Holdaway Road explained that she learned from the owners of 387 

the property where Main Street could connect to 400 South, that they had tried to talk to the city 388 

about the road. She said that living on Holdaway Road, she had to cross the street to get her mail 389 

and did not dare do it at night. He mentioned that there were three (3) handicapped children on 390 

the road. She suggested using a flashing sign to remind drivers to slow down. She thanked the 391 

first responders for their help when she needed it. 392 

 393 

Resident Jeff Thomsen living on Holdaway Road said that his biggest concern was with safety 394 

when his child or anyone got close to the street. He said that the group was looking for traffic 395 

control to slow the traffic down. Mayor Fullmer asked for clarification on the application. Mr. 396 

Thomsen replied that they were looking for something like a reminder to slow down, such as a 397 

flashing sign. Councilmember Judd asked if staff had provided, to the citizen committee, the data 398 

from flashing speed limit signs in the Sleepy Ridge subdivision. He felt that there should be 399 

some good data for them to review. 400 

 401 

There was a discussion about the flashing signs in The Sleepy Ridge subdivision and how long 402 

the process would take.  403 

 404 

Resident Tanner Lamb living in The Meadows Subdivision mentioned that he had great 405 

experiences in working with the city and supported the Holdaway Road proposal. 406 

 407 
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Resident David Vezzani living in The Meadows subdivision said that he would start taking 408 

Vineyard Road because of the residents’ concerns. He expressed concern about the right turn on 409 

green only sign at 400 South and Geneva Road. He also expressed concern with children running 410 

across 400 South during soccer games and a fence that was built too close to the road near 411 

Vineyard Elementary. Mayor Fullmer explained that the light on 400 South and Geneva Road 412 

was a UDOT light and was located in Orem City. She mentioned that UDOT had a link on their 413 

website for submitting complaints. She said that city was working on moving the stop sign and 414 

sidewalk out so that there would not be a blind spot because of the fence. Mr. McHargue 415 

mentioned that most of the design had to be approved through Orem City. 416 

 417 

Mr. Hargis asked about the water costs going up. He mentioned that there were two (2) tiers for 418 

water rates and suggested that the city add a third tier. Mr. McHargue explained that the city 419 

would be doing a financial sustainability plan to look at the utility rates, impact fees, and any 420 

impact the RDA had on the city. He said that the tiers existed to meet the state code and would 421 

be modified after the study was completed. Mr. Hargis mentioned that the EyeOnWater app was 422 

good to have. Mr. McHargue explained that the app would soon be available for all residents. 423 

Councilmember Riley stated that the city had been subsidizing almost all of the utility funds at 424 

great expense. He said that the city had to increase the utility rates to get them to a point where 425 

the city was not subsidizing them. Mr. McHargue explained that the past fiscal year was the first 426 

time ever the fund did not require subsidizing. Councilmember Judd mentioned that they were 427 

also not collecting funds for replacement reserves. Mr. McHargue explained that most of utilities 428 

were new and they were doing the sustainability plan to help put policies in place for maintaining 429 

the infrastructure. 430 

 431 

Mayor Fullmer closed the public comment session.  432 

 433 

 434 

5. WRITTEN PUBLIC COMMENTS 435 

Written comments are to be submitted to the City Recorder by noon the Tuesday before the 436 

regularly held Wednesday City Council meeting. This is to allow comments from persons 437 

who are unable to attend this meeting in person. 438 

 439 

No written comments were submitted. 440 

 441 

 442 

6. MAYOR AND COUNCILMEMBERS’ REPORTS/DISCLOSURES/RECUSALS 443 

There were no new items to report. 444 

 445 

 446 

7. STAFF, COMMISSION, AND COMMITTEE REPORTS 447 

City Manager – Jacob McHargue – Mr. McHargue had no new items to report. 448 

 449 

Public Works Director/City Engineer – Don Overson – Mr. Overson had no new items to report. 450 

 451 

City Attorney – David Church – Mr. Church had no new items to report. 452 

 453 

   Utah County Sheriff’s Office – Sergeant Holden Rockwell – Sergeant Rockwell presented 454 

his quarterly report. Highlights were:  455 

  456 
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QTR.  Total 

CAD 

Calls 

Officer 

Generated 

Calls  

 

Public 

Generated 

Calls  

Case 

Numbers 

Arrests Traffic 

Stops 

Citations 

1st Qtr. 2275 1357 918 322 48 880 207 

2nd Qtr. 2123 982 1141 374 75 502 142 

 457 

Response Times Qtr. 1:              Response Times Qtr. 2:              458 

Priority 1-2 5:14 Priority 1-2 4:57 459 

Priority 1-2 calls  243 Priority 1-2 calls  333 460 

 461 

Nature of incidents Qtr. 1:         Nature of incidents Qtr. 2: 462 

Burglary/Theft   25 Burglary/Theft 16 463 

Assault/Domestic Violence 27 Assault/Domestic Violence 27 464 

Drugs/Alcohol 23 Drugs/Alcohol   27 465 

 466 

Community Development Director – Morgan Brim & Planning Commission Chair – Cristy 467 

Welsh – Mr. Brim and Chair Welsh had no new items to report.  468 

 469 

City Recorder – Pamela Spencer – Ms. Spencer had no new items to report. 470 

 471 

   Building Official – George Reid – Mr. Reid presented the 4th quarter report for Fiscal Year 472 

2018-2019. He mentioned that the city was seeing a slowing trend to a manageable growth. 473 

Highlights of the report were: 474 

 475 

Revenue  476 

• $199,272.89 Residential 477 

• $44,755.09 Commercial 478 

He mentioned that in 2017 they were doing that amount in a month. He said that they finished 479 

out the fiscal year at just under $1 million. They issued 550 permits in 2018 and their record year 480 

was about 850. 481 

 482 

Residential Occupancy Breakdown 483 

•  3,602  Units Occupied 484 

•  1,521  Single Family 485 

•  1,086   Multifamily 486 

•     995  Townhomes 487 

•     705   Units Under Construction (not included in the total units occupied) 488 

• 13, 896 Estimated Population 489 

Units Permitted 490 

•   53 Single Family 491 

Active Permits 492 

• 263 Active Construction Sites 493 

• 1998 Total Inspections 494 

Buildout Analysis 495 

• 1797 platted units left (does not include the un-platted, such as the lake side project) 496 

 497 

Councilmember Judd pointed out that revenues were directly tied to expenses in the building 498 

department. There was a discussion about the state code. Mr. Church explained that the city 499 

could not use building permit fees to subsidize the city expenses. Mr. Reid mentioned the 500 
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building department had lost three (3) employees in the last six weeks. He added that they had 501 

contacted the contracted inspection firm for help, if needed.  502 

 503 

Water/Parks Manager Sullivan Love – Mr. Love had no new items to report. 504 

 505 

Clean Air Task Force – Resident Josh Gilman – Mr. Gilman had no new items to report. 506 

 507 

 508 

8. DISCUSSION ITEMS 509 

No items were submitted. 510 

 511 

 512 

9.    CONSENT ITEMS 513 

9.1. Approval of the July 10, 2019 City Council Meeting Minutes 514 

9.2. Approval of Edgewater Phase 15 Final Plat 515 

9.3. Approval of Tucker Row Phase 2 Unit 12 Final Plat 516 

 517 

Mayor Fullmer called for a motion. 518 

 519 

Motion: COUNCILMEMBER FLAKE MOVED TO APPROVE THE CONSENT ITEMS 520 

AS NOTED. COUNCILMEMBERS EARNEST SECONDED THE MOTION. MAYOR 521 

FULLMER, COUNCILMEMBER EARNEST, FLAKE, JUDD, AND RILEY VOTED 522 

AYE. MOTION CARRIED UNANIMOUSLY. 523 

  524 

 525 

10.    MAYOR’S APPOINTMENTS 526 

Mayor Fullmer will appoint Kelly Kloepfer as a Deputy Recorder, with the advice and 527 

consent of the council.  528 

 529 

Mayor Fullmer called for a motion. 530 

 531 

Motion: COUNCILMEMBER JUDD MOVED TO APPOINT KELLY KLOEPFER AS 532 

THE DEPUTY RECORDER. COUNCILMEMBER RILEY SECONDED THE MOTION. 533 

MAYOR FULLMER, COUNCILMEMBERS EARNEST, FLAKE, JUDD, AND RILEY 534 

VOTED AYE. MOTION CARRIED UNANIMOUSLY. 535 

 536 

 537 

11.     BUSINESS ITEMS 538 

11.1 Public Hearing – Zoning Code Text Amendments (ORD 2019-05) 539 

The city of Vineyard is proposing zoning text amendments for ADU requirements 540 

(15.34.060), sports court fencing heights (15.32.230), permitting street side yard corner 541 

lot accessory structures (15.34.030), removing landscaping fees (15.40), beekeeping 542 

regulations (15.34.210), and bicycle parking regulations (15.38). the mayor and City 543 

Council will vote to approve (or deny) this request by ordinance.  544 

 545 

Mayor Fullmer called for a motion to open the public hearing.  546 

 547 

  548 
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Motion: COUNCILMEMBER RILEY MOVED TO OPEN THE PUBLIC HEARING AT 8:02 549 

PM. COUNCILMEMBER JUDD SECONDED THE MOTION. MAYOR FULLMER, 550 

COUNCILMEMBERS EARNEST, FLAKE, JUDD, AND RILEY VOTED AYE. THE 551 

MOTION CARRIED UNANIMOUSLY.  552 

 553 

Mayor Fullmer turned the time over to Community Development Director Morgan Brim and 554 

City Planner Elizabeth Hart. 555 

 556 

Mr. Brim reviewed the text amendments. 557 

• 15.12.060 - Dimensional Standards Table - Adding a reference in the table referring to 558 

Accessory Standards Section 15.34.030 for Street Side Corner Lots.  559 

 560 

• 15.32.230 - Requirements for Fences and Walls –  561 

o Height of fences is measured from finished grade. Reference to natural grade is 562 

removed due to the fact that most lots within the city no longer contain their 563 

natural grade.  564 

o Fences/walls up to eight feet in height may be required to buffer commercial, 565 

public utilities and industrial uses from residential properties.  566 

o Fences up to eight feet in height may be approved by the planner to provide 567 

security around public utilities and industrial uses.  568 

o Grade shall not be modified to obtain addition fence height. 569 

o Residential sports court fencing may be approved surrounding sport courts. 570 

o Height approved up to ten feet and must have a setback of three feet. 571 

o Fencing shall be made of open wire construction of galvanized steel.  572 

Mr. Brim explained that this was to allow a 10-foot fence around sports courts only and not the 573 

entire yard. He mentioned that there was a 3-foot setback and that the city had to follow the same 574 

code. He said that there was a provision for the city manager to allow fencing in parks, etc. There 575 

was a discussion about the fencing. 576 

 577 

• 15.34.030 - Accessory Buildings  578 

o Accessory building permitted within side yards of corner lots.  579 

o Must be screened on the sides and front with a fence.  580 

o Height is limited to ten feet and a setback of three feet from the side property line 581 

is required. 582 

o A six-foot setback from the home is required.   583 

Mr. Brim explained that there had been a request to allow accessory structures on corner lots. 584 

There was a discussion about accessory buildings and screening. 585 

 586 

• 15.34.060 - Accessory Dwelling Units  587 

o ADUs are prohibited on parcels less than 6,000 square.  588 

o Language was corrected regarding the size of ADUs. ADUs shall neither exceed 589 

50% the size of the principle dwelling nor 1,200 square feet.   590 

o Onsite parking is increased to five spaces.  591 

Mr. Brim explained that the Zoning Code was written to allow any single-family home to have 592 

an ADU with standards. He said that they found that homes with smaller lots were trying to put 593 

ADUs in them and it was creating a duplex feel. He felt that they needed to correct some of the 594 

language to limit the size of the ADUs. He said that they were also requesting to increase the 595 

parking from four (4) to five (5) spaces. 596 
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 597 

• 15.40.030 - Plans and Fee Required  598 

o Removing landscaping fee and referencing fee schedule. Landscaping is already 599 

reviewed as part of the site plan process. The cost is already covered under the 600 

site plan fee.  601 

 602 

Ms. Hart explained that she would be introducing new additions to the Zoning Code written to 603 

promote and achieve the vision of the General Plan. She said that she had identified two (2) goals 604 

and three (3) strategies in the Transportation chapter of the new General Plan and that bicycle 605 

parking would help accomplish these items. 606 

  607 

• 15.38 - Parking and Loading Requirements (Bicycle Parking) 608 

o Requiring bicycle parking at new developments. 609 

o Minimum of 3 bicycle parking stalls or a number equal to 10% of total required 610 

on-site vehicular parking stalls, required spaces shall not exceed 30 bicycle 611 

parking stalls.  612 

o Exception: The Community Development Director may reduce the requirements 613 

up to 50% for uses that might not likely to attract bicycle traffic, like a car wash 614 

or storage units.  615 

o Bicycle rack style of an inverted U or as approved by the Community 616 

Development Director. 617 

o Located no more than 50 feet from the primary entrance. 618 

o Each bicycle parking space shall have a minimum of 2 feet wide and 7 feet in 619 

length of space.  620 

o Minimum 3 feet between racks and 5 feet between rows of racks. 621 

There was a discussion about the bicycle parking. 622 

 623 

• 15.34.125 - Beekeeping  624 

o To authorize beekeeping subject to certain requirements to avoid problems that 625 

may otherwise be associated with beekeeping in populated areas.  626 

o Honeybees are only allowed to be hived. 627 

o Number of hives based on lot size.  628 

o Hives must be a minimum of 3 feet from a property line and 20 feet from any 629 

dwelling unit.  630 

o Flyway barrier is required. It must be 6 feet in height, have a solid wall or fence, 631 

dense vegetation or combination thereof. It may be a property line fence.  632 

o Water stored on the property required from March 1 to October 31. 633 

o Registration with the State of Utah. 634 

Ms. Hart explained the need for bees and beekeeping. There was a discussion about beekeeping. 635 

Mr. Brim explained that anyone that currently had beehives would be a nonconforming use, if 636 

they were already meeting the state laws.  637 

 638 

• 15.60.020 - Definitions  639 

o Definitions added for:  640 

▪ Apiary 641 

▪ Beekeeper 642 

▪ Beekeeping Equipment 643 

▪ Colony  644 

▪ Hive  645 

▪ Honeybee  646 
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 647 

Mr. Brim said that Planning Commission had recommended approval of the proposed ordinance.   648 

 649 

Mayor Fullmer called for public comments. Hearing none, she called for a motion to close the 650 

public hearing.  651 

 652 

Motion: COUNCILMEMBER JUDD MOVED TO CLOSE THE PUBLIC HEARING AT 8:29 653 

PM. COUNCILMEMBER EARNEST SECONDED THE MOTION. MAYOR FULLMER, 654 

COUNCILMEMBERS EARNEST, FLAKE, JUDD, AND RILEY VOTED AYE. THE 655 

MOTION CARRIED UNANIMOUSLY.  656 

 657 

Councilmember Judd felt that with accessory buildings on corner lots, that there would be one 658 

neighbor who would have issues with it. Mr. Brim explained that it would be on the street side 659 

and would not abut any neighbors. Councilmember Judd said that they could put it on the back of 660 

the corner lot and then one neighbor might be affected by it. Mr. Brim suggested that there 661 

would be no screen on the back side.  662 

 663 

Mayor Fullmer stated that she wanted more time to review the accessory building and the ADU 664 

codes. She said that she was not sure how the required bike parking would work economically. 665 

Ms. Hart said that they were already encouraging the bike parking and the developers seemed 666 

fine with it.  667 

 668 

There was a discussion about ADUs. The council agreed to hold off on approving the ADU 669 

section of the ordinance.  670 

 671 

Mayor Fullmer called for a motion. 672 

  673 

Motion: COUNCILMEMBER FLAKE MOVED TO APPROVE THE ZONING TEXT 674 

AMENDMENTS, ORDINANCE 2019-05, WITH THE EXCEPTION OF 15.34.060 675 

ACCESSORY DWELLING UNITS AND 15.34.030 ACCESSORY BUILDINGS. 676 

REFERRING THEM FOR FUTURE DISCUSSION. COUNCILMEMBER JUDD SECONDED 677 

THE MOTION. ROLL CALL WENT AS FOLLOWS: MAYOR FULLMER, 678 

COUNCILMEMBERS EARNEST, FLAKE, JUDD, AND RILEY VOTED AYE. THE 679 

MOTION CARRIED UNANIMOUSLY.  680 

 681 

Mayor Fullmer moved item 11.3 in front of item 11.2. 682 

 683 

11.3    DISCUSSION AND ACTION – Proposals for the Comprehensive Financial 684 

Sustainability Plan 685 

City Manager Jacob McHargue will present bids for the CFSP. The mayor and City 686 

Council will take appropriate action. 687 

 688 

Mayor Fullmer turned the time over to City Manager Jacob McHargue.  689 

 690 

Mr. McHargue stated that there were two (2) proposals for the Comprehensive Financial 691 

Sustainability Plan (CFSP). The companies were Lewis Young Robertson & Burningham (Lewis 692 

Young) and Zions Bank. He explained the reason for having a sustainability plan and the impact 693 

the RDA would have on the General Fund. He mentioned that Laura Lewis with Lewis Young 694 

was in attendance to answer any questions the council might have. 695 
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Councilmember Judd asked Ms. Lewis at what point it would make sense to have a different set 696 

of eyes. Ms. Lewis felt that the city would get the best of both worlds, using their firm, because 697 

the CFSP would be done under a different division of the company. She mentioned that Fred 698 

Philpot would be the team and would be working with Cody Hill and Teresa Pinkal. She said that 699 

their firm had done similar types of things with Ogden and American Fork.  700 

 701 

Councilmember Riley said that both of the entities had had a long history with Vineyard. He felt 702 

that this was an opportunity to have a different set of eyes by using Zions Bank. He stated, for 703 

the record, that he appreciated both of these firms because Vineyard had relied on them heavily 704 

for many years.  705 

 706 

Councilmember Flake asked Councilmember Judd for his thoughts as a banker. Councilmember 707 

Judd felt that both firms would do an exceptional job. He said that it meant something to him to 708 

have Ms. Lewis in attendance. He said that his recommendation would be to go with Lewis 709 

Young. 710 

Mayor Fullmer said that the Mr. Philpot came highly recommended and felt good about going 711 

with Lewis Young. 712 

 713 

Motion: COUNCILMEMBER JUDD MOVED TO APPROVE THE BID AND ALLOW 714 

STAFF TO BEGIN WORKING WITH THE CONSULTANT LEWIS AND YOUNG’S 715 

PROPOSAL PROVIDED AND AS STIPULATED ON THE STAFF REPORT. 716 

COUNCILMEMBER FLAKE SECONDED THE MOTION. MAYOR FULLMER, 717 

COUNCILMEMBERS EARNEST, FLAKE, AND JUDD VOTED AYE. COUNCILMEMBER 718 

RILEY VOTE NAY. MOTION CARRIED FOUR TO ONE. 719 

 720 

11.2    DISCUSSION AND ACTION – Bids for Center Street Overpass 721 

Public Works Director/City Engineer Don Overson will present a bid recommendation for 722 

the building of the Center Street Overpass. The mayor and City Council will take 723 

appropriate action. 724 

 725 

Mayor Fullmer turned the time over to Public Works Director/City Engineer Don Overson.  726 

 727 

Mr. Overson stated that it had been seven (7) years since he started this process. He said that it 728 

had been a long road and felt that this needed to happen. He recommended Wadsworth Brothers 729 

as the low bidder, as outlined in his staff report. He said that the total cost, including the project 730 

management, would be just under $8 million. He added that this also included a 10 percent 731 

contingency. 732 

 733 

Councilmember Judd asked if staff was comfortable that this contractor could get the work done. 734 

Mr. Overson explained that they had prequalified the contractors before they were allowed to 735 

bid. He said that he was not worried about them. Councilmember Judd asked if staff understood 736 

why their bid was less compared to others. Mr. Overson replied that Wadsworth Brothers had a 737 

supplier would could provide the backfill at a lower cost. 738 

 739 

Mr. Church asked when staff anticipated that they could start work on the project. Mr. Overson 740 

replied that they should be starting in September of this year. He said that they would not be 741 

going over the rail until June of 2020, which should give them time to get the air rights from 742 

Union Pacific (UP). Mayor Fullmer felt that they needed to make sure that the contract moved 743 

forward with UP. Mr. McHargue stated that JUB Engineers and the city would reach out to UP.  744 

 745 
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Councilmember Riley asked Mr. Overson if he foresaw any road construction impact on the 746 

intersection where Vineyard Road meets Center Street. Mr. Overson replied that the majority of 747 

the construction traffic would be using Main Street, to Center Street, to the overpass, on the west 748 

side, and on Mill Road to the overpass on the east side. He felt that there would not be an impact 749 

until they improved the intersection at Vineyard Road and Center Street. Councilmember Riley 750 

asked where they would push the traffic while they were improving that intersection. Mr. 751 

Overson replied that they would ask the contractor to either leave two lanes open or do 752 

something else to keep traffic moving on Vineyard Road. Mayor Fullmer felt that part of the 753 

process of lessening the arterial use of Holdaway Road would be getting the overpass open. 754 

Councilmember Judd suggested they reach out to the property owners of the farm to get Main 755 

Street open to 400 South.  756 

 757 

Mayor Fullmer called for a motion. 758 

 759 

Motion: COUNCILMEMBER EARNEST MOVED TO AWARD THE BID OF $6,814,575.89 760 

TO WADSWORTH BROTHERS CONSTRUCTION WITH THE CONTINGENCY AND 761 

PROJECT MANAGEMENT LINE ITEMS AS SHOWN IN THE FISCAL IMPACT 762 

TABULATION AND ALLOW STAFF TO BEGIN WORKING WITH WADSWORTH 763 

BROTHERS CONSTRUCTION TO SIGN A CONTRACT.  764 

 765 

Fiscal Impact: 766 

Wadsworth Brothers Construction $6,814,575.89 

JUB Construction Management $453,591.90 

Subtotal $7,268,167.79 

10% Contingency $726,816.78 

Total $7,994,984.57 
 767 

COUNCILMEMBER RILEY SECONDED THE MOTION. MAYOR FULLMER, 768 

COUNCILMEMBERS EARNEST, FLAKE, JUDD, AND RILEY VOTED AYE. MOTION 769 

CARRIED UNANIMOUSLY.  770 

 771 

11.4    DISCUSSION AND ACTION – KnowWhere Campus Safety System Technology 772 

Councilmember John Earnest is requesting a discussion and possible approval of purchasing 773 

the KnowWhere Campus Safety System Technology for the School Resource Officer to use 774 

in conjunction with the SafeUT program. The mayor and city council will take appropriate 775 

action.  776 

Mayor Fullmer turned the time over to Sergeant Holden Rockwell with the Utah County 777 

Sheriff’s Office.  778 

 779 

Sergeant Rockwell explained that he had hired Deputy Chad Stilson as the Student Resource 780 

Officer (SRO). He said that his staff and the elementary schools were excited about having an 781 

SRO. He mentioned that Deputy Stilson taught the NOVA program at Vineyard Elementary. He 782 

turned the time over to Deputy Stilson. 783 

 784 

Deputy Stilson stated that he had been in law enforcement for 17 years, with the Utah County 785 

Sheriff’s Office for 10 years, and assigned to Vineyard for two (2) years. He mentioned that he 786 

was a Vineyard resident. He said that he had enjoyed teaching the NOVA program. He explained 787 

what the NOVA program was. He felt that it had made a positive influence in a lot of lives and 788 

was hoping to implement the program in the other elementary schools in Vineyard. 789 
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Councilmember Judd mentioned that his daughter had loved the program. He felt that it would be 790 

great to incorporate the program in the other schools. 791 

 792 

No action was taken on this item. 793 

 794 

11.5    DISCUSSION AND ACTION – A Resolution Supporting the Utah County Good 795 

Governance Advisory Boards’ Recommendation to Place a Change of Government 796 

Question on the November 2019 Ballot (Resolution 2019-10) 797 

It is recommended that the City Council support the recommendation of the Utah County 798 

Good Governance Advisory Board to place a change of form of county government 799 

question on the November 2019 General Election Ballot. The mayor and City Council will 800 

possibly act to approve this request by resolution.  801 

 802 

Mayor Fullmer explained that the Utah County Good Governance Advisory Board was 803 

recommending a change in the form of government in the county. She mentioned that there were 804 

other cities who had passed a resolution of support. She explained what happened at the Utah 805 

County Commission level to postpone the proposition being on the ballot this year.   806 

 807 

Mayor Fullmer called for questions from the council. Hearing none, she called for a motion.  808 

 809 

Councilmember Flake said that he agreed with the mayor. He felt that a three-commissioner 810 

system was ancient and ripe with problems. 811 

 812 

Motion: COUNCILMEMBER FLAKE MOVED TO APPROVE THE RESOLUTION 2019-10 813 

SUPPORTING THE UTAH COUNTY GOOD GOVERNANCE ADVISORY BOARD’S 814 

RECOMMENDATIONS. COUNCILMEMBER EARNEST SECONDED THE MOTION. 815 

ROLL CALL WENT AS FOLLOWS: MAYOR FULLMER, COUNCILMEMBERS 816 

EARNEST, FLAKE, JUDD, AND RILEY VOTED AYE. MOTION CARRIED 817 

UNANIMOUSLY.  818 

 819 

  820 

12.    CLOSED SESSION  821 

The Mayor and City Council pursuant to Utah Code 52-4-205 may vote to go into a closed 822 

session for the purpose of: 823 

 (a)  discussion of the character, professional competence, or physical or mental health of 824 

an individual 825 

 (b)  strategy sessions to discuss collective bargaining 826 

 (c)  strategy sessions to discuss pending or reasonably imminent litigation 827 

 (d)  strategy sessions to discuss the purchase, exchange, or lease of real property  828 

 (e)  strategy sessions to discuss the sale of real property 829 

 830 

Mayor Fullmer called for a motion to go into a closed session. 831 

 832 

Motion: COUNCILMEMBER FLAKE MOVED TO GO INTO A CLOSED SESSION TO 833 

DISCUSS THE CHARACTER, PROFESSIONAL COMPETENCE, OR PHYSICAL OR 834 

MENTAL HEALTH OF AN INDIVIDUAL, IMMEDIATELY FOLLOWING THE 835 

REDEVELOPMENT BOARD MEETING. COUNCILMEMBER JUDD SECONDED THE 836 

MOTION. ROLL CALL WENT AS FOLLOWS: MAYOR FULLMER, COUNCILMEMBERS 837 

EARNEST, FLAKE, JUDD, AND RILEY VOTED AYE. MOTION CARRIED 838 

UNANIMOUSLY.  839 
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 840 

 841 

13. ADJOURNMENT 842 

Mayor Fullmer called for a motion to adjourn the meeting.  843 

 844 

Motion: COUNCILMEMBER FLAKE MOVED TO ADJOURN THE MEETING AT 8:58 PM. 845 

COUNCILMEMBER JUDD SECONDED THE MOTION. MAYOR FULLMER, 846 

COUNCILMEMBERS EARNEST, FLAKE, JUDD, AND RILEY VOTED AYE. MOTION 847 

CARRIED UNANIMOUSLY.  848 

 849 

The next regularly scheduled meeting is August 28, 2019. 850 

 851 

MINUTES APPROVED ON:    852 

 853 

CERTIFIED CORRECT BY:    /s/ Pamela Spencer 854 

PAMELA SPENCER, CITY RECORDER 855 

 856 
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VINEYARD CITY COUNCIL STAFF REPORT 

 

Meeting Date: 09/11/2019 

Agenda Item: 8.2 Policy Manual 

Department: Administration 

Presenter: Jacob McHargue & David Church  

 

Background/Discussion: We are proposing some updates to the policy manual, two of 

them were requested by the Mayor and one is a response to a legislative change.  

The mayor requested that she be removed from the employee grievance process and the 

Sexual Harassment complaint process.  

 

During the 2019 legislative session HB163 was passed in regards to the personal use of 

public property. This bill requires cities to have a formal policy allowing de-minimus use 

of public property by public employees. We are proposing such a policy and adding it to 

our policy manual. Our HR consultant Albert Foster has reviewed and is comfortable with 

the wording.  

 

Fiscal Impact: N/A 

 

 

Recommendation: 

We recommend that the council approve the changes as shown in the policy manual.  

 

 

Sample Motion: 

I make a motion that we approve resolution 2019-12 to adopt the personnel policy manual 

with the recommended changes.  

 

Attachments: 

Resolution 

Personnel Policies and Procedures Manual Amendments 

Personnel Policies and Procedures Manual with Redlines 



 

 

RESOLUTION NO. 2019-12 

 

A RESOLUTION AMENDING THE PREVIOUSLY ADOPTED PERSONNEL POLICIES 

AND PROCEDURES MANUAL FOR VINEYARD, UTAH  

 

 

WHEREAS, the Vineyard City Council desires to have consistent policies for its employees 

and to promote a work place that is safe and professional; and  

 

WHEREAS, the Vineyard City Council desires to amend the previously adopted Personnel 

Policies and Procedures Manual,  

 

NOW THEREFORE BE IT RESOLVED BY THE GOVERNING BODY OF VINEYARD 

AS FOLLOWS:  

 

1. The Vineyard Policies and Procedure Manual will be amended as shown in exhibit A. 

 

2. This resolution shall take effect upon passing.  

 

Passed and dated this 11th day of September, 2019.  

 

 

 

 

       ___________________________________  

       Julie Fullmer, Mayor  

 

 

 

Attest:  

 

 

 

_____________________________________  

Pamela Spencer, City Recorder  



Policy Manual Updates 

 

SECTION VI:  SEXUAL/GENDER AND OTHER HARASSMENT 
 

Section 4.A.6. 

The victim should submit formal written complaints to the department head or City 

AdministratorHuman Resources. If the Mayor or City Manager is the employee 

engaging in the offensive behavior, the formal complaint should be submitted to the 

Council. 

 

SECTION VII:  EMPLOYEE CODE OF CONDUCT 
 

Section 16. New section in response to HB163 

16. Personal Use of Public Property 

Vineyard employees are public servants. The City provides public property to its employees for the 

primary purpose of facilitating the public's business. The incidental personal use of public property 

furthers the public's business by promoting employee efficiency, good will, and morale at little or no 

cost to the City. Therefore, personal use of public property by City employees is authorized if such use is 

de minimus, incidental, and satisfies the following criteria 

A. ls authorized to use or possess property to fulfill the employee's official functions 

B. Public value of use or possession of property by employee outweighs any personal benefit to 

employee 

C. Does not interfere with employee's primary duties or City operations 

D. Does not interfere with the ·performance of any other employee's duties 

E. Does not compromise the integrity of City property, information, or software 

F. Does not involve conducting an outside business or private employment or other activities 

conducted for private financial gain 

G. Does not violate the law or City policy 

H. Does not create a risk of liability or harm to the City 

 
 

 

SECTION IX:  GRIEVANCE PROCEDURES  



 
 

A. Only the issues presented in the original grievance may be considered throughout the 
appellate process. A grievance and any necessary appeals shall be processed through the 
following chain of command, if applicable: 

1. Department Head. 

2. City Manager.Human Resources 

3. Mayor or designee City Manager 

4. Council. 
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This document supersedes all personnel policies and 
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PREFACE 
 

It is the policy of Vineyard to establish reasonable rules of employment conduct 

(i.e., guidelines for management and employees to follow) and to ensure 

compliance with these rules through a program consistent with the best interests of 

Vineyard and its employees. THIS MANUAL IS NOT, AND SHALL NOT BE 

CONSTRUED AS, AN EXPLICIT OR IMPLIED CONTRACT, SHALL NOT 

MODIFY ANY EXISTING AT-WILL STATUS OF ANY VINEYARD 

EMPLOYEE, AND SHALL NOT CREATE ANY DUE PROCESS 

REQUIREMENT IN EXCESS OF FEDERAL OR STATE CONSTITUTIONAL 

OR STATUTORY REQUIREMENTS. THE TERM “AT-WILL” MEANS 

EMPLOYEES CAN TERMINATE OR BE TERMINATED AT WILL. 

EXCEPTIONS ARE EMPLOYEES HAVING WRITTEN CONTRACTS 

SIGNED BY THE MAYOR OF VINEYARD. 

 

It is also the policy of Vineyard to comply with Federal and State Equal 

Employment Opportunity guidelines. All employment decisions will be made 

without unlawful regard as to race, color, religion, sex, national origin, age, or 

disability. To this end, Vineyard will not engage in any unlawful discrimination 

against any employee or applicant for employment because of race, color, religion, 

sex, sexual orientation, national origin, disability, age, or veteran status, and will 

ensure that applicants and employees are treated without unlawful regard to these 

characteristics. 

 

Additionally, it is the policy of Vineyard to strive for safety in all activities and 

operations, and to carry out the commitment of compliance with health and safety 

laws applicable to Vineyard by enlisting the help of all employees to ensure that 

public and work areas are free of hazardous conditions. 

 

Vineyard reserves the right to change any of its policies and/or procedures at any 

time in the future for any reason. Therefore, if you have suggestions or comments 

concerning the content of this manual, please submit them, in writing, to your 

immediate supervisor or department head for review. Thank you.
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INTRODUCTION 
 

 

Welcome,  

 

Vineyard’s Personnel Policies and Procedures Manual is simply a written guide for 

management and staff. This manual not only outlines Vineyard’s policy on the 

various phases of the employer-employee relationship, it also indicates how the 

policy is to be administered. Consequently, each employee is able to use this 

Manual as a guide when policy needs to be applied to a given situation. As an 

employee of Vineyard, you are expected to read, understand, and follow the 

policies and procedures contained in this manual. 

 

Please be advised that it is the obligation of each employee of Vineyard to conduct 

themselves in conformity with the principle of Equal Employment Opportunity at 

all times. All employment activities including, but not limited to, advertising, 

recruitment, hiring, promotion, demotion, transfer, disciplinary action, layoff, 

termination, compensation, and training, shall be conducted without unlawful 

regard to race, color, religion, sex, sexual orientation, national origin, age, or 

disability. 

 

Finally, no employee, officer, agent or other representative of Vineyard has any 

authority to enter into any agreement for employment for any specified period of 

time or to make any agreement or representation, verbally or in writing, which 

alters, amends, or contradicts the provisions of this Personnel Policies and 

Procedures Manual. 
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SECTION I:  EQUAL EMPLOYMENT OPPORTUNITY (EEO)  
 

1. General Policy 

It is the policy of Vineyard to comply with Equal Employment Opportunity standards in all 

phases of personnel administration: job structuring, recruitment, examination, selection, 

appointment, placement, training, upward mobility, discipline, etc., without unlawful regard to 

race, color, religion, sex, sexual orientation, age, physical or mental disability, national origin or 

veteran status. Considerations for all phases of personnel administration will be based on 

education, skills, experience, personality, and fit and potential for job performance and learning. 

2. Supervisor Responsibilities 

The Mayor, or designee, will ensure that Vineyard is in compliance with all of the personnel 

policies and procedures in this manual, including all EEO standards. Additionally, the Human 

Resource Manager, or department head, will ensure that each employee receives a copy of this 

Personnel Policies and Procedures Manual and that the employee signs and dates a “Policy 

Statement and Acknowledgment Form” (form #1) stating receipt of the manual. The Human 

Resource Manager will then file the signed and dated “Policy Statement and Acknowledgment 

Form” in the employee's personnel file. 

3. Employee Responsibilities 

Employees are responsible for informing themselves about the policies, practices, and benefits 

set forth in Vineyard’s Personnel Policy and Procedures Manual by reading them and, if 

necessary, asking a supervisor to explain them. Additionally, all employees are required to sign 

and date a “Policy Statement and Acknowledgment Form” (form #1) stating receipt of this 

manual. 
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SECTION II:  PROTECTION FROM CONTRACTOR CAUSED 
LOSSES/LIABILITIES  

 

1. General Policy 

Vineyard will take all necessary precautions and steps in written contracts to prevent loss and 

liability arising from entering relationships with independent contractors using the “Hold 

Harmless Agreement” (form #2), which is a part of the “Indemnity Provision Contract”, or the 

entire “Indemnity Provision Contract” (form #3). 

2. Supervisor Responsibilities  

A. Ensure that no work is performed by any private contractor until: 

1. A written contract between Vineyard and the contractor has been entered into 

and signed by both parties. 

2. The signed written contract has been attested by the city recorder. 

B. Each contract with a private contractor should contain indemnity/hold harmless 

clauses, which provide that: 

1. The contractor assumes all liability arising out of work performed by the 

contractor or their officers, employees, agents, and volunteers. 

2. The contractor must provide evidence that they have acquired and maintain 

comprehensive general liability coverage, including liability insurance 

covering the contract concerned, prior to the execution of the contract. 

3. Vineyard and its officials, employees, agents and volunteers must be named as 

additional insured on the liability insurance policy. 

C. Each contract with a private contractor should contain provisions that ensure the 

contractor is carrying workers compensation insurance coverage. 

1. Vineyard should require evidence of Workers Compensation insurance (or 

evidence of qualified self-insurance) from all contractors. 

2. Vineyard shall have the contractor show evidence of the contractor’s Workers 

Compensation coverage to Vineyard. 
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SECTION III:  RECRUITMENT & SELECTION  
 

1. General Policy 

It is Vineyard’s goal to provide meaningful services to its population in a cost-effective and 

professional manner. This requires that Vineyard attract, retain, and motivate the most skilled 

and customer-service-oriented employees available.  

2. Hiring Procedures  

The Human Resources Manager shall develop and administer a process for the recruitment and 

selection of all city employees.   

A. When a position opens in a department or a need arises to create a new position, the 

department head shall submit a request to the Human Resource Manager with an 

updated job description for the position. The department head and Human Resource 

Manager shall meet to discuss the needs of the department and develop a framework 

for the job description and profile of ideal candidate.  

B. The job description shall be approved by the Human Resource Manager prior to 

initiating the job posting and recruitment process.  

C. The Human Resources Manager shall prepare and distribute a job announcement 

which shall be distributed according to the market area for the position.  

D. All applicants will submit a cover letter, resume, application, and other required 

material to the Human Resource department by the closing date as set forth in the job 

announcement. The applicants selected may be screened through additional testing as 

approved by the Human Resources Manager.  

E. All prospective city employees and volunteers shall be required to provide the City 

with a certified copy of their own criminal history record or authorize the City, in 

writing, to conduct a criminal background check prior to appointment. Failure to 

provide or authorize a criminal history record will preclude employment or 

appointment. Applicants who have not lived in the State of Utah for the three years 

immediately preceding their application may be required to provide the City with a 

certified copy of their criminal history record from their last state of residence. Any 

expenses associated with obtaining out of state criminal history records shall be the 

responsibility of the applicant.  

F. In accordance with the City’s Drug and Alcohol-Free Workplace Policy, final 

candidates for all positions shall be required to pass a drug test as a prerequisite to 

employment 

G. All prospective city employees and volunteers who may be assigned to drive are 

required to submit to a pre-employment driving record evaluation which shall be 

conducted with the written consent of the person being evaluated. An evaluation of 
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the applicant’s driving record will be a factor in determining eligibility for 

employment. Driving record evaluations shall be completed annually for employees 

assigned to drive a vehicle or are provided a vehicle stipend by the city.  

H. Any employee who is required to maintain a CDL as part of his/her essential job 

functions is also required to have a current DOT medical card.  

I. Supervisors shall schedule a new employee orientation with the Human Resources 

Manager as soon as possible after the employee starts work.  

J. Unless otherwise provided in a written contract signed by the Mayor, employment 

with the City is at-will, so that either party may terminate the relationship at any time 

and for any legally permissible reason. 

3. Internal Applicants 

A. Current employees with a satisfactory employment status may apply for internal job 

openings. The consensus of the employee’s supervisor and the HR department may 

be necessary for employees with less than one year of service with Vineyard.  

B. All applicants for a posted vacancy will be considered based on their qualifications 

and the ability to perform the job successfully. Internal candidates who are not 

selected will be notified by the HR department.  

4. Anti-Nepotism 

A. It shall be the policy of Vineyard to comply with the anti-nepotism provisions of 

Section 52-3-1, Utah Code Annotated (1953, as amended) regarding the employment, 

appointment, or direct supervision of relatives.  

B. No Vineyard employee may hire, appoint, or directly supervise his or her relative 

except as permitted by State Law. Anti-nepotism requirements apply not only when 

hiring a new employee, but also when assigning, transferring, or promoting an 

employee. 

C. A relative includes a father, mother, husband, wife, son, daughter, sister, brother, 

uncle, aunt, nephew, niece, grandparent, grandchild, first cousin, mother-in-law, 

father-in-law, brother-in-law, sister-in-law, son-in-law, or daughter-in-law.  

5. Elected Officials 

A. No City employee shall serve as an elected official for the City simultaneously with 

their term of employment. A City employee who desires to be elected to a municipal 

office for Vineyard City must resign employment when they declare their candidacy.  

B. An elected official for the City who desires to apply for a position as an employee for 

the City must resign their office prior to applying for the position. 
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6. Immigration Law Compliance 

Although Vineyard does not discriminate on the basis of citizenship or national origin, it is 

committed to employing only United States citizens and aliens who are authorized to work in the 

United States. In compliance with the Immigration Reform and Control Act of 1986, each new 

employee—as a condition of employment—must complete the “Employment Verification Form 

I-9" and present documentation establishing identity and employment eligibility. Failure to 

present the requisite documentation within three (3) working days from the date of hire may 

result in termination of employment. Former employees who are rehired must complete an 

“Employment Verification Form I-9". 

7.  Volunteers 

Vineyard regularly sponsors community events and, beyond a need for additional help, there is a 

great mutual benefit in having residents volunteer to help in successfully planning and executing 

these events. There are also many opportunities for Vineyard’s citizens to serve on various 

committees and in other groups that provide a benefit to the community. This policy is intended 

to formalize the volunteer sign-up process and outline the City’s duty to train and vet volunteers.  

A. The city will follow the following guidelines 

1. The City will publish volunteer opportunities, and a volunteer application, on 

the City website. 

2. Residents desiring to volunteer will fill out and submit the volunteer 

application to the city manager, or to an appropriate party designated by the 

city manager and identified in the volunteer opportunity listing. 

B. Upon receipt of a volunteer application, the city will evaluate the application by: 

1. ensuring that the applicant is qualified to perform the duties related to the 

volunteer position applied for; and 

2. checking the applicant against the database of registered sex offenders. 

C. The City will generally approve volunteers for service unless; 

1. the desired volunteer position is filled; 

2. the desired volunteer position requires certain qualifications that the applicant 

does not possess; or 

3. the applicant is a registered sex offender. 
 

D. Volunteers will not be compensated, nor will they be given preferential treatment by the 

City, its departments, employees, or officers. 

 

8. Internships 

As a rapidly growing city located near two major universities, Vineyard is well positioned to 

offer challenging and rewarding internship opportunities to students seeking training and 

experience in city government and operations. The purpose of this policy is to outline the City’s 

procedure for accepting and placing interns and to state the City’s expectations with respect to 

interns and internships, as well as describe what potential interns should expect from the City 

before, during, and after their internship. 

 

A. The internships will follow the general guidelines outlined below  
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1. Potential interns must be a current student or recent graduate of an accredited 

university 

2. participate in an internship program sponsored by their university 

The City will: 

3. assign a mentor to each intern; and 

4. provide interns with a valuable learning experience and relevant training. 

5. Interns are not and will not be considered “employees” for purposes of the 

FLSA. 

6. The City will ensure that internships are primarily for the academic benefit of 

the interns by: 

7. requiring interns to be closely supervised in their work; 

8. conducting regular reviews of each intern’s work and progress; 

9. holding entrance and exit interviews; 

10. ensuring that the work given to each intern aligns, as closely as possible, to his 

or her academic objectives;  

11. giving priority to academic commitments by adjusting each intern’s work 

schedule as appropriate and necessary; and 

12. not seeking or requiring any immediate advantage from the internship. 

13. Entrance interviews will be conducted by the supervisor assigned to each 

intern. At a minimum, the supervisor will review this policy, discuss mutual 

expectations, and outline the projects and work to be accomplished during the 

internship. 

14. Exit interviews will be conducted by the city manager. At a minimum, the city 

manager will discuss the results of the internship, review the intern’s 

performance, and receive feedback about the academic value of the internship. 

 

B. Potential interns will submit an application consisting of, at a minimum: 

1. a resume; 

2. a cover letter stating their academic objectives for the internship; and 

3. a proposed schedule and timeline for the internship. 

4. After receiving an application, the city manager will be responsible for 

reviewing the application and conducting an interview, if desired.  

5. Notwithstanding an intern’s (or potential intern’s) “non-employee” status, all 

applicable laws (e.g., equal opportunity, anti-discrimination, etc.) will apply 

during the application, onboarding, and internship processes. 

 

C. The City will not derive a benefit from an internship such that the internship:  

1. displaces a current employee; or 

2. postpones the hiring of needed additional employees. 

3. The City will not make any guarantee of paid employment following an 

internship, and interns will not expect any entitlement to paid employment 

following an internship. 

4. Interns desiring paid employment with the City will be required to follow the 

City’s standard application process, and will not, as a result of their internship, 

be given any preference in the hiring process. 
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SECTION IV:  ALCOHOL AND DRUG FREE WORKPLACE  
 

1. General Policy  

The purpose of this policy is to implement the Federal Drug Free Workplace Act of 1988 by 

providing for a safe and productive work environment that is free from impaired performance 

caused by employee use or abuse of alcohol, controlled substances, and/or medication. 

2. Employee Responsibilities. 

A. No employee shall unlawfully manufacture, dispense, possess, use, or distribute any 

controlled substance, medication, or alcohol. 

B. Any employee convicted under a federal or state statute regulating controlled 

substances shall notify their supervisor and the department head within five days 

after the conviction. 

C. No employee shall consume alcoholic beverages immediately before work, during 

work hours, or while at work during breaks or lunches. 

D. No employee shall be impaired by alcohol, illegal drugs, or medication during work 

hours. 

1. Any employee who is called back to work during non-scheduled work hours 

and has recently consumed alcohol or drugs which impair his/her ability to 

safely perform his/her duties shall notify the supervisor of the impairment and 

shall not report to work. 

E. No employee shall represent Vineyard in an official capacity while impaired by 

alcohol, illegal drugs, or medication. 

F. No employee using medication that may impair performance shall operate a motor 

vehicle or engage in safety sensitive functions while on duty for Vineyard. 

G. If an employee is using prescription or non-prescription medication that may impair 

performance of duties, the employee shall report that fact to their supervisor. 

1. Depending on the circumstances, employees may be reassigned, prohibited 

from performing certain tasks, or prohibited from working if they are 

determined to be unable to perform their jobs safely and properly while taking 

the prescription or nonprescription legal drugs. 

H. An employee who has reason to believe that the performance of another employee is 

impaired by alcohol, illegal drugs, and/or medication shall immediately notify their 

supervisor or department head. 
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3. Disciplinary Action 

Because of the serious nature of illegal use or abuse of alcohol, controlled substances, and/or 

medication, appropriate employee disciplinary action will be taken, up to and including 

termination. 

SECTION V:  DRUG TESTING   
 

1. General Statement 

It is the policy of Vineyard that the unlawful manufacture, distribution, dispensation, possession 

or use of a controlled substance and/or the distribution, dispensation, possession, or use of 

alcohol in the workplace is expressly prohibited. 

A. Alcohol.  Alcohol is defined as the intoxicating agent in beverage alcohol, ethyl 

alcohol, or other low molecular weight alcohols in methyl and isopropyl alcohol no 

matter how packaged or in what form the alcohol is stored, utilized or found, except 

for approved medical or first aid measures. 

B. Controlled Substances.  Amphetamines* (e.g., methamphetamine, speed), 

Barbiturates (e.g., Amobarbital, Butobarbital, Phenobarbital, Secobarbital), 

Benzodiazepines, Cocaine*, Methadone, Opiates* (e.g., Codeine, Heroin, Morphine, 

Hydromorphine,  Hydrocodone), Phencyclidine* (PCP), Propoxyphene, THC* 

(Marijuana), LSD, or other substances, which may only be legally obtained and used 

pursuant to a physician’s prescription. 

C. On Duty Accident.  Any accident causing injury to person or damage to property, 

involving the loss of life, or the issuance of a moving traffic citation to the employee. 

D. Positive Test.  Any test result showing a blood alcohol content (BAC) of 0.02 or 

greater or the presence of any controlled substance in the test subject. 

E. Refusal to Submit to Testing.  Failure to provide an adequate breath or urine sample 

without a valid and verified medical explanation after the employee has received 

notice that they are being tested and a breath of urine sample is required or engages 

in conduct that clearly obstructs the testing process. 

F. Reasonable Suspicion.  Knowledge sufficient to induce an ordinarily prudent and 

cautious individual under the circumstances to believe that a prohibited activity is 

occurring. Circumstances which may constitute a basis for determining a reasonable 

suspicion include but are not limited to: a pattern of abnormal or erratic behavior (i.e. 

a significant change in absenteeism); the direct observation of the employee or 

volunteer using drugs, possession of drugs at the work site, or the noticeable 

presence of physical symptoms of drug use (i.e. dilated or pinpoint pupils, unusual 

changes in speech pattern, restlessness, rapid mood swings, bloodshot eyes, odor of 

alcohol, unusual euphoria, “nodding off”, needle marks, unusual aggressive or 

bizarre acts, or hallucinations). 
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G. Safety Sensitive Duties.  Any duties requiring a Commercial Driver License (CDL), 

Firefighter Duties (as per job description), Law Enforcement Duties (as per job 

description), any other duties or positions deemed safety sensitive. This includes all 

supervisory and management personnel in those particular job positions. 

2. Policy 

In order to achieve a drug-free workplace, employees shall be required to participate in all of the 

following alcohol and controlled substances testing, which shall be performed by a qualified 

expert designated by the City: 

A. When an applicant has been extended a conditional offer of employment but before 

beginning work. 

B. When there is a reasonable suspicion to believe that the employee is in an impaired 

state. 

C. When the employee has been involved in an on-duty accident or unsafe work 

practice. 

D. As a condition for return to duty after testing positive for controlled substances or 

alcohol. 

E. As part of follow-up procedures to employment related drug or alcohol violations. 

F. On a random basis as allowed by law). 

3. Testing 

A. Testing Notice. 

1. Before performing any alcohol or drug test authorized by this policy Vineyard, 

through its designated representative shall notify the employee being tested, 

verbally or in writing, whether the test being administered is required by the 

Omnibus Transportation Employees Testing Act of 1991, or whether it is 

required by this policy. 

2. Vineyard employees who, under Vineyard requirements, hold CDLs are 

required under rules established by the Federal Highway Administration to be 

subjected to pre-employment, reasonable suspicion, random, post-accident, 

return-to-duty, and follow-up drug and alcohol testing.  

a. When conducting any of the above noted tests on CDL employees, 

Vineyard shall provide the employee with the following notice: 

a. The drug and/or alcohol test you are being required to take is 

required under rules established by the Federal Highway 

Administration pursuant to the Omnibus Transportation Employee 
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Testing Act of 1991. 

b. If you refuse to submit to the required testing you may be subject to 

disciplinary action, up to and including termination. 

3. Vineyard employees who are not required by Vineyard to hold a CDL, but who 

are employed in safety sensitive positions, while not subject to testing under 

federal statute, are subject to pre-employment, reasonable suspicion, random, 

post-accident, return-to-duty, and follow-up drug and alcohol testing under this 

policy. 

a. When conducting any of the above noted tests on Non-CDL safety 

sensitive employees, Vineyard shall provide the employee with the 

following notice: 

a. The drug and/or alcohol test you are being required to take is 

required by the policies and procedures of Vineyard. 

b. If you refuse to submit to the required testing you may be subject to 

disciplinary action, up to and including termination. 

B. Pre-Employment Testing.  Vineyard requires a final applicant selected for a position 

with Vineyard to undergo an alcohol and drug screen test to detect the presence of 

alcohol and illegal drugs or controlled substances in the body. Refusal to take such a 

test shall be grounds for denial of employment. An applicant who tests positive for 

controlled substances or whose test detects a BAC of .04 or higher may be denied 

employment with Vineyard. 

1. Drug and alcohol testing shall be conducted after the selected applicant has 

been extended a conditional offer of employment but before beginning work. 

2. The city manager, or designee, shall provide an individual who has been 

offered a conditional offer of employment, information on whom to contact to 

provide a sample to be tested for alcohol and controlled substances in 

accordance with these policies and procedures. 

3. All of Vineyard’s job announcements and conditional offers of employment 

shall contain the following notice: 

a. A positive test result or failure to submit to the required testing shall 

result in a withdrawal of any conditional offer of employment with 

Vineyard. 

4. If the final applicant tests positive for drugs or alcohol or refuses to submit to 

testing as defined by this policy, the conditional offer of employment shall be 

withdrawn in writing and the applicant shall not be employed by Vineyard. 

C. Prohibited Conduct. 
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1. Employees shall not use, be under the influence of (.02 BAC), or be in 

possession of alcohol while on duty, on Vineyard premises or while in 

Vineyard vehicles. Vineyard premises include buildings, parking lots, grounds, 

and vehicles owned by Vineyard, personal vehicles being used for Vineyard 

business. 

2. Employees shall not use, be under the influence of, be in possession of, or be in 

such a condition as to test positive for alcohol or controlled substances while 

on duty, on Vineyard premises or while in Vineyard vehicles. Vineyard 

premises includes buildings, parking lots, grounds and vehicles owned by 

Vineyard or personal vehicles being used for Vineyard business. 

3. Employees using, possessing, distributing, dispersing, or being at the 

workplace under the influence of alcohol or illegal or illegally obtained/used 

controlled substances shall be subject to questioning and disciplinary action. 

4. Any employee violating this policy may be subject to immediate termination. 

D. Reasonable Suspicion Testing. 

1. When a designated supervisor determines that there is reasonable suspicion to 

believe that an employee performing or assigned to safety sensitive positions is 

using, is under the influence of, or is in possession of alcohol or controlled 

substances, the employee shall be subject to drug/alcohol testing. 

a. The supervisor making the determination that reasonable suspicion exists 

shall submit written documentation to the Human Resources Officer, 

setting forth the specific, concurrent articulable observations concerning 

the appearance, behavior, speech, or body odors, which resulted in the 

reasonable suspicion determination. Reasonable suspicion of use of a 

controlled substance may also be based on observation of indications of 

the chronic and withdrawal effects of controlled substances, or the 

observation drug or alcohol use, or the presence of drug paraphernalia. 

a. The required observations underlying reasonable suspicion testing 

must be made by a supervisor or Vineyard official who has 

received at least two (2) hours of training on the physical, 

behavioral, speech, and performance indicators of alcohol and drug 

use. 

b. Observations underlying the reasonable suspicion testing must be 

documented in writing and signed by the supervisor or Vineyard 

designated official within twenty-four (24) hours or before the 

results of the test are announced, whichever is later. 

b. Reasonable suspicion testing may not be conducted by the same 

supervisor who makes the reasonable suspicion determination. 
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2. Special requirements associated with reasonable suspicion alcohol testing. 

a. Alcohol testing is authorized only if the observations set forth above are 

made during, just proceeding, or just after the performance of safety 

sensitive functions. 

b. If an alcohol test is not administered within two (2) hours following the 

identification of reasonable suspicion, the supervisor shall prepare and 

maintain documentation stating why the test was not administered within 

two (2) hours. 

c. If an alcohol test is not administered within eight (8) hours following the 

identification of reasonable suspicion, the supervisor shall cease attempts 

to administer an alcohol test and shall prepare and maintain 

documentation stating why the test was not administered within eight (8) 

hours. 

3. Special requirements associated with reasonable suspicion drug testing. If a 

drug test is not administered within thirty-two (32) hours following the 

identification of reasonable suspicion, the supervisor shall cease attempts to 

administer a controlled substance test and shall prepare and maintain 

documentation stating why the test was not administered within thirty-two (32) 

hours. 

4. Upon required testing due to reasonable suspicion, the employee tested shall 

not engage in the operation of any Vineyard equipment or engage in any 

employment related duties, which their supervisor deems dangerous to 

themselves or others until the results of the tests are received and the employee 

is released back to work by the department head. 

5. An employee undergoing reasonable suspicion testing should be driven to the 

testing and then driven home and should not be kept on the job. 

E. Random Testing. 

1. Employees assigned to, or performing, safety sensitive duties are subject to 

random drug/alcohol tests. 

2. Random tests shall be both of the following: 

a. Unannounced. 

b. Reasonably spread throughout the year. 

3. Each employee within a testing pool must have an equal chance of being tested 

each time a random test is conducted. 

4. Random Testing for CDL Drivers. 
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a. CDL drivers may be subjected to random alcohol testing only while 

performing safety sensitive functions, just before the driver is to perform 

safety sensitive functions, or just after the driver has ceased performing 

safety sensitive functions. 

b. Drug tests may be performed at any time the driver is on duty. 

5. Random Testing for Non-CDL Safety Sensitive Employees. Non-CDL safety 

sensitive employees may be subjected to random alcohol and drug tests any 

time the employee is on duty. 

6. Pool Testing - Consortiums. 

a. Vineyard may join a consortium with testing pools large enough so that 

Vineyard’s CDL drivers are always subject to random testing and the 

required annual testing rate shall be met by tests conducted of all drivers 

within the pool. 

b. If and when Vineyard chooses to join a drug/alcohol testing consortium, 

Vineyard shall designate a liaison to coordinate with the testing 

consortium and obtain and maintain all of the following records and 

information: 

a. How the random selection pool was assembled. 

b. The method of selection and notification of drivers. 

c. The location of collection sites. 

d. Methods of reporting the test results on each driver. 

e. Summary reports on the consortiums program showing that the 

consortium tested at the prescribed minimum annual rates for 

alcohol and/or controlled substances. 

F. Post-Accident Testing.  Any personnel involved in an accident causing personal 

injury which requires medical attention or causing property damage in excess of 

$2,500.00 shall be subject to alcohol and controlled substances testing, as soon after 

the accident as possible, preferably within two (2) hours. 

G. An employee is subject to testing following an accident or unsafe work practice 

affecting the safety of that employee or others, including the general public.  Such 

employee shall not engage in the operation of any city equipment or engage in any 

employment related duties, which the department director deems dangerous to the 

employee or to others, until the results of the test(s) are received and the employee is 

released back to work by the city manager or designated representative, or surviving 

employee in a safety sensitive position involved in an accident involving the loss of 

human life, shall be tested as soon as practical for alcohol and controlled drugs. 
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1. An employee who is subject to post-accident testing shall remain readily 

available for such testing or shall be deemed to have refused to submit to 

testing. 

2. The results of tests conducted by Federal, State, or Local law enforcement 

officers having independent authority to conduct tests to detect alcohol or 

controlled substances may be used by the employer to meet post-accident 

testing requirements. 

3. Time frames for testing and consequences of failure to test. 

a. Alcohol. 

a. If the test is not administered within two (2) hours following the 

accident, the supervisor shall prepare and submit documentation 

stating why the test was not administered within two (2) hours. 

b. If the test is not administered within eight (8) hours following the 

accident, the supervisor shall ease attempts to administer an alcohol 

test and shall prepare and submit documentation stating why the 

test was not administered within eight (8) hours. 

b. Controlled Substances. 

a. If the test is not administered within thirty-two (32) hours 

following the accident, the supervisor shall cease attempts to 

administer a controlled substance test and shall prepare and submit 

documentation stating why the test was not administered within 

thirty-two (32) hours. 

4. An employee may volunteer to take a drug screening test, at the City's expense, 

for his/her own or for the City's legal protection no matter the results of the 

accident. The presence of drugs or other metabolites discovered in the drug 

screening test, or the employee’s refusal to submit to the drug screening test, 

shall result in appropriate disciplinary action. 

5. Upon required testing due to an accident or reasonable cause, the employee 

tested shall not engage in the operation of any Vineyard equipment or engage 

in any employment related duties, which his supervisor deems dangerous to 

himself or others until the results of the tests are received and the employee is 

released back to work by the City Manager or department head. 

H. Consequences of Positive Drug/Alcohol Test. 

1. Alcohol. 

a. If any alcohol test result shows a blood alcohol content of 0.04 or greater, 

the employee shall be removed from, and cannot return to, a safety 
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sensitive function until, at a minimum, all of the following are met: 

a. The employee undergoes evaluation by a substance abuse 

professional, and where necessary, rehabilitation. 

b. The substance abuse professional determines that the employee has 

successfully complied with any required rehabilitation. 

c. The employee undergoes a return-to-duty test with a result of less 

than 0.02 BAC. 

b. If an employee’s test results show an alcohol concentration of greater 

than 0.02, but less than 0.04, the employee shall not be permitted to 

perform any safety sensitive functions for at least twenty-four (24) hours. 

2. Drug/Controlled Substance.   

a. If a drug test result shows that the employee has misused a controlled 

substance the employee shall be removed from, and cannot be returned 

to, a safety sensitive position until, at a minimum, all of the following are 

met: 

a. The employee undergoes evaluation by a substance abuse 

professional, and where necessary, rehabilitation. 

b. The substance abuse professional determines that the employee has 

successfully complied with any required rehabilitation. 

c. The employee undergoes a return-to-duty test with a verified 

negative test result for controlled substances. 

I. Treatment. 

1. If through any of these detection methods or on his initiative, an employee tests 

positive or seeks rehabilitation treatment, Vineyard will pay for an initial 

substance abuse evaluation. Participation in any rehabilitation treatment is 

confidential.  

2. Vineyard encourages employees to enroll in a counseling or rehabilitation 

program. An employee will be required to sign a document agreeing to the 

following conditions in order to remain employed with full rights and benefits: 

a. Any employee for whom treatment is recommended will be responsible 

for costs not covered by insurance. The employee will be required to use 

accrued compensatory time, annual vacation leave, and then sick leave 

until all leave is expended. Vineyard will pay the employee’s benefit 

package during the allotted treatment time, but not wage supplements 

during this time. Each incident will be reviewed on a case-by-case basis. 
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b. If a required treatment or rehabilitation program involves confinement, 

the employee’s position may be held for the determined length of the 

treatment and the employee restored to his former position upon 

successful completion of the substance abuse rehabilitation. Each 

incident will be reviewed on a case-by-case basis. 

3. Before any rehabilitation in lieu of or in addition to disciplinary action is 

undertaken, a written memorandum of understanding or agreement should be 

signed by the City Manager, department head, and the employee.  

a. The memorandum should set out the expectations which the employee 

must satisfy, including successful completion of a rehabilitation program; 

appropriate waiver of confidentiality to permit communication between 

supervisors and rehabilitation service providers, as needed; periodic 

rehabilitation drug testing as determined appropriate; an acknowledgment 

that failure to successfully complete rehabilitation will lead to 

appropriate disciplinary action; and such further conditions as may be 

necessary and appropriate. 

J. Follow-up Testing.  Employees who have violated this policy and continue to work 

for Vineyard shall be subject to follow up drug/alcohol testing for a period of not less 

than one (1) year and not to exceed sixty (60) months. 

1. Employees subject to follow up testing will be tested a minimum of six (6) 

times in the first (1st) twelve (12) months following their return to duty. 

2. Follow-up testing beyond one (1) year shall be based on a need assessment 

provided by a substance abuse professional. 

K. General. 

1. Vineyard maintains the right to conduct unannounced inspections of Vineyard 

owned property, work stations, equipment, desks, cabinets, etc. 

2. Vineyard maintains the right to utilize detection methods necessary for the 

enforcement of this policy including blood, urine, or other tests, and the use of 

electronic detection equipment and trained animals. 

3. Failure to cooperate with these detection methods or inspections is grounds for 

disciplinary action up to and including termination of employment. 

4. Employees may direct any questions regarding this policy to their supervisor or 

department head. 

5. In all drug testing and sample collection procedures, any transmittal or 

reporting of test results shall be conducted with due respect for confidentiality.  

a. Drug test activities and result reports may be made available only to 
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supervisors and management personnel with an immediate need to know 

about those procedures and results.  

b. Testing procedures and results may be made available and communicated 

as needed for the purposes of any disciplinary action or criminal 

investigation or prosecution.  

c. Records regarding test results are generally considered protected 

documents under the provisions of the Government Records Access and 

Management Act (63-2-304 (9) Utah Code Ann., 1953, as amended). 

6. Any violations of law will be referred to law enforcement officials. 

a. Testing by law enforcement personnel under the reasonable suspicion 

standard may not be used for law enforcement or criminal justice 

purposes.  This does not include post-accident testing done by a law 

enforcement agency as part of a criminal investigation.  

 

SECTION VI:  SEXUAL/GENDER AND OTHER HARASSMENT  
 

1. General Policy 

The City will not tolerate harassment of any kind. Harassment for any discriminatory reason, 

such as age, color, disability, genetic status, military status, national origin, pregnancy, race, 

religion, sex, sexual orientation, veteran or disabled veteran status or other basis protected by 

federal, state and/or local laws, may subject the City and/or the individual harasser to liability. 

A. The giving or withholding of tangible job benefits based on the granting of sexual 

favors (Quid Pro Quo) and any behavior or conduct of a sexual/gender-based nature 

which is demeaning, ridiculing, or derisive and results in a hostile abusive or 

unwelcome work environment constitutes sexual harassment. 

1. Unlawful discrimination/harassment of employees of any type, on or off duty, 

based on gender, race, religion, ethnic origin, or sexual orientation, subtle or 

otherwise, shall not be tolerated and violators will be subject to disciplinary 

action up to and including termination. 

B. Retaliation or reprisals are prohibited against any employee who opposes a forbidden 

practice, has filed a charge, testified, assisted, or participated in any manner in an 

investigative proceeding or hearing under this policy. 

C. False or bad faith claims regarding harassment shall result in disciplinary action, up 

to and including termination, against the accuser. 

D. Employees accused of sexual or other harassment and facing disciplinary action shall 
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be entitled to receive notice of charges, the evidence to be used against them, and an 

opportunity to respond before any disciplinary action may be taken. 

E. Records and proceedings of harassment claims, investigations, or resolutions are 

confidential and shall be maintained separate and apart from the employee’s 

personnel file. 

F. All employees, supervisors and management personnel shall receive training on the 

harassment policy and grievance procedures during orientation and annual training. 

G. In addition to prohibiting harassment by its employees, the city will not tolerate 

harassment toward its employees by its citizens, contractors and/or vendors, etc. This 

policy applies to everyone working on behalf of the City, including not only elected 

officials, executives, supervisors, managers, employees and volunteers, but also 

citizens, vendors, contractors and visitors who come into contact with an employee 

conducting their job duties. This policy also covers persons doing business with the 

City via electronic or other communication media. 

 

2. Prohibited Conduct 

Employees should work in environments free from physical attack, threats, and menacing or 

harassing behaviors. Physical attacks, threats, harassment, and property damage are always 

prohibited. Employees may not possess or use a weapon illegally while at work. “Weapon” may 

consist of firearms, knives, bombs, bats, clubs, stun guns, or tools used in a violent or threatening 

manner. As used in this policy, violence is defined to including the following: 

A. Physical Attack is an unwanted or hostile contact, such as, but not limited to hitting, 

fighting, pushing, shoving, or throwing objects. 

B. Threat is stating a present or future intention to cause physical or mental harm. Any 

expression of intent to cause physical or mental harm is considered to be a threat. 

C. Harassment is behavior or communication designed or intended to intimidate, 

menace, or frighten another person.  

D. Property Damage is behavior or acts that contribute to the destruction or damage of 

property.  

E. Sexual Harassment includes unwelcome sexual advances, requests for sexual favors 

or other verbal or physical acts of a sexual nature or sex-based nature where:  

 

1. Submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual's employment or the granting of tangible job benefits 

(Quid Pro Quo).  

2. An employment decision is based on an individual's acceptance or rejection of 
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such conduct.  

3. Such conduct interferes with an individual's work performance or creates an 

intimidating, hostile or offensive working environment.  

F. Other Forms of Harassment include, but are not limited to:  

1. Insults, practical jokes, innuendoes, hazing, teasing, derogatory remarks, 

unwelcome or inappropriate nicknames, and similar conduct which is based on 

race, gender, age, disability, etc. or is degrading and offensive.  

2. Gender role stereotyping which results in assignments made or denied solely 

on the traditional historic perceptions regarding the types of jobs that specific 

genders may/should perform, comments or written material reinforcing 

traditional historic perceptions regarding gender, behavior/conduct of a visual 

or verbal nature directed at a specific gender which is demeaning, ridiculing, or 

derisive, or creating an environment that demonstrates a demeaning, ridiculing, 

or derisive attitude toward a specific gender.  

G. Prohibited acts of harassment can take a variety of forms ranging from subtle 

pressure for sexual activity to physical assault. Harassment includes, but is not 

limited to:  

1. Physical Assaults of a sexual nature, such as: rape, sexual battery, molestation 

or attempts to commit these assaults. 

2. Intentional physical conduct which is sexual in nature, such as: touching, 

hugging, pinching, patting, grabbing, brushing against another employee's 

body, or poking another employee's body. 

3. Unwanted sexual advances, propositions or other sexual comments, such as: 

sexually-oriented gestures, noises, remarks, jokes, or comments about a person, 

a person's sexuality or sexual experience.  

4. Preferential treatment or promises of preferential treatment to an employee for 

submitting to sexual conduct, including soliciting or attempting to solicit any 

employee to engage in sexual activity for compensation or reward. 

5. Subjecting, or threats of subjecting, an employee to unwelcome sexual 

attention or conduct or intentionally making performance of the employee's job 

more difficult because of that employee's gender.  

6. Displaying, possessing, bringing, reading, or viewing, pictures, posters, 

calendars, graffiti, objects, promotional materials, reading materials, or other 

materials that are sexually suggestive, sexually demeaning, or pornographic on 

city property or while performing city functions.  

a. A picture will be presumed to be sexually suggestive if it depicts a 



 

27 

person of either gender who is not fully clothed or in clothes that 

are not suited to, or ordinarily accepted for, the accomplishment of 

routine work in and around the office/shop and who is posed for the 

obvious purpose of displaying or drawing attention to private 

portions of his or her body.  

b. Reading or otherwise publicizing in the work environment 

materials that are in any way sexually revealing, sexually 

suggestive, sexually demeaning or pornographic. 

c. Displaying signs or other materials purporting to segregate an 

employee by gender in any area of the work place (other than 

restrooms and similar semi-private lockers/changing rooms) 

7. This harassment policy applies not only to the workplace during normal hours 

of operation but also to organizational travel and all work-related social 

functions, even if such activities are held off-site. 

H. Retaliation or reprisals are prohibited against any employee who opposes a forbidden 

practice, has filed a charge, testified, assisted or participated in any manner in an 

investigative proceeding or hearing under this policy. Retaliation for harassment 

complaints includes, but is not limited to; 

1. Disciplining, changing work assignments of, providing inaccurate work 

information to, or refusing to cooperate or discuss work-related matters with 

any employee because that employee has complained about or resisted 

harassment, discrimination or retaliation. 

2. Engaging in any conduct that would tend to discourage others from making a 

complaint of harassment or is intended to punish a person who made a 

complaint. This includes such behavior as ostracizing or being continually rude 

towards a person who has complained.  

3. Intentionally pressuring, falsely denying, lying about or otherwise covering up 

or attempting to cover-up conduct such as that described in any item above. 

4. Retaliation is prohibited regardless of whether or not the original complaint 

made by the victim or alleged victim of retaliation had any merit. 

5. Special or more closely monitored attention to work performance, or the 

assignment of duties not otherwise performed during the regular course of the 

employee’s duties. 

3. Disciplinary Action   

A. Employees found guilty of harassment may face disciplinary action up to, and 

including, termination based on all the circumstances of the case. 
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B. False claims regarding harassment shall result in disciplinary action, up to and 

including termination, against the accuser. 

C. Complaints made under this policy will not result in any adverse action against the 

person making the complaint, and no other person who participates with an 

investigation will be treated adversely because of that participation. However, 

individuals who knowingly provide false information, either through a complaint or 

an investigation, will be subject to disciplinary action, up to and including 

termination. 

4. Complaint Process and Complaint Files 

A. Complaint Process. 

1. Employees who are experiencing an unwelcome or hostile work environment, 

which is clearly offensive, or are subjected to harassment, should address that 

unwelcome behavior/conduct through this formal remedial process rather than 

the general grievance process. 

2. If subjected to harassment, employees are encouraged to firmly and promptly 

notify the offender that his/her behavior is unwelcome. The City recognizes 

that it may be difficult to initiate such a discussion.  

3. If an employee believes that he/she, or another individual is/may be, subjected 

to objectionable conduct, you must report it immediately to your supervisor, 

manager, Department Head or Human Resources so a full investigation may be 

conducted.  No one should allow an inappropriate situation to continue by not 

reporting it, regardless of who may be creating the situation. 

4. Formal complaints should be submitted promptly, in writing or orally, and 

specify: 

1. The identity of the victim. 

2. The identity of the offending employee. 

3. The date and time of the offense. 

4. The offensive behavior that the employee engaged in. 

5. The frequency of the offensive behavior. 

6. The names of any witnesses. 

7. Damage the victim suffered as a result of the offensive behavior. 

8. How the victim would like the matter settled, or what the victim would 

like to see happen. 
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5. The victim will be allowed a reasonable amount of time during work to prepare 

a formal complaint. 

6. The victim should submit formal written complaints to the department head or 

City AdministratorHuman Resources. If the Mayor or City Administrator is the 

employee engaging in the offensive behavior, the formal complaint should be 

submitted to the Council. 

7. Employees are required to report violations of the harassment policy when they 

first feel they have been harassed or when they are aware of another employee 

being harassed. 

B. Complaint Files. 

1. Information related to any harassment complaint, proceeding, or resolution 

shall be maintained in separate and confidential harassment complaint file. This 

information shall not be placed or maintained in an employee’s personnel file. 

2. Information contained in the harassment complaint files shall be released only 

with the written authorization of the victim and the City Administrator 

3. Participants in any harassment proceeding/investigation shall treat all 

information related to that proceeding/investigation as confidential. 

5. Investigation of Complaints 

A. Employees should not assume that the city is aware of an existing situation. The first 

step to correct a problem begins with the proper individuals in the city receiving 

information about any type of violence, harassment, or discrimination. 

B. The city and its agents are under a duty to investigate or to eradicate any form of 

violence, harassment, discrimination or complaints about conduct in violation of this 

policy. All allegations of harassment will be quickly investigated.  

1. To the extent possible, the employee’s confidentiality and that of any witnesses 

and the alleged harasser will be protected against unnecessary disclosure. 

2. The investigation may also include a thorough review of files and other 

tangible evidence.  

3. The investigators will make every reasonable attempt to rationally and 

objectively resolve any questions of credibility between the complaint and the 

accused employee. 

4. Employees accused of harassment and facing disciplinary action shall be 

entitled to receive notice of charges, the evidence to be used against them, and 

an opportunity to respond before any disciplinary action may be taken. 
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5. When the investigation is completed, the employee who has been subjected to 

the alleged harassment will be informed of the outcome of that investigation 

and will be provided the opportunity to discuss the outcome with the City 

Manager. 

6. Victim Protection 

A. Individual complaints, either verbal or written, are confidential. 

B. Victims of alleged harassment shall not be required to confront the accused outside 

of a formal proceeding. 

C. The accused shall not contact the victim regarding the alleged harassment. 

D. Retaliation or reprisals are prohibited against any employee who opposed a practice 

forbidden under this policy, or who has filed a charge, testified, assisted, or 

participated in any manner in an investigation, proceeding, or hearing. 
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SECTION VII:  EMPLOYEE CODE OF CONDUCT  
 

1. Professionalism 

Vineyard is a professional association whose purpose, among others, is to provide professional 

services to its citizens.  Its employees must adhere to high standards of public service that 

emphasize professionalism and courtesy.  Employees are required to carry out efficiently the 

work items assigned as their responsibility, to maintain good conduct, and to do their part in 

maintaining good relationships with their supervisors and fellow employees, the public, and 

other member employees and officials. 

2. Privileged Information 

Vineyard employees involved with information of significant public interest may not use this 

privileged information for personal gain, nor to benefit friends or acquaintances.  If an employee 

has an outside interest which could be affected by any Vineyard plan or activity, this situation 

must be reported to their immediate supervisor or department head immediately.  Each employee 

is charged with the responsibility of ensuring only information that should be made available to 

the general public is released as defined in the Government Records Access and Management 

Act. 

3. Confidentiality 

 Fellow employees have an unquestionable right to expect all personal information about 

themselves, their illness, their family, and financial circumstances to be kept confidential. Every 

employee has an obligation to protect this confidence.  Never discuss privileged information with 

others who are not authorized to receive it, either inside or outside the office. 

4. Gifts and Gratuities 

Vineyard employees are prohibited from soliciting or accepting any gift, gratuity, favor, 

entertainment, loan, or item of monetary value from any person seeking to obtain business with 

Vineyard, or from any person within or outside Vineyard employment whose interests may be 

affected by the employees’ performance or nonperformance of official duties. Vineyard 

employees will not accept gifts or gratuities except under circumstances allowed by the Utah 

Municipal Officers and Employee Ethics Act (Utah Code 10-3-13). 

5. Attendance 

Regular attendance and punctuality are essential to providing high quality work, service to 

customers, and to avoid extra work for fellow employees.  Therefore, when the employee is 

going to be late or will not be able to report to work, the employee must notify their supervisor 

prior to the scheduled work time. If the employee is ill or has an emergency, they should notify 

their supervisor as soon as possible on each day of absence. All employees with excessive 

tardiness may be subject to disciplinary action up to and including termination. 
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6. Appearance 

Vineyard reserves the right to expect its employees to present a favorable impression during any 

contact with the public. All employees are expected to maintain a neat and clean personal 

appearance. Standards of dress shall be appropriate to the job and the tasks to be accomplished. 

7. Smoking  

In compliance with the Utah Indoor Clean Air Act, smoking is not permitted in Vineyard 

facilities. Vineyard also prohibits smoking in Vineyard owned vehicles. 

8. Use of Electronic Communications and Mail Systems 

EMPLOYEES HAVE NO PRIVACY RIGHTS WITH RESPECT TO ANYTHING ON THEIR 

PHONE SYSTEM, PC, LAPTOP OR THE CITY NETWORK, INCLUDING E-MAIL 

A. Telephones are provided for the conducting of City business. However, personal use 

by employees is permitted within the following guidelines:  

1. The use is of reasonable duration and frequency during approved breaks or 

lunch periods. 

2. The City incurs no added costs, such as long-distance charges. 

3. The use is not related to any illegal activity or the conduct of an outside 

business. 

4. The use does not interfere with the performance of City business, the 

employee’s assigned duties, or the assigned duties of other employees and does 

not adversely affect the performance of the employee or the organization. 

5. The City reserves the right to limit the frequency and length of personal 

telephone calls. Personal calls that are excessive and/or unnecessary are not 

acceptable and may result in disciplinary action up to and including 

termination. 

B. Certain personnel are provided cell phones for the convenience of the city and 

employees in the performance of their official duties. Personal use of cell phones should 

be limited while on city time.  

1. Employee Eligibility. A cell phone will be issued to an eligible employee or the 

city will provide reimbursement for use of a personal cell phone for city 

business when his/her job description requires the employee to: be reachable 

immediately, be on call outside of normal business hours, or be away from a 

fixed workstation for a substantial portion of his/her work day.  

2. Determination of cell phone issuance or reimbursement is up to the department 

director and city manager. Employees that are issued a city-owned cell phone, 
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or paid a monthly reimbursement, must be reachable on their cell phones both 

during and after regular business hours. 

3. Cell Phone Reimbursement Levels. The following levels are to be used by 

Department Directors in determining reimbursement to the employee for the 

use of a personal cell phone for work related purposes  

Level 1: Minimal use of cell phone after hours or while away from a desk, generally does not 

require the issuance of a city-owned cell phone, but phone service can be reimbursed at $10 per 

month.  

Level 2: Some interaction with the public and other employees while away from a desk. 

Reimbursed at $20 per month.  

Level 3: Extensive interaction with the public and other employees while away from a desk. 

Reimbursed $30 per month.  

Level 4: Data plan and/or extensive communication with the public and other employees via 

phone, text and email during and after regular business hours in order to be more effective in job 

performance. Reimbursed at $50 per month.  

Level 5: Data Plan as described in level 4 with wireless access point capability. To be used by 

employees that require internet service on other electronic devices. This level should not be used 

if the employee has a separate wireless card. Reimbursed at $80 per month.  

 

C. The use of the City paid postage for personal correspondence is not permitted unless 

purchased in advance; abuse of this privilege may result in loss of privilege for all 

employees. In the interest of security and safety for all employees and members of 

the public, all mail and parcels are subject to search; they may be opened and 

inspected at any time. Therefore, employees should have no expectation of privacy 

with respect to any mail or parcel included with the City’s mail or parcels.  

 

D. Any employee desiring to use Vineyard owned FAX or copying machines for items 

of a personal nature may do so after paying for such use at the employee rate, which 

is in effect at the time of use. 

E. As a user of the Vineyard’s network and computer system, you may be authorized to 

access the Internet. Internet access is provided for business purposes. You should be 

aware that every Internet site you visit may be capable of determining who you are 

and whom you represent. Accordingly, access to the Internet should include the use 

of good judgment, common sense, and careful discretion. 

1. Visiting gaming or adult sites is prohibited.  If employees access gaming or 

adult sites, even accidentally, such employees shall notify his/her supervisor as 

soon as possible. 

2. Because of the prevalence of viruses on the Internet, you should use great 

caution in downloading any programs, data, or other material, and should 

download only to your specific PC’s hard drive, and not to the City’s network 

drives. 

3. The City reserves the right to limit an employee’s access to the Internet for any 
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reason. 

4. An employee has no privacy rights with respect to anything on their PC, laptop, 

or the City network, including internet sites accessed. 

F. Employees desiring to establish social networking accounts in order to publish 

information as an official representative of the City shall obtain approval from the 

Mayor or designee. Social networking accounts that represent the city in an official 

capacity may be established for use only by the Mayor or designee. 

1. Employees that have personal blogging or social networking accounts not 

approved by the Mayor or designee who desire to post comments or 

information concerning the City must make it clear that the views and opinions 

they express about work-related matters are their own, have not been reviewed 

or approved by the City, and do not necessarily represent the views and 

opinions of the City. 

2. Employees engaging in online social networking and blogging activities are 

expected to remain respectful of the City, its employees, its services, its 

residents, and its contract agents. Material should not be posted that is obscene, 

vulgar, defamatory, threatening, discriminatory, harassing, abusive, hateful, or 

embarrassing to another person or entity. Further, employees should not engage 

in on-line activity that reflects or may reflect negatively on the City, its elected 

or appointed officials, affiliates, employees, clients, partners, vendors, and 

suppliers, or contains any content prohibited by the City’s policies and 

procedures.  Proper consideration should be given to avoid topics that could be 

inflammatory, such as religious or political views. 

3. Social networking sites should be used in a positive manner and should not be 

the medium typically used to respond to negative issues. 

4. Employees should not disclose private or confidential information, or 

information obtained in a setting for which the information was meant to be 

private. 

5. Employees networking accounts representing the City should properly identify 

themselves somewhere within the website with their name (or department 

when relevant) and should not post information on behalf of the City as an 

anonymous masked “cover-name). 

6. Posts should be accurate with employees being mindful of spelling, 

punctuation, and grammar. If errors in posts are found, employees should be up 

front about the mistake and correct the error quickly by posting new messages 

that clearly indicate the error. 

7. Employees should ensure that online networking activities do not interfere with 

their daily job commitments and duties. Other adopted City policies regarding 

computer uses shall be adhered to. Privileges of using networking websites for 
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official City related matters may be revoked by the Mayor or designee for any 

abuse of time and/or posting of inappropriate material or messages. 

9. Purchasing 

All purchases must follow the Vineyard Purchasing Policy. (This is a separate document). 

10. Credit Cards  

Vineyard credit cards shall be used for official business only, and shall not be used for the 

personal convenience of an employee. Receipts for credit card purchases will be delivered to 

finance department by the end of the month the purchases are made, failure to provide receipts 

for credit card purchases may require employee reimbursement for undocumented purchases. 

Repeat offenders may lose access to credit cards.  

11. Outside Activities  

Vineyard employees shall not use City owned property in support of outside interests and 

activities when such use would compromise the integrity of Vineyard or interfere with the 

employee’s duties. Specifically, an employee who is involved in an outside activity such as a 

civic organization, committee unrelated to Vineyard business, public office, or service club, 

shall: 

1. Pursue the outside activity on the employee’s own time. 

2. Pursue the outside activity away from Vineyard offices. 

3. Discourage any phone, mail or visitor contact related to the   outside interest at 

Vineyard offices. 

4. Arrange for annual leave or compensatory time off in advance to pursue the 

outside interest during business hours. 

5. Not use data processing equipment, postage metering machines, copiers, other 

Vineyard owned equipment or supplies for the outside interest. 

6. Please be advised that Vineyard may from time to time delete e-mail messages. 

12. Prohibited Acts 

Expressly prohibited acts include: 

A. Attempts to read, copy, forge, modify, or delete e-mail messages of other users. 

B. Sending harassing, threatening, obscene, inappropriate, or other objectionable 

messages via e-mail. 

C. Sending unsolicited junk mail, for profit messages, or chain letters. 
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D. Otherwise sending communications that are not in accordance with the standards 

expected from City employees, as determined by Vineyard. 

E. Similar acts to those listed above are also prohibited. 

13. Political Activity 

A. An employee shall not coerce another employee to support a political activity, 

whether funds or time are involved. 

B. An employee shall not engage in political activity during work hours, unless on 

approved leave. 

C. An employee shall not use Vineyard owned equipment, supplies or resources, and 

other attendant expenses (diskettes, paper, computer online and access charges, etc.) 

when engaged in political activity. 

D. An employee shall not use, discriminate in favor of or against, any person, or 

applicant for employment based on political activities. 

E. An employee shall not use the employee’s title or position while engaging in political 

activity. 

14. Secondary Employment   

Employment with Vineyard shall be the employee’s primary employment. Employees entering 

into other employment are required to provide written notification to their immediate supervisor 

or department head, using the “Employee’s Notice of Secondary Employment” (form #22) 

before starting any secondary or outside employment. 

15. Disclosure of Conflict of Interest 

Employee will sign a “Disclosure Statement” if there is a potential for a conflict of interest when 

they are involved with an outside organization or business (form #23). 

16. Personal Use of Public Property 

Vineyard employees are public servants. The City provides public property to its employees for 

the primary purpose of facilitating the public's business. The incidental personal use of public 

property furthers the public's business by promoting employee efficiency, good will, and morale 

at little or no cost to the City. Therefore, personal use of public property by City employees is 

authorized if such use is de minimus, incidental, and satisfies the following criteria 

 

A. ls authorized to use or possess property to fulfill the employee's official functions 

B. Public value of use or possession of property by employee outweighs any personal 

benefit to employee 

C. Does not interfere with employee's primary duties or City operations 
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D. Does not interfere with the ·performance of any other employee's duties 

E. Does not compromise the integrity of City property, information, or software 

F. Does not involve conducting an outside business or private employment or other 

activities conducted for private financial gain 

G. Does not violate the law or City policy 

H. Does not create a risk of liability or harm to the City 
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SECTION VIII:  DISCIPLINARY ACTION  
 

1. General Policy 

A. It is the policy of the Vineyard that management will inform its employees about 

what is expected at work, what constitutes employee misconduct, and what the 

employee’s rights are, if disciplined. 

B. It is the responsibility of all employees to observe rules of conduct necessary for the 

proper operation of Vineyard government. Administrative procedures have been 

established for the handling of disciplinary measures when required. All such 

measures shall follow the presentation of charges to the employee. 

C. Disciplinary action, in the form of either a verbal warning, written reprimand (form 

#24), suspension (form #25), demotion (form #26), or termination of employment 

(form #27), may be imposed for misconduct depending on the seriousness of the 

misconduct. 

D. Misconduct for purposes of this policy includes inability to perform required job 

functions, acts of insubordination, violation of the employee’s code of conduct 

contained in this policy, violation of any other portion of this policy or other clearly 

established policies, and any illegal or immoral conduct that significantly 

compromises the employee’s ability to successfully work for the City. 

2. Conducting an Investigation 

A. The department head or City Administrator may conduct an investigation into the 

allegations, which form the grounds for any proposed disciplinary action. 

B. During an investigation to determine the facts upon which disciplinary action may be 

imposed the department head or City Administrator may place an employee on 

administrative leave. 

C. Disciplinary action shall not be imposed until an informal pre-disciplinary hearing, 

with appropriate written notice, has been completed by the department head or City 

Administrator. The investigation shall include an opportunity for the employee to 

respond to the allegations. 

3. Imposing Disciplinary Action 

A. The department head or City Administrator shall conduct disciplinary action in a 

consistent manner. 

B. Each employee shall be afforded prior access to Vineyard’s rules, policies, and 

procedures. 

C. The employee shall receive timely notice of the pre-disciplinary meeting, overview 
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of allegations, and potential disciplinary action. 

D. Prior to imposing the disciplinary action, the employee shall have the opportunity to 

review the disciplinary action with the department head or City Administrator. The 

employee shall have the opportunity to respond to the allegations. The employee’s 

written response, if any, and other related documents shall be placed in the 

employee’s personnel file. 

E. In determining the type and severity of the disciplinary action, the department head 

or City Administrator, may consider aggravating and mitigating circumstances which 

include, but are not limited to: the repeated nature of misconduct; prior disciplinary 

action imposed; the severity of the misconduct; the employee’s work record; the 

effect on Vineyard operations; and/or the potential of the misconduct to harm 

person(s) or property. 

F. For disciplinary action other than a verbal reprimand the department head or City 

Administrator shall notify the employee, in writing, of the findings of the 

investigation/pre-disciplinary hearing. The written statement shall include: 

1. The grounds for disciplinary action, including a description of the specific 

misconduct for which the disciplinary action is being imposed. 

2. Any prior disciplinary action imposed. 

3. The disciplinary action to be imposed. 

4. The effective date and duration of the disciplinary action. 

5. The corrective action necessary, if any, for the employee to avoid further 

disciplinary action. 

G. Suspension, demotion, transfer, or termination of an employee shall require the 

approval of the department head and City Administrator (forms #25, #26, #27, #28). 

H. The department head or City Administrator may note the disciplinary action on their 

personal notes at the time the disciplinary action is imposed and/or on the 

employee’s “Employee Performance Review Form” (form #50). 

4. Appeal Procedures 

A. “Probationary employees” have no appeal rights. 

B. Employees have no “verbal warning” appeal rights. 

C. Employees have no “written reprimand” appeal rights. 

D. Appealing to Vineyard’s Council. Upon written receipt of an Employee Suspension, 

Demotion, Transfer, or Termination Notice, some employees have the right to appeal 
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the disciplinary process and action imposed by the department head or City 

Administrator, to Vineyard’s Council (exceptions include Probationary Employees, 

appointed officers including the Recorder, department heads and other employees as 

indicated as not being entitled to a due process hearing in Utah Code 10-3-1105): 

1. An employee must submit a written notice of appeal to Vineyard’s Recorder 

within ten (10) days or an employee will be deemed to have waived all appeal 

rights. 

2. If Vineyard’s Council overturns the Employee Disciplinary Action: 

a. Vineyard’s Council may reinstate any loss of pay associated with the 

Employee Disciplinary Action. 

b. The Human Resource Manager shall remove the record of the 

disciplinary action from the employee’s personnel file. 

3. If Vineyard’s Council upholds the Employee Disciplinary Action an employee 

has the right to appeal the decision to the Utah Court of Appeals pursuant to 

Utah Code 10-3-1106. 

SECTION IX:  GRIEVANCE PROCEDURES  
 

1. General Policy 

Employees who perceive that they have a grievance against Vineyard or any Vineyard 

Employee, other than a grievance that is covered by the sexual and other harassment section of 

this policy, shall exhaust the administrative procedure set forth in the body of this policy before 

addressing their grievance through any other forum.  An employee may file a grievance about 

any perceived work-related injustice or oppression resulting from an act occurrence, omission, 

condition, or unfair labor practice other than termination, suspension or demotion which must be 

addressed through the disciplinary appeal process. Issues addressable throughout the grievance 

process include, but are not limited to: 

1. Employee-supervisor relationships. 

2. Duty assignments not affecting job classification. 

3. Shift and job location assignments. 

4. Working conditions. 

5. Practices affecting granting of leave. 

A. Grievances should be resolved at the lowest administrative level possible. Employees 

and the department head shall attempt to resolve grievances informally by discussing 

the grievance issues before any formal written grievance is filed. Each employee 

pursuing a formal grievance must prepare and submit a separate written “Grievance 



 

41 

Form” (form #31).  

B. Employees will be allowed a reasonable amount of time during work to prepare 

written grievances. Employee grievances must be filed within ten (10) days of the 

occurrence or event giving rise to the grievance or within ten (10) days of when the 

employee acquires knowledge of the occurrence or event giving rise to the grievance. 

C. At each level of the grievance process, after an administrator has received an 

employee grievance, the administrator shall have ten (10) working days to respond in 

writing to the grievance. 

D. If an administrator is unable to answer the grievance within the specified time period 

due to extenuating circumstances, the administrator may take an additional ten (10) 

working days to answer the grievance if they notify the employee in writing of the 

exigent circumstances and that the extension is being exercised. If the grievance 

remains unresolved or the decision is considered unacceptable, the employee may 

appeal the decision to the next level of appeal. 

E. Absent exigent circumstances, if the supervisor fails to respond within the allotted 

time, the employee may proceed to the next level of appeal. 

F. Only the issues presented in the original grievance may be considered throughout the 

appellate process. A grievance and any necessary appeals shall be processed through 

the following chain of command, if applicable: 

1. Department Head. 

2. City Manager. 

3. Mayor or designee.Human Resources 

4. Council. 

G. The decision of the Council constitutes the final level of appeal and is final and non-

appealable. 

2. Confidentiality   

Written Grievance Forms shall be private data under the Government Records Access 

Management Act of the State of Utah.  The Mayor or Council may declare the grievance 

documents to be confidential and/or order the entire record, or any part of it, sealed. 

3. Filing 

A. No document relating to a grievance shall be placed in the employee’s personnel file. 

B. If any disciplinary action against an employee is rescinded as a result of the 

grievance process, the Human Resource Manager shall remove the record of the 
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disciplinary action from the employee’s personnel file. 

C. If any disciplinary action against an employee is modified as a result of the grievance 

process, the unmodified record of the disciplinary action shall be removed from the 

employee’s personnel file and the modified record of the disciplinary action shall be 

placed in the employee’s personnel file. 

 SECTION X:  TERMINATION OF EMPLOYMENT  
 

1. Types of Termination   

Any involuntary termination or termination of any employee who is allowed to resign, in lieu of 

an involuntary termination, should be reviewed with legal counsel before termination is pursued 

or a resignation is accepted to ensure the employees "due process" rights are not violated. 

A. Retirement.  Voluntary termination at the end of an employee’s career. 

B. Voluntary Resignation.  When an employee wishes to leave Vineyard, they will 

complete a “Notice of Voluntary Resignation Form” (from # 29) and present it to 

their immediate supervisor or department head. 

C.  Resignation, in Lieu of an Involuntary Termination, Agreement.  The Mayor or 

designee, may conclude that an employee should be involuntarily terminated for no 

Involuntary Termination proceedings have begun, but have not been completed, and 

an employee suggests that they would like to voluntarily resign, the Mayor or 

designee may agree to a “Resignation In Lieu Of An Involuntary Termination 

Agreement” (form # 30). 

D.  Involuntary Termination.  The department head or City Administrator may conclude 

that an employee should be involuntarily terminated for no reason (for probationary 

employees and department heads) or for cause (form #27). 

E.  Reductions in Force/Layoffs.  Whenever it is necessary to reduce the number of 

employees in Vineyard because of lack of work or lack of funds, Vineyard may 

attempt to minimize layoffs by readjustment of personnel through reassignment of 

duties in other work areas (form #28). 

F.  Medical.  The American’s with Disabilities Act (ADA) prohibits illegal 

discrimination by an employer against an otherwise qualified individual with a 

disability.  Consequently, an employee should not be terminated for medical reasons 

without prior consultation with legal counsel. 

G.  Death.  If an employee of Vineyard dies, their estate receives all pay due and any 

earned and payable benefits (such as payment for compensation time and vacation 

leave) as of the date of death. 

2. Required Notice Prior to Termination 
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A. All employees, including at-will employees, must notify Vineyard at least two (2) 

weeks before retiring or voluntarily resigning to be eligible: 

1. To receive pay for unused, accrued vacation leave (if applicable). 

2. For rehire. 

B.  Vineyard does not have a requirement to give any prior notice to an employee before 

terminating their employment with Vineyard.  

C. Unused, accrued vacation leave will always be paid for terminations of employment 

involving Reductions in Force/Layoffs, Medical Reasons, and Deaths. 

3. Termination Procedures 

A. A “Notice of Voluntary Resignation Form” (form #31), signed by the employee and 

the department head or City Administrator, may be utilized in Voluntary 

Resignations. 

B.  Involuntary Terminations/Separations for Cause require Vineyard to provide their 

terminating employees with written notification of due process (form #27).  At-Will 

Involuntary Terminations (for probationary employees and department heads) do not 

require Vineyard to provide their terminating employees with written notification of 

due process. 

C.  A “Resignation in Lieu of an Involuntary Termination Agreement” (form #30), 

signed by the employee and the department head or City Administrator, may be 

utilized in negotiated terminations. A “Resignation In Lieu of an Involuntary 

Termination Agreement” does not require Vineyard to provide their terminating 

employees with written notification of due process. 

D.  The following steps should be taken for Voluntary Retirements: 

1. Employees who desire retirement should notify Vineyard three (3) months in 

advance. 

2. Vineyard should communicate the status of each employee’s retirement 

benefits. Upon request for retirement benefits, Vineyard should notify the 

administrator of the retirement program and the appropriate state and federal 

regulatory agencies. 

3. Vineyard should carefully explain to the employee what the options are [such 

as Cobra; (see #4 in Section X) and Retirement Plan Options]. 

4. Vineyard should give the employee ample time to review the retirement plan. 

5. Vineyard should have the employee sign a release, or at least a declaration 

statement, to the effect that they are electing retirement of their own free will. 
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E.  The following steps should be taken for Reductions in Force/Layoffs: 

1. Determine whether Vineyard is required to follow statutory guidelines related 

to the reduction in force/layoff. If Vineyard is required to follow statutory 

guidelines, policy, procedure, and actual practice must comply with said 

guidelines. 

2. If Vineyard is facing a possible reduction in labor force, Vineyard should 

explain the situation to its employees, advising them of the possibility that 

reductions in force/layoffs may become an economic necessity for Vineyard. 

3. In the selection of employees for Vineyard’s reduction in force/layoff, the 

following guidelines should be considered: 

a. Selection should be based upon the employee’s ability to perform the 

work assignments within the affected department. 

b. Seniority should govern the selection when ability is equal. 

c. Emergency, temporary, and probationary employees should be laid off 

first. 

d. Permanent employees should be the last to be laid off, when possible, in 

inverse order of their length of service. 

e. Before any reduction in force/layoff, Vineyard should determine whether 

it is subject to the requirements of the Worker Adjustment and Retraining 

Notification Act, 29 U.S.C. 2101, et seq. 

f. Vineyard should carefully explain to the employee what the options are 

such as Cobra (see #4 of Section X) and Retirement Plan Options. 

g. If Vineyard cannot give advanced notice of a reduction in force/layoff to 

the employee, two weeks severance pay may be given in lieu of notice 

for a bona fide reduction in force/layoff. 

4. Written reductions in force/layoff notices should contain the following 

information:  

a. Statement that separation from employment is based on reduction in 

force/layoff. 

b. Anticipated date of layoff. 

c. Any options regarding employee placement in another position. 

F.  Outstanding Pay. 

1. Arrange for distribution of any paychecks which may be due the employee, 
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including pay for any hours worked but not paid; pay for unused, accrued 

vacation leave (if applicable). 

2. Under Utah State law, the required timing of the final payment at termination 

is: 

a. A Voluntary Resignation. Within one (1) workday of effective 

resignation date. 

b. An Involuntary Termination/Separation for Cause.  Within one (1) 

workday of last day worked. 

G.  The terminating employee will return any supplies or equipment, which are the 

property of Vineyard, to Vineyard at termination. 

H. All terminating employees should complete an “Exit Interview Form” (from # 32) 

with the department head. The Exit Interview Form should be signed by the 

employee and the department head. 

4. Cobra  

Any employee, who is eligible for benefits, that is separated from Vineyard is entitled to a 

continuation of insurance coverage per the mandates of the Consolidated Omnibus Budget 

Reconciliation Act of 1985 (COBRA) plan as stated in the Vineyard’s “COBRA Notification” 

(form #33). 

A. Federal Public Law 99-272 (which became effective July 1, 1986 and is known as 

COBRA) requires that all employers of twenty (20) or more full-time employees 

offer a continuation of group insurance coverage to individuals who fall under one 

(1) of the following qualifying events: 

1. Termination of employment (other than for gross misconduct), for a maximum 

continuation period of eighteen (18) months. 

2. Reduction of work hours below eligibility requirement, for a maximum 

continuation period of eighteen (18) months. 

3. Dependent coverage terminated due to death of employee, for a maximum 

continuation period of thirty-six (36) months. 

4. Divorce or legal separation from employee, for a maximum continuation period 

of thirty-six (36) months. 

5. Spouse or dependent of Medicare eligible employee, for a maximum 

continuation period of thirty-six (36) months. 

6. Dependent child who ceases to be a dependent under the generally applicable 

requirements of the group plan, for a maximum continuation period of thirty-
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six (36) months. 

B.  Under the Act, a qualifying individual is entitled to continued group insurance 

coverage identical to that, which is provided to similarly situated beneficiaries to 

whom a qualifying event has not occurred. Individuals who are entitled to continued 

benefits under COBRA guidelines are required to pay the entire premium required 

under the policy during the entire period of the continued coverage. The premium a 

qualifying individual will be required to pay may not exceed one hundred and two 

percent (102%) of the applicable premium, for any period of continued coverage. 

Failure to pay the monthly premium will result in a cancellation of the insurance. 

C. The insurance benefits offered under the COBRA guidelines will be terminated if 

and when any of the following occur: 

1. A qualifying individual fails to pay the premium at the time it is required. 

2. A qualifying individual becomes eligible for coverage under any other group 

insurance plan due to employment or remarriage. 

3. At the expiration of a qualifying individual’s maximum continuation period. 

D.  The offer of continued insurance coverage under COBRA is made independent of 

any other offer to continue insurance that may be required under any applicable state 

law. 

E. A qualifying individual has sixty (60) days from the termination date of their current 

coverage to decide whether to continue their insurance coverage under this plan. If 

they decide to apply for the continued coverage, all due and owing premiums must 

be paid before coverage will be granted. If they fail to apply for coverage within the 

sixty (60) days, they will have waived their rights to continuation of coverage under 

the COBRA guidelines. They are not required to apply for or accept coverage under 

COBRA. 
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SECTION XI:  RECORD KEEPING  
 

1. General Policy   

Federal law requires employers to keep detailed data about their employees (see retention 

schedule). 

2. Confidentiality  

Employee records are maintained in compliance with the law. 

A. Confidentiality must be maintained at all times with access limited to employees and 

their supervisory chain. 

B. Vineyard’s policy is that only relevant, job-related information is maintained on its 

employees, that such information is held in strict confidence, and that access is 

limited only to those who require it for legitimate business reasons. 

C. Employees have the opportunity to review their own files in the presence of the 

Human Resource Manager, on Vineyard premises during regular business hours. 

3. Personnel File Requirements 

A. General. 

1. Personnel files are maintained on each employee and kept by the Human 

Resource Manager. The record copy (original) of all appropriate personnel 

information, as set forth hereafter, related to an employee shall be filed in the 

employee’s personnel file. 

2. No information from any record placed in an employee’s personnel file will be 

communicated to any person or organization except by the Human Resource 

Manager 

3. Employees, or their representative designated in writing, may examine the 

employee’s personnel file upon request during normal working hours at 

Vineyard. When a Supervisor requires access to the personnel file of an 

employee under their supervision for the handling of personnel matters, the 

supervisor must obtain authorization from the department head or Human 

Resource Manager 

B. Contents. 

1. An employment record; including the employee’s “Job Application” (form #7), 

resume, cover letter, interview forms (forms #8, #9, #10, #11, #12, #13), 

“Employment Eligibility Verification” (form #18), “Employee’s Withholding 

Allowance Certificate” (form #34), “Job Offer Letter” (form #14), etc. 
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2. A signed copy of the employee’s acknowledgment of receiving a copy of the 

personnel policies and procedures manual (form #1); and the performance 

standard for the position the employee currently occupies. 

3. A copy of the “Orientation Form” (form #35) and the “New Hire Check Sheet” 

(from #36). 

4. Election form to disclose or keep confidential, the employee’s home address, 

and home telephone number (form #37). 

5. Certificates, college degrees/diplomas pertinent to their job requirements 

6. All personnel action forms, including: 

a. Performance evaluations (form #50). 

b. Promotions or transfers (form #28). 

c. Salary rate changes. 

d. Disciplinary action taken. The employee will be asked to sign the 

disciplinary action form (form #24, #25, #26, #27, or #28, #30). If the 

employee refuses to sign this form the department head or City 

Administrator, will so state. 

7. Any information the employee wants included in response to any of the above 

actions. 

8. Records of citations for excellence or awards for good performance. 

9. Annual records of any leave accrued and taken.  Official records of vacation 

and sick leave accrual and leave usage are kept for employees by the finance 

department. Leave balances are shown on the official record to reflect any 

remaining leave to which an employee is entitled. Employees may check with 

the finance department, to obtain information regarding their current leave 

usage. 

10. Record of any other pertinent information having a bearing on the employee’s 

status. 

C. Employee Information/Change of Employee Status.  Employees are responsible for 

ensuring that personal employee information contained in their personnel files is 

current and accurate. Employee information (any change in number of dependents, 

marital status, address, telephone number, etc.) should be updated by completing an 

“Employee Information/Change of Status Form” (form #39) and giving it to the 

Human Resource Manager, to update their personnel file. 

D. Giving References.  Vineyard limits information given in a reference to the 
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following: 

1. Verification that the employee worked, full-time or part-time, for Vineyard 

during a stated period. 

2. A description of the position held. 

3. Verification that the employee achieved a given salary range. 

4. Other Files Requirements   

Records related to the items listed below should be kept according to approved retention 

schedule. In addition, records should be examined annually to keep the files current and to save 

those records that management feels should be kept longer. 

A. Test papers completed by job applicants or candidates for any position. 

B. Results of any pre-employment physical exam and mobility exams should be kept for 

a period of at least four (4) years. 

C. Any advertisements or notices relating to job openings, promotions, training 

programs, or opportunities for overtime work. 

D. Records of promotion, demotion, transfer, selection for training, layoff, rehire, or 

termination of any employee. These should also be signed by the employee. 

5. Salary/Wage Requirements   

The Federal Labor Standards Act (FLSA) requires Vineyard to keep all of the following data on 

all employees for a period of at least seven (7) years. 

A. Employee’s sex. 

B. Time and day work schedule. 

C. Hours worked each day and total hours worked each week. 

D. Total daily or weekly straight-time earnings. 

E. Total additions to, or deductions from, wages paid each pay period, including an 

explanation of items that make up additions and deductions. 

F. Date of payment and pay period covered. 

G. Total overtime above regular compensation for workweek. 
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6. Other Requirements   

There are record keeping requirements under other federal and state laws over which the 

personnel record keeping function has jurisdiction: 

A. Occupational Safety and Health Act (OSHA) record of injuries. 

B. Employee Retirement Income Security Act (ERISA) record of pensions. 

C. The Immigration Reform and Control Act (IRCA) of 1986 requires verification of 

status forms to be kept for three (3) years after the person is hired or for one (1) year 

after employment is terminated, whichever is later. 
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SECTION XII:  PERFORMANCE EVALUATIONS  
 

1. General Policy 

A. Performance evaluations will consist of a review between the supervisor and the 

employee using Vineyard’s Performance Evaluation Form (form#50) 

B.  It is the policy of Vineyard that employee evaluations be conducted in a manner, 

which will ensure fair treatment and an objective evaluation of employee 

performance. 

C.  Goal setting is critical for the development of performance plans and standards.  

Goals define in broad terms the underlying purpose of a given activity or set of 

activities. 

D.  Objectives specify what should be achieved during an employee’s employment with 

Vineyard. 

E.  There are certain fundamental principles, which govern the establishment of goals, 

objectives, and performance standards. 

1. Participatory Goal Setting.  In setting goals and objectives of employees, the 

supervisors should seek to involve employees in the process. 

2. Outline Results to be Achieved.  There should be room for flexibility. The 

supervisor should discuss with the employee how much will be done, when it 

needs to be completed, and what resources will be required. 

3. Relate to Organizational Objectives and Goals.  In the process of initially 

formulating performance plans, each employee should be provided with the 

larger picture and how their work contributes to the organization. This is the 

responsibility of each supervisor. 

4. Define Objectives.  Objectives must be clearly defined and understood by both 

employees and their supervisors. There must be clear agreement on resources 

to be made available, periodic reviews and other related control activities. 

5. Give Support.  Employees should understand that they will be fully supported 

by their supervisors in pursuing the achievement of the mutually agreed upon 

objectives and standards. 

2. Employee Work Plan 

A.  As part of the review process the supervisor and employee will establish an 

Employee Work Plan to set goals for the coming year. The purpose of the Employee 

Work Plan is to provide a vehicle for setting and communicating performance goals.  

The supervisor and employee will focus on goals to improve job performance 
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according to departmental and organizational objectives. The Employee Work Plan is 

a collaborative process in which employees and their supervisors: 

1. Jointly identify objectives for the next performance evaluation period. 

2. Define priorities and performance standards for the next performance period. 

3. Compare progress against expectations and revise the plan, when necessary. 

B.  The performance plan shall include goals and objectives, mutually acceptable 

performance standards, and a prioritization of goals and objectives. 

C.  Both employees and their supervisor shall sign the work plan.  

3. Performance Standards 

A.  Performance standards and expectations shall be established for each employee. 

Employees shall participate in the establishment of performance standards and 

expectations relevant to their jobs. 

B.  Employees shall be advised of how they are performing in relation to established 

standards. 

C.  Performance evaluations are an ongoing process, which requires that supervisor, and 

subordinates meet periodically to discuss achievements, review performance and 

mutually agree on strategies to eliminate performance deficiencies. This ongoing 

process culminates in the written evaluation at the end of the annual performance 

evaluation period. 

D.  Employees shall be made aware of the time frames and actions to be taken to 

improve performance and to increase the value of service. 

E.  Employees shall know what role their supervisors shall play in providing them with 

assistance toward improved performance. 

F.  Under no circumstances should employees be allowed to prepare their own 

performance evaluation. It is the responsibility of the employee’s supervisor to 

prepare performance evaluations. 

G.  Employees shall have the right to prepare relevant comments to accompany their 

evaluations. 

4. Performance Ratings. 

A.  Each employee evaluation shall provide an overall performance rating which can be 

equated to one of the following: 

5. (5-4) EXCEEDS EXPECTATIONS:  Frequently exceeds job requirements.  Objectives are 
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achieved above the established standards and accomplishments are made in unexpected 

areas as well.  This rating should only be used when work performance exceeds 

expectations. 

 

(3) MEETS EXPECTATIONS:  Performs 100% of job duties satisfactorily.  Normal 

guidance and supervision are required.  

 

(2-1) NEEDS IMPROVEMENT:  Occasionally fails to meet job requirements; 

performance must improve to meet expectations of position.  Some work may be 

incomplete, of poor quality or quantity, or not submitted within acceptable time frames.  

Improvement is required. 

 

6. Performance Periods 

A.  Probationary employees. 

1. Employees on probation shall have performance evaluations following the end 

of their probationary period. 

2. The performance evaluations may be used to provide information to both the 

employee and management regarding the employee’s performance. 

3. Probationary employees should understand that their performance evaluations 

and the results of such evaluations shall not obligate Vineyard to a particular 

course of action relative to probationary employees, nor shall it create any 

property/due process rights for probationary employees relative to their 

jobs/positions. 

B.  Permanent employees. 

1. Performance evaluations and semi-annual reviews will be completed at the 

designated review period as per the City Manager 

2. Although a salary adjustment does not automatically follow a performance 

evaluation, the performance evaluation will be included as a component of any 

future compensation increase. 

7. Confidentiality 

A.  Completed performance evaluations shall permanently remain in the employee’s 

personnel file and become a part of the private information of that file. 

B.  Performance evaluations may be used in decisions concerning advancement, future 

training needs; performance related salary adjustments and contested disciplinary 

actions. 
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SECTION XIII:  EMPLOYMENT CLASSIFICATIONS/COMPENSATION  
 

1. General Policy  

Vineyard will pay at least minimum wages and overtime to all employees except those who are 

specifically exempt from minimum wage and overtime under the Fair Labor Standards Act 

(FLSA) of 1938. Vineyard will also provide equal pay to all employees doing similar work, 

which requires substantially equal skill, effort, and responsibility, and are performed under 

similar working conditions in accordance with the Fair Labor Standards Act of 1938 and the 

Equal Pay Act of 1963. 

2. Employment Classifications  

There are four classifications of employees within Vineyard: 

A.  Full-time.  An employee hired for an indefinite period in a position for which the 

normal work schedule is more than thirty (30) hours per week. Full-time employees 

may or may not qualify for specific Vineyard benefits. 

B.  Part-time.  An employee hired for an indefinite period in a position for which the 

normal work schedule is less than thirty (30) hours per week. Part-time employees do 

not qualify for Vineyard benefits. 

C.  Temporary.  An employee hired for a position, which is required for only a specific, 

known duration, usually less than six (6) months. Temporary employees do not 

qualify for Vineyard benefits. 

D.  Seasonal.  An employee hired for a position which is required only for the summer or 

winter months. Summer or winter only employees do not qualify for Vineyard 

benefits. 

3. Employment Status 

To facilitate provisions of the Fair Labor Standards Act, employees shall also be classified as 

either exempt or nonexempt, with respect to eligibility for overtime payment. They shall be 

defined as: 

A.  Exempt.  Positions of a managerial, administrative, or professional nature, as 

prescribed by Federal and State Labor Statutes shall be exempt from minimum wage 

and mandatory overtime payment regulations. 

B.  Nonexempt.  Positions of a clerical, technical, or service nature, as defined by 

Federal and State Labor Statutes, which are covered by provisions for minimum 

wage and mandatory overtime payment regulations. 

4. Work Week 
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A.  Begins on Saturday at 12:00 a.m. (midnight). 

B.  Ends on Friday at 11.59:59 p.m. 

C.  Employees engaged in public safety activities, such as Law Enforcement and Fire 

Protection Departments: As directed by the Mayor, or designee. 

5. Work Days. 

A.  Full Time: Monday -Friday. Department heads may direct employees to work a 

different schedule as deemed necessary. 

B.  Part Time: As directed by the department head. 

C.  Employees engaged in public safety activities, such as Law Enforcement and Fire 

Protection Departments: As directed by the Mayor, or designee. 

6. Work Hours. 

A.  Full Time:  Monday – Thursday 8:00 to 5:30 Friday 8:00 to Noon. Department heads 

may direct employees to work a different schedule as deemed necessary.  

B.  Part Time: As directed by the department head. 

C.  Employees engaged in public safety activities, such as Law Enforcement and Fire 

Protection Departments:  As directed by the department head. 

7. Attendance.  Employees shall be in attendance at their work stations during normal 

working hours, as directed by department heads.  

8. Breaks and Lunch Periods. 

A.  Full-time: 

1. Breaks:  Two (2) optional fifteen (15) minute paid breaks during a standard 

work day. Breaks cannot be used to extend the lunch period or shorten an 

employee’s work hours. 

2. Lunch:  One thirty (30) minute unpaid lunch period during a standard workday. 

B.  Part-time:  As directed by the department head. 

C.  Employee breaks and lunch periods will be taken at the discretion of their supervisor 

or department head, to ensure continuity in the flow of work. 

D.  If employees choose to work through their paid breaks, it is their decision to do so 

and no extra compensation will be given for the extra time worked. 
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E.  Employees engaged in public safety activities, such as Police and Fire Departments:  

As directed by the department head. 

9. Compensatory Time Off 

A.  Employees may receive compensatory time off in lieu of overtime pay at Vineyard’s 

discretion. The department head, reserves the right to schedule when an employee’s 

accrued compensatory time will be used. Written employee requests to use their 

accumulated compensation time during specific dates and times, must be approved 

by the department head, who shall honor the requests unless granting the 

compensatory time off would create a substantial hardship for Vineyard. 

B.  The law requires that after non-exempt employees have accumulated the maximum 

amounts of compensatory time off during any work period, any additional overtime 

must be paid as set forth below: 

1. For employees engaged in public safety activities, such as Law Enforcement 

and Fire Protection Departments, with five (5) or more employees, not more 

than four hundred eighty (480) hours of compensatory time off may accrue. 

2. For employees engaged in public safety activities, such as Law Enforcement 

and Fire Protection Departments, with less than five (5) employees the FLSA 

does not apply. 

3. For employees not engaged in public safety activities, not more than two 

hundred forty (240) hours of compensatory time off may accrue. 

C.  Compensation time off will be accumulated at the overtime rate of one and one-half 

(1/2) hours for every hour worked, for all overtime hours worked. 

10. Overtime Pay 

A.  For employees engaged in Law Enforcement public safety activities in Departments 

with five (5) or more employees, overtime pay would apply for over one hundred 

seventy one (171) hours worked in a work period consisting of twenty eight (28) 

consecutive days and shall be compensated at the rate of one and one-half (1.5) the 

regular hourly rate of the employee. Following this requirement, overtime pay would 

apply for over eighty-six (86) hours worked in a work period consisting of fourteen 

(14) consecutive days and for over forty-three (43) hours worked in a work period 

consisting of seven (7) consecutive days (form #40). 

B.  For employees engaged in Fire Protection public safety activities in Departments 

with five (5) or more employees, overtime pay would apply for over two hundred 

twelve (212) hours worked in a work period consisting of twenty eight (28) 

consecutive days and shall be compensated at the rate of one and one-half (1.5) the 

regular hourly rate of the employee. Following this requirement, overtime pay would 

apply for over one hundred six (106) hours worked in a work period consisting of 
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fourteen (14) consecutive days and for over fifty-three (53) hours worked in a work 

period consisting of seven (7) consecutive days (form #40). 

C.  For employees engaged in public safety activities, such as Law Enforcement and Fire 

Protection Departments, with less than five (5) employees the FLSA does not apply 

and, therefore, overtime pay shall not be paid for any hours worked in any work 

period. 

D.  For employees not engaged in public safety activities; overtime pay would apply for 

over forty (40) hours worked in a work week, and shall be compensated at the rate of 

one and one-half (1.5) the regular hourly rate of the employee. 

E.  For employees not engaged in public safety activities, if a holiday, vacation, or sick 

day falls within a work week, the employee must work forty (40) hours over and 

above these hours before overtime must be paid. If an employee works on a holiday 

because of an emergency situation, they will: 

1. Receive regular straight-time pay for the time worked, plus holiday pay. 

2. Or, with approval of the department head, be allowed to take the holiday off at 

a later date. 

F.  Overtime shall be approved by the department head, in writing before worked, except 

for public safety activities, such as Law Enforcement Officers and Firefighters.  

Overtime shall be authorized for personnel only when absolutely necessary to 

provide required services. Violation of this policy may result in disciplinary action, 

up to and including termination. 

G. Public safety activities, such as Law Enforcement Officers and Firefighters, may 

work overtime without prior authorization only in emergency situations. 

H. Public safety activities, such as Law Enforcement Officers and Firefighters, who 

work overtime in emergency situations shall notify the Police/Fire Chief as soon as 

possible with the overtime worked. 

11. On-call Policy 

Due to the risk associated with providing public services, timely response to emergencies is 

necessary. Employees may be required to fill “on-call” shifts as determined by department heads.  

A.  On-call shifts will begin Tuesday at 5:30 PM and will end the following Tuesday at 

8:00 AM.  

B. Employees required by the City to be available for on-call shifts will be compensated 

at 10 hours for each on call shift. This compensation may be in either compensatory 

or paid out as straight time regardless of employment classification.  

C. Time is considered on-call time when the employee has freedom of movement in 
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personal matters as long as the employee is available for a call to duty. An employee 

may not be in on-call status while using leave or while otherwise unable to respond 

to a call to duty. 

D.  On-call status shall be designated by a supervisor and shall be in writing. Carrying a 

pager or cell phone shall not constitute on-call time without this written agreement. 

E. The employee shall record the hours spent in on-call status, and any actual hours 

worked, on the official time record, for the specific date the hours were incurred, in 

order to be paid. 

F. An employee may not record on-call hours and actual hours worked for the same 

period of time.  

G. An employee shall receive 2 hours straight time for the first call out within a 24-hour 

period and will receive time and a half for any additional time during the first callout 

or any other call out during that same 24-hour period. 

12. Time Sheets   

Employees will complete and electronically sign, as verification of accuracy, an Employee Time 

Sheet showing all hours worked, including overtime, and submit the time sheet to their 

supervisor or department head for approval, which the supervisor will turn in to the finance 

department for processing. 

A. It is a job requirement that all non-exempt employees and employees working in an 

hourly paid position must “clock in” at the start of their shift and “clock out” at the 

end of their shift. Adjustments to hours worked and leave taken should be reported to 

your supervisor and finance weekly. To view hours worked contact the finance 

department.  

B. The FLSA does not permit an employer to benefit from the work of an employee 

without compensating them for such work. Therefore, all hours worked must be 

reported using the time clock electronic timekeeping system. Any time spent working 

while not clocked in (a.k.a. “working off the clock”) is strictly prohibited. Employees 

are required to clock in before performing any work and are not permitted to clock 

out until their shift has ended. Employees that under report or fail to report hours 

worked are subject to corrective action up to and including termination. Examples of 

“working off the clock” may include: 

1. Forgetting to clock in or out. 

2. Voluntarily continuing to work at the end of regular working hours. 

3. Taking work home to complete on the weekend or in the evening (without 

preauthorization) 

4. Checking/Reading/Reviewing work related emails or listening to work-related 
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voicemail messages while away from the office or workplace. 

5. Answering phones, emails, or attending to customers while clocked out for a 

lunch break. 

C. Once an employee has clocked in, he/she is responsible for starting work. When a 

shift has been completed, it is the employee’s responsibility to clock out. Employees 

conducting personal business or simply not working while clocked in may be 

considered “riding the clock” and could be subject to corrective action up to and 

including termination 

D. All full-time employees should clock out for lunch. If they do not clock out for lunch 

30 minutes will be automatically deduced after 6 hours of work. Some departments 

require employees to leave their workstation for lunch and breaks. Check with your 

supervisor regarding this policy. 

E. Employees and supervisors must resolve all missed clock in or outs, reconcile and 

enter all leave taken, and review clock hours on the Monday following the close of a 

pay period. It is imperative that employees request any necessary time clock 

adjustments in a timely manner.   

F. If an employee is unable to clock in or out because of a time clock malfunction, 

accidental oversight, or other reason, it is the employee’s responsibility to 

immediately inform accounting. 

G. The following infractions are prohibited, will be considered severe and may be 

subject to immediate corrective action, up to and including termination.  

1. Any attempt to tamper with timekeeping hardware or software.  

2. Clocking in or out for another employee (a.k.a. “buddy punching”) 

3. Interference with another employee’s use of the time clock 

4. Unauthorized viewing of another employee’s time  
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SECTION XIV:  SALARY PLANNING  
 

1. General Policy  

Vineyard has established a process to consider annual pay increases for employees using the 

annual CPI, annual performance evaluations (see Section XII, form #50), 

2. Use of Annual Performance Evaluation 

Each year the Mayor and Council will establish a percentage in the budget allocated to raises.  

Annual Performance Evaluations will be used to determine eligibility for annual pay increases as 

follows:  

A. A score of 4 or above – full increase 

B. A score of 3 to 3.9 – half increase 

C. A score below 3 – no increase 

3. Criteria for Annual Pay Increase  

Vineyard will consider annual pay increases for employees based on the following criteria:  

A. A Cost of Living Allowance (COLA) based on the April CPI from an established 

index, and; 

B. Up to full increase based on annual performance evaluation as outlined above.  

4. Annual Pay Increases Not Automatic   

Pay increases will be considered annually based on the criteria outlined above, as well as budget 

constraints each year. Pay increases are NOT automatic, and will be considered by the Council 

on an annual basis.  

5. Pay Range Adjustments 

The city will evaluate pay ranges every other year to ensure the pay ranges and compensation is 

competitive with the local market. This evaluation will be done by completing a market analysis 

with similar positions.  
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SECTION XV:  PAYROLL ADMINISTRATION  
 

1. Pay Periods  

The Fair Labor Standards Act requires that wages be calculated on a periodic basis consisting of 

twenty-eight (28) days for employees working in public safety activities, such as Law 

Enforcement and Firefighters, and on a weekly basis for employees not working in public safety 

activities, unless an exception is granted by the Department of Labor. 

2. Pay Days   

Vineyard’s paydays are as follows: Bi-weekly every other Friday beginning June 30, 2012. 

3. Minimum Wage/Salary   

The Fair Labor Standards Act requires that Vineyard pay an employee at least the minimum 

wage as a gross wage/salary, minus the legally required pay deductions. 

4. Pay Deductions   

Vineyard is permitted to make deductions authorized by their employees. The following is a 

checklist of payroll deductions: 

A.  Itemized Deductions. 

1. Mandatory: 

a. Medicare tax 

b. Federal Tax. 

c. State Tax. 
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SECTION XVI:  REIMBURSABLE EXPENSES  
 

1. General Policy  

With prior approval, legitimate expenses will be reimbursed by Vineyard to the employee. 

Receipts should be required to reimburse the employee. Reimbursement may be in the form of 

petty cash, an addition to a paycheck, or a separate check. Records must be kept reflecting the 

amount of reimbursement each employee has received. 

2. Training and Conferences  

If required to attend training seminars, conferences, briefings, or gather information; an 

employee will be compensated, in addition to paying any tuition or fees, at the rate of one and 

one-half (12) times their regular work day pay if hours worked exceed forty (40) hours in that 

week. 

3. Travel Policy 

A.  All travel outside of the Vineyard limits during Vineyard work hours shall be 

authorized by the department heads. Employees traveling beyond a 50-mile radius of 

Vineyard shall complete a Travel Reimbursement Request Form. This form must be 

completed 2 weeks prior to scheduled travel to qualify for reimbursements. 

B.  City vehicles shall be used for all travel, if a vehicle is not available, department 

heads may approve the use of a personal vehicle. Employees shall submit a Travel 

Reimbursement Request Form with required mileage. The employee will be 

reimbursed at the established IRS rate for travel deductions (currently fifty-four and 

one half (54.5) cents per mile). Employees traveling further take priority when 

allocating city vehicles. 

1. Employees attending trainings may elect to use a personal vehicle for their 

convenience. The employee will not qualify for a mileage reimbursement, but 

may be reimbursed for actual fuel expenses during travel. Original fuel receipts 

must be submitted to finance department in order to receive a reimbursement. 

Employees must begin and end trip with full tank of fuel to ensure accurate 

reimbursement.  

2. For employees that receives a monthly vehicle stipend, any travel that is less 

than 100 miles in total will not receive any additional reimbursement. If 

traveling further than 100 miles they may apply for a fuel expense 

reimbursement but will not qualify for a mileage reimbursement.   

C. Travel should occur during normal business hours. Reservations, airline tickets, & 

per diem shall be scheduled with this assumption. An employee may elect to adjust 

travel plans to meet personal needs; this shall not incur additional cost to the city. 

 



 

63 

D.  All hotels or other sleeping accommodations and airplane or other travel 

accommodations shall be arranged in advance for overnight trips and paid in advance 

of the trip.  

E.  All registration fees, etc., will be paid in advance by check. If this is not possible, the 

employee will be reimbursed for their own expenditure for registration fees, etc. after 

presentation of a valid receipt in conjunction with previously authorized travel. 

F. Employees attending an elective training will be paid normal work hours for the days 

they are traveling and attending the training 

1. Overtime requests for extenuating circumstances must be approved beforehand 

by the department head.  

G.  For any mandatory training the amount of thirty dollars ($37.00) shall be granted as 

the maximum daily per diem allowance for Vineyard employees engaged in travel on 

the Vineyard’s behalf. No per diem shall be authorized for meals that are provided as 

part of a training. No per diem shall be authorized for spouses of employees or others 

traveling with the employee at their own expense (Please note: the department head, 

however, may authorize the cost of a double rather than a single hotel room to 

accommodate the travel of a spouse with an employee). Receipts shall not be 

required for per diem advancements or compensation unless the employee requests 

reimbursement above the authorized amount. 

H.  For any mandatory travel that requires less than a full day shall be compensated by 

the following specific per diem allowances: 

1. Breakfast:Seven dollars ($7.00) maximum, when departing before 7:00 a.m. 

2. Lunch:Ten dollars ($10.00) maximum. When departing before 11:00 a.m. or 

returning after 1:00 p.m. 

3. Dinner:Twenty dollars ($20.00) maximum, when returning after 7:00 p.m. 

4. These amounts may be either advance after submission and approval of travel 

request or reimbursed after presentation of receipts. 
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SECTION XVII:  BENEFITS  
 

1. Worker’s Compensation 

A.  All employees are covered by workers compensation, which provides medical 

reimbursement and disability benefits for job-related illness or injury. An employee 

does not accrue benefits while receiving workers compensation payments. For exact 

compensation coverage, check the workers compensation contract on file with the 

Mayor, or designee. 

B.  Employees may use accrued vacation or sick leave to make up the difference 

between workers compensation benefits and their base pay. 

C.  Medical Attention.  An employee who sustains a bona fide, on-the-job injury may 

seek medical attention from the medical facility of their choice. They must tell the 

doctor, HOW, WHEN and WHERE the accident occurred. The doctor will complete 

a medical report and copies of this report should be sent within seven (7) days to the 

insurance carrier, the Industrial Commission, and to the injured worker (Please Note:  

Do not submit doctor or hospital bills for on-the-job injuries or illness to the regular 

medical plan). 

D.  Initial Reporting of Illness or Injury.  Reporting the accident or illness is critical to 

qualification for payment under workers compensation. If an employee is injured 

while on the job, no matter how minor, the circumstances should be reported to their 

supervisor or department head immediately. A copy of the report must be sent to the 

insurance carrier and a copy must be sent to the Industrial Commission within seven 

(7) days of the date of injury. 

E.  Reporting while off the Job.  While on leave because of a bone fide, on-the-job 

injury or illness, an employee must contact their supervisor or the department head to 

report on their condition. Failure to provide the required medical status reports may 

result in revocation of the leave and/or immediate termination. 

F.  Return to Service.  All employees must return to work after the approval of the 

attending physician. A statement from the attending physician stating the employee is 

able to resume normal duties will be required before returning to work.  Failure to 

return to work when directed may result in immediate termination.  An employee 

who is able to return to work in light duty status may be required to work in a 

different department and perform duties not contained within their current job 

classification. 

G.  At the time of final release or settlement of a workers compensation claim, if no 

vacancy exists, and if a reasonable effort, which has proven to be unsuccessful, has 

been made to place the employee in another position, they may be terminated and 

paid any accrued benefits due to them.  

2. Insurance 
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A.  Medical Health Insurance.  It is the policy of Vineyard to pay the cost of health 

insurance for: 

1. Each individual full-time employee and a part of their families. 

B.  Life Insurance.  A basic life insurance policy is provided free of charge for each full-

time employee at Vineyard’s expense. This is included in the package with the health 

insurance. 

C.  Insurance Termination, Transition, and Conversion. 

1. Termination.  When an employee is terminated from employment with 

Vineyard, Vineyard will cease making contributions to the employee’s 

insurance plans. 

2. Transition.  In cases requiring longer than three (3) months, arrangements may 

be made with the Mayor or designee for the employee to pay the additional 

premiums required. Both Medical/Health Insurance and Life Insurance may be 

converted on termination in accordance with the terms of the individual 

policies. This is an individual responsibility that should be made directly 

between the individual employee and Vineyard. 

3. Conversion. 

a. The Consolidated Omnibus Budget Reconciliation Act (COBRA) of 

1985 is available for those employees who resign or are terminated from 

employment or if work hours are reduced which makes the employee no 

longer eligible to participate in the state group health insurance plans. 

Employees may have the right to continue to participate in a COBRA 

program through the state for up to eighteen (18) months at the 

employee’s expense, subject to current state and federal law. 

b. Eligible dependents may also extend coverage, at their expense, for up to 

thirty-six (36) months in state health insurance plans in the event of the 

employee’s death, divorce, legal separation, or entitlement to Medicare 

benefits, or when a child ceases to be eligible for coverage as a dependent 

under the terms of the plan, subject to current state and federal law. 

3. State and Federal Unemployment   

All employees whether regular, part-time, or temporary are covered by the benefits of State and 

Federal Unemployment. 

4. Continuing Training   

Employees are encouraged to obtain continuing training through attendance at job related 

seminars. Requests for attendance must be approved in advance by their department head. 



 

66 

A. Required by Vineyard. When Vineyard requires an employee to attend any education 

or training course, conference, seminar, or certification course, Vineyard will provide 

the necessary time off with pay and will reimburse the employee for all associated 

costs including tuition or registration fees, authorized travel, meals, and lodging. 

B.  Encouraged by Vineyard. Employees are encouraged to further their education and 

training in areas that will enhance their job performance. Upon advanced approval by 

the Mayor or designee, and upon successful completion of relevant training courses, 

employees shall be reimbursed for tuition fees, materials, and other necessary and 

approved expenses upon presentation of proper receipts (amount or percentage 

reimbursed approved on a case by case basis). Proof of successful completion will 

include one of the following: 

1. A certificate indicating successful course completion, if applicable. 

2. A grade point average of 2.0 or higher on a 4.0 (A, B, C, D) scale. 

3. A passing grade on a pass/fail grading system. 

C. Reimbursement of training expenses.  An employee who undertakes voluntary 

training or education, and is reimbursed by the City for the expenses of the training, 

shall be required to sign an agreement with Vineyard. As a condition, of being 

reimbursed for the voluntary training they will agree to pay back Vineyard the cost of 

the training if the employee voluntarily leaves employment with Vineyard within 3 

years following the date the reimbursement payment is made to the employee.  

5. Retirement System  

Additional details are available from the Finance Department. 

A. All full time Vineyard employees are covered by the Utah State Retirement Systems, 

unless otherwise authorized by the City Council according to State Law. Vineyard 

shall follow the eligibility requirements as set forth by the Utah Retirement System.  

B.  The cost of this program is paid for by Vineyard and the employee in the percentages 

set by action of the City Council. 
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SECTION XVIII:  FAMILY AND MEDICAL LEAVE ACT (FMLA)  
 

1. General Policy 

The FMLA entitles eligible employees of covered employers to take unpaid, job-protected leave 

for specified family and medical reasons with continuation of group health insurance coverage 

under the same terms and conditions as if the employee had not taken leave. Eligible employees 

are entitled to: 

Twelve workweeks of leave in a 12-month period for:  

• the birth of a child and to care for the newborn child within one year of birth; 

• the placement with the employee of a child for adoption or foster care and to care for 

the newly placed child within one year of placement; 

• to care for the employee’s spouse, child, or parent who has a serious health 

condition; 

• a serious health condition that makes the employee unable to perform the essential 

functions of his or her job; 

• any qualifying exigency arising out of the fact that the employee’s spouse, son, 

daughter, or parent is a covered military member on “covered active duty;” or 

Twenty-six workweeks of leave during a single 12-month period to care for a covered 

servicemember with a serious injury or illness if the eligible employee is the 

servicemember’s spouse, son, daughter, parent, or next of kin (military caregiver leave).  

A. A single public agency is further defined under Section 3(x) of the Federal Labor 

Standards Act to include Vineyard. 

B. A serious health condition is an illness, injury, impairment, or physical or mental 

condition that involves inpatient care in a medical facility or continuing treatment by 

a health care provider. 

C. Intermittent leave or a reduced leave schedule for medical reasons can be taken under 

this policy when medically necessary. Intermittent leave or a reduced leave schedule 

to care for a new child can be taken only if the employee and Vineyard mutually 

agree to that arrangement. 

1. Intermittent leave is leave that is not taken consecutively. 

2. A reduced leave schedule is a leave schedule that reduces the usual number of 

hours per workweek or hours per work day. 

2. Eligibility   

To be eligible for FMLA leave, an employee must: 

A. Have been employed for at least twelve (12) months by the employer. 

B. Have been employed for at least one thousand two hundred fifty (1,250) hours of 

service with that employer during the previous twelve (12) months. 
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3. Leave Options 

At either the employee or employer’s option, certain kinds of paid leave may be substituted for 

unpaid leave. 

4. Notice and Medical Certification Requirements  

When an employee notifies Vineyard of their request for FMLA leave, Vineyard will provide the 

employee with an “Employer Response to Employee Request for Family and Medical Leave 

Form” (Form WH-381) (form#43 WH-382). Vineyard may require the employee to provide 

advanced leave notice and medical certification. Employees who are required to provide medical 

certification will use a “Certification of Physician or Practitioner Form” (form #44 WH-380).  

Additionally, FMLA leave may be denied if the following requirements are not met: 

A. The employee ordinarily must provide thirty (30) days advance notice when the leave 

is foreseeable. When this is not possible, the employee should provide such notice as 

is possible. 

B. The employee may be required to provide the employer with medical certification to 

support a request for FMLA leave because of a serious health condition. If the 

employer requires a second (2nd) or third (3rd) opinion, they will both be at the 

employer’s expense. 

C. A fitness for duty report is required before an employee returns to work with the 

employer. 

5. Benefits and Employment Status 

A. During the FMLA leave, the employer must maintain the employee’s health benefits 

coverage under any group health plan that the employee has with the employer. 

B. The use of FMLA leave cannot result in the loss of any employment benefit that 

accrued prior to the start of an employee’s FMLA leave. However, no seniority or 

other benefits will accrue during the FMLA leave. 

C. Upon return from FMLA leave, most employees must be restored to their original or 

equivalent positions with equivalent pay, benefits, and other employment terms. 
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SECTION XIX:  LEAVES OF ABSENCE  
 

1. Absent Without Leave 

A.  Any unauthorized absence of an employee from duty shall be grounds for 

disciplinary action, up to and including termination, by their department head. 

B.  Any employee who is absent for three (3) or more consecutive work days without 

authorized leave shall be deemed to have voluntarily resigned their position and 

employment without notice. Where extenuating circumstances are found to have 

existed, however, such absence may be covered by the department head, by 

subsequent grant of leave with or without pay as the circumstances dictate. 

2. Annual Vacation Leave 

A.  Each permanent, full-time employee shall receive annual vacation leave at the 

following rate: 

Years of Service Accrual Hours Annually  

0-1 48 

1-4 96 

5-9 120 

10-14 144 

15 + 168 

B.  Persons hired on an emergency, part-time (under an annual average of 30 hours per 

week), seasonal, temporary or contract basis shall not accrue annual vacation leave. 

C.  The maximum annual vacation leave, which can be accrued and carried forward from 

calendar year to calendar year, is eighty (80) hours. Any accrued annual vacation 

leave in excess of eighty (80) hours shall be cashed in on January first (1st) of the 

year following the calendar year (Jan. 1 to Dec. 31) in which the leave was accrued. 

This cash in shall be compensated at a rate of 25%, and shall be paid as a one-time 

bonus on the first paycheck in January the following year. (An employee making $10 

dollars per hour who cashes in 40 hours would receive a $100 bonus.) 

D.  A holiday, which falls during an employee’s annual vacation leave, shall be counted 

as a paid holiday and not as annual vacation leave. 

E.  An employee who is separated from employment may be compensated for all 

accrued annual vacation leave. 
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F.  All annual vacation leave requests should be submitted a reasonable time in advance 

of the desired time off to the supervisor or department head.  If an excessive number 

of employees request annual vacation leave for the same time-period, annual 

vacation leave shall be granted in order of application (first-come-first-served) at the 

discretion of the department head. 

G.  Donation. Employees may donate 33% or a maximum of 100 hours of accrued sick 

leave and or vacation to another employee for terminal or life threating illnesses at 

the discretion of the Mayor or designee. 

H. Employees transferring from other positions may be given up to 5 years of service 

credits for related experience in a similar position. This year of service credit is 

available at the discretion of the mayor and city manager 

3. Holiday Leave 

A.  It is the policy of Vineyard to provide paid holiday benefits for employees working 

30 hours or more per week. Full time employees will be paid at a rate of 8 hours per 

holiday. A part time employee working 30 hours per week would receive 6 hours 

holiday pay. Paid holidays are as follows: 

1. New Year’s Day..........................................January 1st  

2. Human Rights Day.......................................3rd Monday in January 

3. President’s Day…....................................3rd Monday in February 

4. Memorial Day................................................Last Monday in May 

5. Independence Day..........................................July 4th 

6. Pioneer Day...................................................July 24th 

7. Labor Day.....................................................1st Monday in September 

8. Thanksgiving Day..........................................4th Thursday in November 

9. Day after Thanksgiving……………………..4th Friday in November 

10. Christmas Day................................................December 25th   

11. Day Before or After Christmas …………….December 24th or 26th 

12. Any day designated by the Governor as a State Holiday will be observed. 

B.  If any of the above holidays fall on Saturday, then the preceding Friday shall be the 

holiday. If any of the above holidays fall on Sunday, then the following Monday is 

the holiday. 
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4. Sick Leave 

A.  Purpose.  Sick leave shall not be considered as a privilege, which an employee may 

use at their discretion, but shall be allowed only in case of necessity and actual 

sickness or disability of the employee or immediate family of the employee.  

B.  Use of sick leave.  Sick leave may be used at any time with approval of the 

supervisor or department head for any of the following reasons: 

1. When the employee is unable to perform their regular duties or other temporary 

work to which they may be assigned. 

2. Visits to hospitals, clinics, doctors and dentists’ offices for diagnosis or 

treatment of illness or injury or examination. The minimum time that may be 

taken by non-exempt employees is one (1) hour. 

C.  Eligibility.  Sick leave shall be available to all permanent full-time employees, 

Seasonal, temporary, provisional, and emergency employees are not eligible for sick 

leave. Sick leave will not be granted to employees during their first ninety (90) 

calendar days of employment, except for emergency circumstances. 

D.  Accrual.  Fulltime employees shall receive eighty (80) hours per year. Sick leave is 

accrued to a maximum of 360 hours. The employee will begin to accrue sick leave 

immediately upon being hired by Vineyard. Sick leave shall not accrue if an 

employee is in a leave-without-pay status. Records will be kept by the Finance 

Department. 

E.  Use.  Sick leave shall be used when an employee has called in sick and charged 

against non-exempt employees in not less than one (1) hour increments. Advance 

sick leave is not allowed. Working extra hours to make up for sick time used must be 

preapproved by their supervisor. 

F.  Donation. Employees may donate up to 33% or a maximum of 100 hours of accrued 

sick leave and or vacation to another employee for terminal or life threating illnesses 

at the discretion of the City Administrator.  

G.  Separation An employee who terminates employment regardless of whether it is 

involuntary or voluntary, shall not be compensated for unused accrued sick leave. 

H.  Payments. 

1. In order to qualify for sick leave payments, an employee must notify their 

supervisor or department head, no later than one (1) hour after normal starting 

time on each day of absence unless the circumstances surrounding the absence 

make such notification impossible. The supervisor or department head should 

also be kept advised of the employee’s progress and expected date of return to 

duty. 
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2. Any absence for illness beyond accrued sick leave will result in the employee 

being carried on annual leave status until all annual leave has expired, then be 

carried in a leave-without-pay status. 

3. Certification of Illness. For sick leave in excess of three (3) consecutive 

working days, or if abuse of sick leave is indicated, the department head may 

require a certificate from the attending physician stating that such illness 

prevented the employee from working. 

I.  Reporting Absences. An employee should contact his/her supervisor prior to the start 

of their work time and will be paid only when the employee (or a member of the 

immediate family of the employee that is incapacitated) notifies their supervisor, or 

department head, within one (1) hour after the employee’s scheduled reporting time. 

Continued reporting for more than a one-time absence will be accomplished as 

directed by the department head. The department head, may request a doctor’s 

release any time they question the reasonableness of an absence of one (1) day or 

more. This type of request should be the exception, not the rule. 

5. Parental Leave 

A.  An employee who becomes pregnant, or whose legal or common law spouse 

becomes pregnant, may continue working, prior to the birth of the child, until such 

time as the employee can no longer satisfactorily perform the essential functions of 

their duties. This parental leave will apply for up to a maximum of twelve (12) 

weeks.  

B.  During a parental leave period in excess of four (4) weeks and up to twelve (12) 

weeks, the employee will still receive a health insurance benefit, but will not accrue 

additional leave time.  

C. During a parental leave period, the employee may elect to use some or all available 

leave time.    

D.  Vineyard may fill vacancies created by parental leave with temporary or provisional 

appointments. At the expiration of the parental leave, the employee shall return to the 

same position, where feasible, or to a similar position. Failure of the employee to 

return to work at the expiration of parental leave shall be considered a voluntary 

resignation of their position and employment without notice. 

6. Injury Leave   

Any employee injured on the job, however slightly, must report the fact immediately to their 

supervisor or department head. It shall be the duty of the supervisor or department head, to 

obtain information regarding the accident or injury and to complete and submit such reports as 

are required. Unused sick leave or vacation leave may be granted in accordance with applicable 

rules and regulations. During injury leave periods, vacation leave, sick leave, or time toward 

yearly performance evaluation shall not accrue, unless an exception is granted by the City 
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Administrator. However, injury leave for periods greater than six (6) months shall in no case be 

granted. Furthermore, eligibility for such leaves requires conformance with all worker’s 

compensation regulations. 

7. Military Leave  

A permanent employee shall be granted leave with compensation for the difference in salary for 

active duty, for service in the National Guard or in the Armed Forces reserves for the purpose of 

fulfilling annual field training. Paid military leave shall not exceed ten (10) working days in any 

one (1) calendar year. (Utah State Code 39-3-1 & -2). Any compensation, including travel and 

expense allowance, received by the employee must be turned back to Vineyard. 

8. Jury Leave   

A permanent or probationary employee may be granted leave with full pay when performing jury 

duty or when required to serve as a witness in any Vineyard litigation in any municipal, county, 

state, or federal court, or before an administrative tribunal. Any compensation, including travel 

and expense allowance, received by the employee must be turned back to Vineyard. Paid leave 

will not be granted when the employee is serving as his own witness in financial and related 

suits, which he has initiated. 

9. Funeral Leave   

The department head, shall grant an employee up to three (3) days of funeral leave with pay to 

attend the funeral of the employee’s legal or common law spouse, child, step-child, daughter or 

son-in-law, parent, step-parent, grandchild, mother or father-in-law, sister or brother-in-law, 

grandparent, spouses’ grandparent, brother or sister.  Funeral leave shall not be charged against 

accrued annual vacation or sick leave. 

10. Administrative Leave with Pay 

A.  While performing authorized duties.  A permanent or probationary employee may be 

granted administrative leave with pay to perform authorized duties in connection 

with Vineyard business, attend trade or professional meetings which relate to official 

duties, participate in recognized and authorized training programs, or facilitate the 

needs of Vineyard. 

B.  Pending possible disciplinary action.  A permanent or probationary employee may be 

granted administrative leave with pay pending the outcome of an investigation 

undertaken to determine if disciplinary action against the employee is warranted. 

11. Leave Without Pay 

A.  The Mayor, or designee, may grant an employee leave without pay for a specified 

period of time, not to exceed one (1) year. At the expiration of the leave without pay, 

the employee shall return to the same position, where feasible, or to a similar 

position.  Failure of the employee to return to work at the expiration of leave without 
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pay shall be considered a voluntary resignation of their position and employment 

without notice. 

B.  A leave without pay shall not constitute a break in service.  However, during a leave 

without pay period in excess of thirty (30) calendar days, an employee’s annual 

vacation leave, sick leave, and time toward their performance evaluation, if 

applicable, shall not accrue. 

C.  Leave without pay shall be granted: 

1. For education purposes when the employee’s course of study will be of direct 

benefit to Vineyard, their absence will not be a hardship for their department, 

and the employee agrees to return to work at the end of the leave without pay 

period. 

2. To attend funerals not covered by the funeral leave policy. 

3. To attend to an ill or injured member of the employee’s immediate family 

when the absence is not covered by sick leave. 

D.  Employees are expected to apply for leave without pay in advance and in writing, 

providing as much detail about the absence as possible so that the Mayor, or 

designee, may decide where the leave without pay is warranted. 

12. Documentation of Leave  

Some of the above absences must be supported by a copy of the official paperwork causing the 

absence. Such paperwork must be submitted to the department head, as soon as possible. In some 

cases where official paperwork is not available, the department head, may request that the 

employee supply additional information in writing to support the absence. 
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SECTION XX:  GENERAL SAFETY  
 

1. General Policy  

The following general safety rules will apply in all agency work places.  Each work unit may 

prepare separate safety rules applicable to the specific nature of work in their area but not in 

conflict with these rules. 

A.  Proper licensing and extreme caution are required by all employees operating any 

type of power equipment. 

B.  Employees will use safety equipment appropriate to the job, such as safety glasses, 

gloves, toe guards, back supports, and hard hats, if required or appropriate to the 

work performed. 

C.  Employees will avoid wearing loose clothing and jewelry while working on or near 

equipment and machines.  Long hair will be properly secured. 

D.  All accidents, regardless of severity, personal or vehicular, shall be reported 

immediately to the supervisor/department head. 

E.  Defective equipment will be reported immediately to the supervisor.  

F.  Employees will not operate equipment or use tools for which licensing and training 

has not been received. 

G.  In all work situations, safeguards required by State and Federal Safety Orders will be 

provided. 

H. Due to the potential risk of serious injury or death, employees are prohibited from 

entertaining, or caring for, guests or family members in or around inherently 

dangerous work areas. These areas include, but are not limited to: 

1. Road repair. 

2. Construction areas. 

3. Vehicle maintenance areas. 

4. Swimming pools. 

5. Animal control. 

6. Power plants. 

7. Sewers. 
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2. Proper Use of Vineyard Equipment and Tools   

The use of Vineyard equipment or tools for private purposes is strictly prohibited. However, 

reasonable use of Vineyard tools and equipment to protect property and preserve life is 

authorized. 

A.  Employees shall be required to attend training provided by Vineyard; including an 

explanation of job hazards, safety procedures and training on all equipment, tools, 

etc., necessary for the accomplishment of the employee’s job description. Employees 

may attend additional training as approved by Vineyard. 

B.  A commercial driver’s license (CDL) is required for operators of commercial motor 

vehicles. No individual shall be allowed to operate such vehicles unless they have a 

current commercial driver license in their possession. This license is required 

pursuant to the Commercial Motor Vehicle Safety Act, signed into law on October 

27, 1986. Employees must renew their commercial driver license at four (4) year 

intervals. Employees required to obtain or renew a CDL will be reimbursed for the 

cost to obtain or renew such CDL 

C.  Operators and passengers in a business-use vehicle equipped with seat belts must 

wear them when the vehicle is in operation, and all employees operating vehicles 

shall observe all local traffic laws and Vineyard’s Cell Phone Policy (see section 

VII:8) 

D.  Employees shall keep the agency vehicles, which are used by them clean, 

presentable, and serviceable. Employees receiving car allowances shall also keep 

their vehicles clean, presentable, and serviceable. 
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SECTION XXI:  UTAH OSHA REQUIREMENTS  
 

1. General Policy   

It is the policy of Vineyard to maintain an environment, which is free from any recognizable 

hazard, which is likely to cause death or serious injury to any employee through open 

communication with all employees. 

2. Posting UOSHA Notices   

Vineyard will post all required UOSHA notices in conspicuous places (such as employee bulletin 

boards or where similar notices are usually posted). Employees may obtain additional 

information from the Human Resources when they have questions about any of the standards, 

which are provided under UOSHA. 

3. Inspection Procedures   

All employees should follow the procedures listed below in the event an inspector from UOSHA 

presents themselves on the job site. 

A.  If an inspector arrives on the job site, an employee should understand that they are 

not authorized to offer any information requested by the inspector. 

B.  The employee will inform the inspector that the employee will contact the 

supervisor, or department head, who will accompany the inspector during any 

inspection. 

C.  The supervisor/department head should make sure that all employees know who they 

are required to contact, including all alternates, in the event an UOSHA inspector 

shows up on the job site. 

D.  If the UOSHA inspector does not reveal the appropriate credentials at the outset of 

the inspection, the supervisor or department head, should ask the inspector to reveal 

their credentials and should examine them before allowing an inspection of the job 

site. 

E.  The supervisor or department head should not refuse an inspection of the job site 

where the inspector does not have a warrant to inspect. 

F.  If the credentials are appropriate, and before beginning the inspection, the supervisor 

or department head, should ask the inspector the reason the inspection is being 

conducted. If it is routine, no further requests are required. If the inspection was due 

to an employee complaint, the supervisor or department head, should request a copy 

of the complaint. This will help Vineyard correct any safety problems (Please Note:  

Under no circumstances should the information received on an employee complaint 

be used for disciplinary action toward an employee as this type of action is prohibited 

by law). 
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G.  The supervisor or department head, should accompany the inspector during the entire 

inspection of the job site. 

H.  The supervisor or department head, should take notes throughout the entire 

inspection. The supervisor or department head, should note every comment and 

observation made by those participating in the inspection. The supervisor or 

department head, accompanying the inspector should not volunteer any unsolicited 

information. 

4. Accident Reporting Procedures   

A.  Employees who are injured in connection with employment, regardless of the 

severity of the injury, must immediately notify the supervisor or department head, 

who will ensure prompt and qualified medical attention is provided and all required 

UOSHA reports are completed. Employees, who do not and/or will not accept 

qualified medical attention when directed by their supervisor or department head, 

shall be subject to disciplinary action, up to and including termination. 

B.  The supervisor or department head, will investigate the job-related injury to 

determine the cause of the injury. 

C. Reporting Requirements:  

 Vineyard shall contact UOSHA within eight (8) hours of the occurrence of any job-

related death, disabling, serious, or significant injury, and/or any occupational 

disease. 

In addition, Vineyard must report all fatal heart attacks that occur at work.  

Vineyard shall report all work-related inpatient hospitalizations, amputations, and 

losses of an eye within 24 hours 

Vineyard must submit OSHA form 300A when 20 or more employees are in 

positions of historically high rates of injuries or illness. The report deadline 

beginning in 2019 and every year thereafter is March 2nd  

D.  Vineyard shall file the required report with UOSHA within seven (7) days after first 

knowledge or notification of an injury or occupational disease resulting in medical 

treatment, loss of consciousness, loss of work, restriction of work, or transfer to 

another job. Minor injuries such as scratches and cuts do not need to be reported to 

UOSHA if they require only minor first-aid treatment. 

E. Vineyard shall keep a copy of the UOSHA report in their UOSHA File. 

F.  Vineyard shall give the employee a copy of the UOSHA report and explain the 

employee’s rights and responsibilities concerning the work-related injury or 

occupational disease. 
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G.  If an employee later dies as a result of work-related injury, Vineyard shall file a 

report with UOSHA within seven (7) days of first knowledge or notification of the 

death. 

SECTION XXII:  CONFINED SPACE ENTRY  
 

1. General Policy   

Vineyard has a written confined space entry policy, as required in accordance with Volume 29 

Code of Federal Regulation 1910.146. this policy will be updated as necessary.  

2. Requirements   

the written confined space entry policy includes the following: 

A.  A review of potential confined spaces. 

B.  A permitting system for entering permit-required confined spaces. 

C.  A rescue plan for managing confined space incidents. 

D.  Protocols for managing contractors doing work in Vineyard’s confined spaces. 

E.  A list of the appropriate personal protective equipment and hardware (hoists, 

winches, gas monitors, respirators, and ventilation gear) required for safe entry and 

exit. 

3. Training  

Annual training on the confined space entry policy is required for all employees required to enter 

confined spaces. 
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SECTION XXIII:  DISASTER RESPONSE PLANNING  
 

1. General Policy   

Vineyard has developed the following Disaster Response Plan using, in part, a Disaster Response 

Planning Guide (see Form # 46 for details). All employees will be expected to adhere to this 

Disaster Response Plan to the maximum extent possible and practicable. 

2. Employee Disaster Notification 
A. Employees are required to sign up and register for the Utah County Everbridge 

Notification System. Administration and supervisors are responsible for notifying all 

Vineyard employees of disaster response actions required. 

B.  Notification for Vineyard employees will be made using the Utah County Everbridge 

Notification System. 

3. Disaster Response Plan 

Wind, Water, Fire, Earthquake, Volcano, Nuclear, Terrorist, Manmade, Etc.  See “Disaster 

Response Planning Guide” (form #46)  

A.  Employees already at work will assess the disaster and take whatever evasive action 

is deemed necessary, within the law, to protect themselves, their fellow employees, 

and the public in general.  

1. Employees will report to the supervisor or department head, as soon as 

practical and await instructions.  

2. Use of all Vineyard vehicles, equipment, tools, and office items, including 

telephones and computers, will be used only as directed by an employee’s 

supervisor during an emergency situation. 

3. Employees will be allowed to contact their families as soon as their supervisor 

can allow this action to be taken. 

B.  Employees not at work will assess the disaster and take whatever evasive action is 

necessary, within the law, to protect themselves and their families.  

C.  Employees not at work will contact their supervisor or department head, as soon as 

practical for further instructions. 

4. Suspicious Person or Activity 

A. Not everything you see is suspicious, you must learn what is normal before you can 

report anything abnormal. For example, a person walking across the parking lot is 

not necessarily suspicious. However, a person walking through the building 

attempting to open office doors is suspicious. Suspicious activity refers to suspicious 
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persons, behavior and activity. Your assistance in reporting suspicious activity helps 

to maintain a safe and secure environment for all Vineyard employees If in doubt, 

report it. 

5. Reporting Suspicious Persons or Activities 

A. If you witness a crime or suspicious activity, it is important to report it immediately 

after the incident occurs. The chances of catching the perpetrator will be much 

greater than if you wait even just a few minutes. Because police officers cannot be 

everywhere at once, they need your help. Your special efforts regarding prompt and 

accurate reporting of these incidents can help keep our city facilities safer for 

everyone. Below is a set of guidelines on reporting suspicious persons or activity. 

When you report suspicious persons or activities – remember the four W’s – Who, 

What, When and Where. 

1. Who is the suspicious person? (Provide a description of the person.) 

2. What is the suspicious activity?  

3. When did the incident occur or is it still taking place?  

4. Where is the suspicious person/activity? 

 

B. Immediately report the incident to your supervisor, city manager or a policer officer, 

if on site. 

C. Do not try to handle the problem yourself.  

D. Do not delay reporting the incident.  

Do not leave the location from which you are reporting the incident unless you are in danger 

6. Suspicious Activity, Person or Assailant Threats 

A. Vineyard has developed the following procedures to be followed in the event that a 

suspicious person or assailant is in the area: 

1. Employees will use the Sir Name of their supervisor or department head, that 

they are addressing, repeated again, to alert him/her, of a threatening situation. 

An example following this procedure would be: Mr. (Last name of the 

supervisor), Mr. (Last name of the supervisor), could you please come to the 

front desk. 

2. Employees will physically signal to supervisors or employees that a threatening 

situation exists.   

B.  Be Observant.  Vineyard has developed a “Suspicious Persons or Assailants 

Identification Checklist” (form #47) for employees to use.  Features and physical 

characteristics that employees can remember about suspicious persons or assailants 

will greatly help local law enforcement officials in the apprehension of suspects.  
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7. Suspicious Packages or Objects  

A. If you receive or discover a suspicious package or foreign device, do not touch it, 

tamper with it, or move it. Immediately inform a police officer if onsite, dial 911 

report it.  

B. Move people away from the suspicious object. Do not move or attempt to open the 

package. Do not investigate the package too closely. Do not cover or insulate the 

package. Suspicious packages are not limited to those delivered by a commercial or 

U.S. postal carrier. The following characteristics have been designated by the U.S. 

Post Office and the Bureau of Alcohol, Tobacco, Firearms and Explosives as 

indicators of suspicious packages: 

• Lumps, bulges, or protrusions on a package 

• A lopsided or heavy-sided package or excessive masking tape 

• Handwritten addresses or labels from companies (check to see if the company exists and 

if they sent a package or letter) 

• Packages wrapped in string 

• Excess postage on small packages or letters 

• No postage or uncanceled postage  

• Handwritten notes, such as, "To Be Opened in the Privacy of," "Confidential," "Your 

Lucky Day Is Here," "Prize Enclosed" 

• Restrictive markings such as "confidential" or "personal" 

• Improper spelling of common names, places, or titles 

• Generic or incorrect titles. Titles with no name attached 

• Leaks, stains, or protruding wires, string, tape, etc. 

• Hand delivered or "dropped off for a friend" packages or letters 

• No return address or a pretend return address 

• Foreign mail, air mail, and special-delivery packages 

• Any letter or package arriving before or after a phone call from an unknown person 

asking if the item was received 

 

8. Telephone Bomb Threats 

A.  Do not hang up. Remain calm. 

B. Take the caller seriously. Assume the threat is real. 

C. If you have Caller ID, look for the originating number. 

D. Do not use cell phone, two-way radio, or any wireless communication device, as it 

can act as a trigger for an explosive device. 

E. Have a coworker call 911 on another line. If you are alone, after the call is 

disconnected by the caller, do not hang up the phone. Press *69 first and then 

hang up the phone. This procedure will "capture" the phone line so that the phone 

F. city can trace it. Then call 911 to report the threat. 
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G.  Be Attentive.  Vineyard has developed a “Telephone Bomb Threat Checklist” (form 

#48) for employees to use. Voice characteristics, background noises, and bomb threat 

details that employees can remember about suspicious persons or assailants will 

greatly help local law enforcement officials in the apprehension of suspects. 



 
 

VINEYARD CITY COUNCIL STAFF REPORT 

 

Meeting Date: 9-11-2019 

Agenda Item: 8.3 Public Works Building 

Department: Public Works 

Presenter: Chris Wilson 

 

Background/Discussion: 

Staff has compiled a Request for Proposals for the Public Works Facility Phase 1 

improvements. The RFP included the construction of a maintenance building, offices, salt 

storage building, and other site improvements. The RFP was constructed to allow the 

Selection Committee to select a design-build team based on criteria that would provide a 

product that was cost effective for the City. The Committee proposes that the council 

award a contract with Paulsen Construction. The Selection Committee proposes to 

complete all items within the bid at this time and contract to proceed with the design team 

to finalize a full, value engineered design with specifications. The final cost will then be 

presented to the Council for final approval and notice to proceed with construction. 

 

Fiscal Impact: 

Paulsen Construction full bid = $875,000 

10% contingency = $87,500 

CIP PW Building Budget = $500,000 

Unallocated CIP funds = $2,800,000 

It is proposed to increase the project budget once a full design is complete using the 

unallocated CIP funds. Staff plans to repay the CIP fund from the utility funds over time. 

 

Recommendation: 

Motion to Approve 

 

Sample Motion: 

Motion to approve staff to contract with Paulsen Construction for the Vineyard City Public 

Works Facility Phase 1 Project design and construction as presented. 

 

Attachments: 

Paulsen Construction Proposal 



Vineyard City 
Public Works Facility Phase 1

August 28, 2019
4:00 PM

Proposal

Paulsen Construction, LLC
3075 South Specialty Circle
South Salt Lake, UT 84115
(801) 484-5545
Attn: Harold Saunders, Director of Business Development
Email: harold@paulsenconstruction.com
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1. SUMMARY STATEMENT 
Paulsen Construction, LLC (Paulsen) is pleased to present Vineyard City (the City) our proposal in 
response to the Vineyard City Public Works Facility Phase 1 project (the Public Works Facility project). 
Paulsen was founded in 1925, bringing more than 94 years of service throughout Utah. We specialize in 
design-build, new construction and similar services for municipal, state, county, federal and other 
government entities, as well as commercial and industrial clients. We have a long, proven history 
constructing similar buildings including public works facilities, municipal centers, vehicle-maintenance 
buildings, storage facilities and administrative office space.   
 
Our stellar services are the result of our extensive in-house resources, as well as our proven 
preconstruction and construction procedures. We bring a depth and breadth of construction 
management, supervision and trades personnel, enabling us to deploy resources as needed to meet 
strict schedule timeframes. We also have the financing, bonding capacity, licensing and insurance to 
ensure projects proceed according to all contract terms. Paulsen works in close collaboration with 
design teams throughout the design, preconstruction and construction phases. Our Project Manager 
performs periodic constructability reviews during the design phase to ensure that materials, methods 
and equipment specified in the design documents are feasible, cost-effective and available. These 
reviews enable Paulsen to incorporate good building practices into the design documents early in the 
process, rather than after construction begins. This, in turn, leads to schedule and budget benefits 
throughout subsequent project phases.  
 
To deliver the highest level of quality to the City, Paulsen has 
strategically teamed with Think Architecture, Inc. (Think Architecture) 
to serve as our Lead Design Firm. Think Architecture brings 34 years of 
experience managing design services for public works facilities, fire 
stations, police stations, city halls, courthouses and other similar 
facilities for municipal agencies throughout Utah.  
 
Together, Paulsen and Think Architecture constitute a highly 
experienced Design-Build Team to meet the City’s requirements throughout the execution of the Public 
Works Facility project. As shown throughout this document, we offer the City key benefits, including: 
 
• Current experience working together as a team on a similar municipal facility project 
• Design collaboration processes to encourage partnership and transparency 
• A concept design incorporating value for durability, energy efficiency, aesthetics and security 
• Proven experience designing and constructing similar facilities for municipal agencies throughout 

the Wasatch Front 
• Cost-effective design-build solutions 
• An established organizational structure comprised of highly qualified key personnel 
• A clear schedule to achieve all project milestones 
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2. BENEFITS OF THE DESIGN AND BUILD PROCESS 
 
PAULSEN’S APPROACH TO DESIGN AND CONSTRUCTION 
Paulsen’s commitment to the City is to provide the highest 
quality of service for this project, delivering it on budget and 
on schedule without any incidents. One of the greatest 
benefits in hiring Paulsen as your Design-Build Contractor is 
our dedication and energy to act as your advocate during 
this project. This will allow our team to collaborate from the 
very beginning through the completion of the project. 
Having this up-front collaboration during the design and 
pre-construction phase will ensure the best decisions are 
made at all times.  
 
Paulsen’s Design-Build Team has developed a Concept 
Design that offers a unique approach to the City’s objectives 
for the Public Works Facility project. Our proposed design, 
beginning on Page 16 of this proposal, will provide several 
key benefits, including: 
 
• Reduced maintenance costs, time and complexity 
• Reduced energy consumption and costs 
• An aesthetically interesting and unique appearance that invites the public in a welcoming manner 
• Security features to prevent unauthorized access and ensure the safety of the general public 
• Additional space for future growth and expansion 
 
Specific benefits of our proposed design are detailed below. 
 
Durability: We will provide a 4’ tall concrete base around the vehicle storage bays to protect the 
building structure and doors from vehicle damage.  Metal siding, if used, will have a factory-applied, 
baked-on “Kynar” finish with a 10-year finish warranty to minimize long-term maintenance costs. 
 
Aesthetics: At the office area we will use large windows around the public entrance to the building to 
ensure the public can recognize the main entrance. This use of windows will also reinforce openness 
and transparency in government. 
 
Energy Efficiency: Our proposed design incorporates high-efficiency roof-top mechanical units to 
supply heating and cooling to the office areas.  Gas-fired (propane) unit heaters will be used in the 
storage bays. We will provide light-emitting diode (LED) lighting throughout the building, reducing 
maintenance costs and energy usage.  Large windows over the garage doors will be included to provide 
natural light into the vehicle storage bays, further reducing lighting energy costs.  Finally, by eliminating 
the use of roof skylights, we will minimize any potential roof leaks in the future. 
 
Unique Elements: We will provide security fencing to provide clear separation of public access and 
Public Works personnel access to eliminate any potential safety hazards.  
  

Proven Design Collaboration 
Paulsen has worked with municipal and 
other government entities in the past to 
provide value-engineering, 
constructability reviews and other 
design collaboration. For instance, 
during the performance of our Fire 
Station #81 project with Murray City, 
Paulsen worked closely with the Owner 
and with Think Architecture (the same 
Lead Design Firm proposed for the 
Public Works Facility) to identify 
opportunities for cost savings and value 
engineering that enabled the project to 
proceed on budget, while still meeting 
the Owner’s operational goals for the 
facility. 
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3. FIRM PROFILE/HISTORY – PAULSEN CONSTRUCTION (PRIME CONTRACTOR) 
Established in 1925, Paulsen is a full-service construction firm with more than 94 
years of experience providing quality services throughout Utah.  Since our 
inception, we have performed a wide range of design-build, new construction, 
renovation, repair, remodel, upgrade, site development and other similar scopes of 
work. A forward-thinking firm, we apply the latest industry technology, equipment 

and processes to our project, delivering long-lasting quality, durability and cost savings. Working closely 
with project design teams, subcontractors and Owner representatives, we apply proven processes for 
quality control (QC), safety, scheduling, scope/cost control and commissioning, delivering an integrated 
approach to each of our projects. As shown in Table 1 below, Paulsen brings in-house financial, 
personnel and equipment resources to ensure timely project execution. We are a stable, well-
established firm with the capacity to immediately partner with the City to deliver all necessary design 
and construction services. 
 
Table 1. Paulsen’s in-house resources. 

Financial Resources Personnel Resources Equipment/Other Assets 
• Bonding capability up to 

$45 million per project 
• Excellent credit rating 
• Three-year average annual 

revenue exceeding $23 
million 

• Building and equipment 
owned outright 

 

• Project Manager – 4  
• Site Superintendent – 8 
• Foreman – 3 
• Carpenter – 8  
• Shop Manager – 1  
• Estimator – 2 
• Scheduler – 1  
• Office Support – 4 
• Business Development – 1  

• Mini Excavator 
• Dump Truck 
• 26’ Electric Scissor Lift 
• Two-Ton Flatbed Truck 
• Bobcat 
• Towable Generator  
• Portable Generators – 2  
• Towable Compressor 
• Portable Compressors – 3  
• Dump Trailers – 3  
• Flatbed Trailers – 2  
• Enclosed Cargo Trailer  

 
As a result of our established processes, resources and experience, we have overseen the construction 
of public-works facilities, maintenance buildings, emergency-response facilities and other projects for 
municipal, state, county and federal agencies. With projects ranging in value from $5,000 to more than 
$12.5 million, we have a proven track record of construction and design-build experience. This track 
record will ensure the seamless, quality execution of the Public Works Facility project. Specific examples 
of our recent, relevant experience include: 
 
• Kearns Improvement District, New Administration, Annex and Maintenance Facility, Kearns, UT, 

$5,552,831 
• Wasatch Transportation Facility, Heber City, UT, $2,143,607 
• Salt Lake Public Utilities Vactor Barn, Salt Lake City, UT, $713,011 
• Construction of Fire Stations #71, #72 and #76, West Valley City, UT, $7,239,300 
• Magna Water District General Office Building, Magna, UT, $3,041,583 
• Utah Transit Authority (UTA) Riverside Canopy C Expansion, South Salt Lake, UT, $1,584,301 
• UTA Riverside Fueling Canopy Expansion, South Salt Lake, UT, $837,488 
• UTA Police Headquarters Facility, Murray, UT, $1,400,000 
• Wallace F. Bennett Federal Building Consolidation, Salt Lake City, UT, $12,513,930 
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4. FIRM PROFILE/HISTORY – THINK ARCHITECTURE (DESIGN FIRM) 
Think Architecture will serve as Paulsen’s Lead Design Firm on the Public Works 
Facility project. The company was established in 1980 and brings more than 39 
years of visionary architectural and engineering services for clients throughout 

Utah.  Their firm is comprised of creative, experienced and qualified Architects, Landscape Architects, 
Land Planners, Interior Designers and other design professionals. They take a client-centered approach, 
working with Owners to identify facility objectives, building/site constraints and desired outcomes to 
develop quality design documents. With a team of 19 in-house design professionals, as well as extensive 
corporate and administrative support staff, they have the resources necessary to meet the City’s design 
schedule requirements for the Public Works Facility project. Particularly notable, Think Architecture has 
provided design services for public works facilities throughout the Wasatch Front. Many of these 
projects included providing space for multiple departments, ensuring efficient and effective space 
utilization. Their experience with public works facilities includes: 
 
• Bountiful Public Works 

Water Complex 
• Clearfield Public Works 

Master Plan 
• Herriman Public Works 

Facility 
• Layton Public Works 
• Metropolitan Water 

District 

• Murray Public Works 
• North Davis Sewer 

District Building 
• Riverton Water District 

Building 
• Sandy City Public Works 
• Sandy Suburban 

Improvement District 

• Saratoga Springs Public 
Works Office 

• Snyderville Basin Water 
District 

• Weber Basin Water 
Conservancy District 
Building 

• Woods Cross Public 
Works 

 
Specific illustrations of this experience are demonstrated below. 
 
WOODS CROSS PUBLIC WORKS           
Size: 35,000 SF  Cost: $6,600,000  
Project Features:  
• Utility vehicle storage 
• Wash bay 
• Four service bays 

• Training rooms 
• Tools and parts storage 
• Parks Department 

• Street Department 
• Water Department 
• Second-story access 

 
BOUNTIFUL PUBLIC WORKS           
Size: 27,000 SF  Cost: $5,200,000  
Project Features:  
• City Water Department 
• Parks and Recreation 

Department 

• Administration offices 
• Materials storage 
• Parts storage facilities 

• Transition plan 

 
RIVERTON CITY PUBLIC WORKS           
Size: 12,000 SF  Cost: $2,000,000  
Project Features:  
• City Water Department 
• Utility vehicle storage 
• Street maintenance 

truck storage 

• Four service bays 
• Training rooms 
• Tools and parts storage 

• Structure for overhead 
crane 
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5. RELEVANT EXPERIENCE/REFERENCES 
 
KEARNS IMPROVEMENT DISTRICT, NEW ADMINISTRATION, ANNEX AND MAINTENANCE FACILITY, KEARNS, UT  
Size:  37,000 SF 
 
Cost:  $5,552,831 
 
Completion:  2017 
 
Description: This project consisted of the construction of a headquarters 
facility to be used by Kearns Improvement District. The project required constructing four new buildings 
and remodeling the existing administrations offices. Three of the new buildings were constructed 
adjacent to the existing administration office and designed to connect all three buildings for ease of use 
of Kearns Improvement District and their staff. This facilitated easy movement and communication 
between front office staff, management and all field staff.  The fourth new building was then built 
perpendicular to the others but allowed for the flow of traffic around the site. The furthest of these 
buildings included shop and garage space and secured storage areas for supplies. The new buildings 
that were connected to the existing administration building consisted of 24,761 total SF with 18,945 SF 
on the main floor and 5,816 SF on a second floor. The separated fourth building consists of a total of 
12,239 SF with 11,755 SF on the main floor and 484 SF on the mezzanine.   
 
Paulsen constructed an enclosed wash bay for trucks and equipment cleaning, as well as open bays for 
bulk material storage. The scope of work also consisted of site infrastructure, including grading, 
drainage, excavation, and a new parking lot where two million-gallon (MG) tanks were previously 
located. The site work included widening the site entrance, changing the flow of traffic, addition of 50 
stall parking lot and three new Americans with Disabilities Act (ADA) parking stalls located close to the 
public entrance. The new flow of the traffic onto the campus allowed for less congestion of the public 
and employees and allows for the deliveries of materials and large trucks to have a drive through access 
rather than trying to turn around in a confined space.  Additional employee parking was added behind 
the secured gates with covered parking.  The overall flow of the property was greatly increased and 
allowed for the Kearns Improvement District’s future growth. This project involved numerous relevant 
features, including: 
 
• Utility/work shop for general maintenance 
• Administrative offices 
• Bays/shop areas 
• High vertical clear space 
• Depth to accommodate storage for trucks, 

as required 
• Proper heating, cooling and ventilation 
• Overhead doors 
• Shop lighting 
• Windows for natural lighting 

• Wash basins, hose bids and eyewash 
stations 

• Restrooms and showers 
• Air compressor with fittings and plumbing 
• Heavy-duty work bench 
• Industrial shelving 
• Security and safety lighting 
• Water, sewer, gas, power and Internet 

connections 
• Well-planned vehicle access and 

circulation patterns 
 
Reference: Greg Anderson, Public Works Director/District Engineer 
  ganderson@kearnsig.org 
  (801) 968-1011 
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WASATCH TRANSPORTATION FACILITY, HEBER CITY, UT        
Size:  22,000 SF 
 
Cost:  $2,143,607 
 
Completion:  2016 
 
Description: This project consisted of the construction of a 
maintenance, storage and office space for the Wasatch County 
School District. The scope of work involved a 3,600-SF office 
building and a 22,000-SF bus-maintenance and storage facility. 
In addition to new facility construction, Paulsen also performed 
site work, built a new parking lot and constructed utilities to 
ensure building functionalist. The maintenance facility 
encompassed highly similar features including 15 drive-through 
bays and specialty maintenance equipment. It also included the 
construction of a catch trough running the length of the building, as well as a wash down pad with an 
oil/water separator catch basin. This project involved numerous relevant features, including: 
 
• Utility/work shop for general maintenance 
• Administrative offices 
• Bays/shop areas 
• High vertical clear space 
• Depth to accommodate storage for trucks, 

as required 
• Proper heating, cooling and ventilation 
• Overhead doors 
• Shop lighting 
• Windows for natural lighting 

• Wash basins, hose bids and eyewash 
stations 

• Restrooms and showers 
• Air compressor with fittings and plumbing 
• Heavy-duty work bench 
• Industrial shelving 
• Security and safety lighting 
• Water, sewer, gas, power and Internet 

connections 
• Well-planned vehicle access and 

circulation patterns 
 
Reference: Francis Harrison, Facilities Manager for Wasatch County School District 
  francis.harrison@wasatch.edu 
  (435) 654-0280 
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SALT LAKE PUBLIC UTILITIES VACTOR BARN, SALT LAKE CITY, UT       
Size:  9,000 SF 
 
Cost:  $713,011 
 
Completion:  2015 
 
Description: The scope of this project included the design-build construction of a maintenance 
facility for the Salt Lake City Department of Public Utilities. It specifically encompassed 34,000 SF of site 
development/drainage and the construction of a 50’ x 180’ (9,000 SF) new pre-fabricated metal 
building. The scope of work also involved the construction of footings and foundations, new utilities, a 
new fire-protection system and a 7,000-gallon separator tank. The Owner increased the scope of work 
during construction that included additional site-utility work, additional asphalt and construction of 
bollards. Despite the additional work, Paulsen successfully turned this project over to the Owner one 
month ahead of the originally scheduled completion date. This project involved numerous relevant 
features, including: 
 
• Utility/work shop for general maintenance 
• Administrative offices 
• Bays/shop areas 
• High vertical clear space 
• Depth to accommodate storage for trucks, 

as required 
• Proper heating, cooling and ventilation 
• Overhead doors 
• Shop lighting 
• Windows for natural lighting 

• Wash basins, hose bids and eyewash 
stations 

• Restrooms and showers 
• Air compressor with fittings and plumbing 
• Heavy-duty work bench 
• Industrial shelving 
• Security and safety lighting 
• Water, sewer, gas, power and Internet 

connections 
• Well-planned vehicle access and 

circulation patterns 
 
Reference: Natalie Moore, Public Utilities Project Manager 
  natalie.moore@slcgov.com 
  (801) 483-6737 
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CONSTRUCTION OF FIRE STATIONS #71, #72 AND #76, WEST VALLEY CITY, UT     
Cost:  $7,239,300 
 
Completion:  2019 
 
Description: This project consisted of new construction and 
remodel of Fire Station #71 for West Valley City, Utah. Fire Station 
#71 was renovated and expanded to better serve the southwest 
area of the city and to house a four-staff transport engine and 
brush truck (used for grass and wildland fires). The scope of work 
included an additional vehicle bay to house the largest fire apparatus and upgrades to the station’s 
living quarters to meet current building code, including advanced, energy-efficient cooling units. The 
space provided firefighters with private bedrooms, large bays to house apparatus equipment, work out 
rooms and separate areas for industrial washing machines to clean gear. 
 
Paulsen first provided comprehensive pre-construction services on this project, working closely with 
West Valley City’s design firm to finalize design requirements and plan project activities. At the 
beginning of this project, the fire station was more than West Valley City’s established budget. Paulsen’s 
Project Executive, Pre-Construction Manager, and Architect spent a month and a half working with West 
Valley City to identify changes to the design and project specifications that enabled the project to 
proceed according with the City’s budget. We provided this value-engineering and pre-construction 
service in a spirit of partnership with the Owner, at no additional expense to West Valley City. We also 
engaged with the local communities to provide awareness of the construction process, while delivering 
high-quality construction and remodel services to meet the City’s needs. Construction on Fire Station 
#71 was planned and executed concurrently with Fire Station #72 and Fire Station #76, requiring careful 
coordination and management. This project involved numerous relevant features, including: 
 
• Utility/work shop for general maintenance 
• Administrative offices 
• Bays/shop areas 
• High vertical clear space 
• Depth to accommodate storage for trucks, 

as required 
• Proper heating, cooling and ventilation 
• Overhead doors 
• Shop lighting 
• Windows for natural lighting 

• Wash basins, hose bids and eyewash 
stations 

• Restrooms and showers 
• Air compressor with fittings and plumbing 
• Heavy-duty work bench 
• Industrial shelving 
• Security and safety lighting 
• Water, sewer, gas, power and Internet 

connections 
• Well-planned vehicle access and 

circulation patterns 
 
Reference: Hagop Arslanian Sr., Director of Facilities & Construction Management 
  hagop.arslanian@wvc-ut.gov 
  (801) 963-3270 
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Proposal 

MAGNA WATER DISTRICT GENERAL OFFICE BUILDING, MAGNA, UT       
Size:  7,895 SF 
 
Cost:  $3,041,583 
 
Completion:  2017 
 
Description: Paulsen served as the prime contractor on 
this project for the construction of a new headquarters 
facility for Magna Water District. The objective of the 
project consisted of the construction of a new, 7,895-SF 
general office facility located on a 5.2-acre site. In addition 
to grading, excavation and foundation construction, the 
site work also included extensive concrete walkways with rock planters, as well as the construction of 
an access road. Of the 7,895 SF, the basement consisted of 2,398 SF while the rest of the space was 
dedicated to the main level. The building core consisted of structural concrete masonry unit (CMU) with 
structural wood means. The main level of the facility features high exposed ceilings that emphasized 
the beauty of the wood beams and wood ceilings.  
 
Paulsen incorporated a large amount of glass into the building to take advantage of natural lighting, 
providing energy savings while also connecting users to the outdoors. Paulsen also constructed high-
efficiency heating, ventilation and air conditioning (HVAC) ducting that was insulated in the inside to 
minimize energy loss. Finally, Paulsen constructed solar panels to the building to further reduce energy 
usage, providing long-term cost savings to the City of Magna. This project involved numerous relevant 
features, including: 
 
• Utility/work shop for general maintenance 
• Administrative offices 
• High vertical clear space 
• Proper heating, cooling and ventilation 
• Shop lighting 
• Windows for natural lighting 

• Restrooms and showers 
• Security and safety lighting 
• Water, sewer, gas, power and Internet 

connections 
• Well-planned vehicle access and 

circulation patterns 
 
Reference: Todd Drennan, Project Architect 
  (801) 870-8846 
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6. DESIGN-BUILD TEAM ORGANIZATION CHART 
 
Figure 1. Paulsen’s design-build team.  
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7. LIST OF SUBCONTRACTORS 
The following major subcontractors have expressed interest in working with Paulsen on the Public 
Works Facility project: 
 
• Concrete: J-Rock Concrete Construction 
• Steel: Greens Welding 
• Metal Building/Siding: Vigil Enterprises 
• Plumbing: Gunther’s HVAC & Plumbing 
• Mechanical: Gunther’s HVAC & Plumbing 
• Electrical: BL Murray Corporation 
• Earthwork/Utilities: Kenney Sang 
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8. PROPOSED SCHEDULE OF DESIGN-BUILD ACTIVITIES 
 
Figure 2. Proposed schedule. 
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9. COMPLETED ITEMIZED COST SCHEDULE 
 

 
  

37,000 
654,100 

• Bonds and Insurance 
42,200 

741,375 

Included in building cost. 

4,500 
40,000 

44,500 

Included in building cost 

1,500 
8,000 

9,500 

2,000 
81,000 

83,000 

8,075 

- 10’ high with barb wire 
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If awarded, Paulsen will work with Vineyard City to 
provide any additional upgrades that may be required. 

If awarded, Paulsen will work with Vineyard City and 
Think Architecture to identify value-engineering 
opportunities. 
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Paulsen Construction, LLC 

Director of Business Development 

08/28/2019 

3075 South Specialty Circle, South Salt Lake, UT 84115 232194-5501 
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10. CONCEPT DRAWINGS AND SPECIFICATIONS 
 
Figure 3. Site plan. 
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Figure 4. Building floor plans and elevations. 

 


