Brigham City Corporation Employee Policy and Pahae Manual

CHAPTER 9 FULL-TIME EMPLOYEE BENEFITS

9-1 Insurance

9-2 Annual Leave

9-3 Personal Leave

9-4 Voluntary Donation of Annual and Personal Leave

9-5 Paid Holidays

9-6 Bereavement Leave

9-7 Jury and Witness Leave

9-8 Military Leave

9-9 Leave of Absence (Family and Medical Leave Act - FMLA)
9-10 Life Insurance

9-11 Short Term Disability Insurance

9-12 Long Term Disability Insurance

9-13 Unemployment Compensation Benefits

9-14 Education Assistance

9-15 Employee Fitness, Wellness and Emergency Equipment Purchases Program
9-16 Employee Assistance Program

9-1 Insurance
The City may make health, dental and life insuramalable to all qualifying employees.

Coverage. ltis the policy of Brigham City to aid in theddéh care of full-time employees and
their immediate families by providing health, démtad life group insurance plans. Insurance
coverage begins on the first day of the month ¥alhg the date of employment and ends on the
last day of the month of separation.

Eligibility. All full-time employees, and such other empla/@dose positions are designated by
the Mayor with the advice and consent of the Cibyxil, are eligible to participate in the City's
health, dental, and life insurance programs shthédCity choose to offer them. Premium rates
and City contributions may vary from those for fiithe employees. Enrollment cards and a
detailed schedule of benefits will be provided|ligikle employees. The City’s contributions to
health, dental and life insurance programs shadiébdy the City Council. The City shall pay a
percentage of the premium as set by resolutiothagroup insurance plan and other related costs
as determined from time to time by the City Council

Benefits Committee. The City Council will be advised on the groupurance needs of City
employees and the costs and manner of operatigroap insurance plans by a Benefits
Committee comprised of one member of the City Cdtabe appointed by the Mayor), the City
Administrator, the Finance Director, the Human Rese Coordinator, the Payroll Coordinator,
the Mayor’'s Executive Assistant, a member of thepByee Coordination Committee and one
other employee elected to the Benefits Committea bgte of the Employee Coordination
Committee. The City Administrator serves as thaifpferson of this committee and the Mayor’s
Executive Assistant as secretary. The City Admiatst shall not be a voting member of the
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committee.

Paid-On-Call Employee Eligibility. Fire and Ambulance Division paid-on-call emplayaee
eligible to participate life insurance programs.

Paid-on-call employees who participated in headthdfits prior to June 1, 2011 will remain
eligible for health benefits. If a paid-on-call elayee who is participating in health benefits edect
to no longer participate, they will no longer bigiglle to participate in the future.

Retired Employee Eligibility. An individual retiring from the City who qualifiefor and/or is
vested in an approved City retirement plan may skdo remain with the City’s group insurance
until the individual is eligible for Medicare cowgye by personally paying the applicable
premium(s).

The spouse of such an employee may also stay hétlTity’s group insurance until the spouse is
eligible for Medicare coverage by personally payting applicable premium. In the event the
employee dies, the surviving spouse will then ligitde only for such further group insurance as
COBRA may provide.

Elected Official Eligibility. Elected officials who leave office while parpiating in the current
group insurance program of the City may chooseitaain with the City’s group insurance until
the individual is eligible for Medicare coveragepmsrsonally paying the applicable premium.

Annual Leave

The City provides annual leave for each full tinmepdoyee, which may be taken after the
employee has completed the probationary periodhua@hleave is accrued bi-monthly.

Annual leave shall be used during the calendar gkeantitlement, the year of entitlement
beginning January 1st of each year to December 31st

A total of 240 hours may be carried over into tleatryear. All unused annual leave in excess of
240 hours will be forfeited on December 31st ofregear.

The City provides annual leave for each full timmepdoyee based on the following schedule:

1 to 5 years: 10 days per year or 6.67 hoursnoerth
6 to 10 years: 12 days per year or 8 hoursnuerth

11 to 15 years: 15 days per year or 10 hoursnoerth
16 years & over: 20 days per year or 13.34 hoarsnonth

Pre-approval of annual leave is required and maiseQuested in writing directed to the
employee’s supervisor/department head, if possiglejays prior to the requested annual leave.
Department heads/supervisors will approve anna&kl@ipon consideration of the needs of the
City, the seasonal workload experience of eachnizgtion, and the employee’s wishes. Conflicts
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in employee scheduling will be resolved by the suiger with consideration given for seniority.

Official annual leave records will be maintainedl &ept current by posting at least once per
month by the Payroll Coordinator.

Annual leave usage will be reported by the emplaygteg time cards.

Upon separation of employment employees are edididn 100% reimbursement of any remaining
annual leave.

9-3 Personal Leave

Personal leave benefit plan year begins in ea@ndar year on the first day of the first pay period
for the year. The first year will begin Decemb8r 2000 (sick leave accrued under the previous
sick leave policy may be used through DecembeBQ0). Under this Plan paid personal leave
shall be provided for employees as insurance aglaiss of income when an employee needs to be
absent from work because of illness or injury,doecfor a dependent, or for any other emergency
or personal reason. Where the leave is not retatdte employee’s own illness or disability — or
an event that qualifies under the FMLA — a persbgsle request is subject to supervisory
approval based on the operational requirementseoCity.

Benefit. Each Full-Time employee under this plan shalhvarded 6.68 personal leave hours per
month (80 hours per year).

Conversion Formula. Personal leave hours shall be convertedtgtddrcent (50%) of each full
personal leave hour and shall be paid at the eraplsyhourly base wage rate in effect on the date
of conversion, up to a maximum of 40 converted gregisleave hours (80 personal leave hours X
50% = 40 converted personal leave hours).

Schedule. No later than November 86n each calendar year, employees may elect bfyimgi
the Payroll Coordinator in writing to:

Lump sum. An employee can convert as specifigddnversion Formula any unused
personal leave hours available at the end of tlemdar year to a lump sum payment, or

Carryover. An employee may carryover to the neltredar year up to 80 unused
personal leave hours, or

Retirement. An employee may convert as specifiedanversion Formula any unused
personal leave hours to a payment to be paid @@mployee’s respective 401K/457
retirement account, or

Combination. An employee may elect one or a coatiin of any of the above
mentioned options.

Default. Failure to notify the Payroll Coordinateitl result in employee being paid under
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lump sum option.

Record Management. Official records will be maintained by the Finarirector or his
designee and will be kept by posting at least grezemonth. A departmental report of personal
leave hours used and personal leave hours availalblee submitted to the supervisor each
month and personal leave accrual will also appedhe employee’s paycheck.

Maximum Accrual. A maximum of 80 hours of personal leave maydreied over to the next
plan year. Any personal leave hours unused agnideof the plan year in excess of 80 shall be
converted as described in the schedule above.

Termination Benefits. At termination of employment for any reason,uanalated unused
personal leave hours shall be paid to the emplay& percent of the hourly base wage rate on
date of termination for each unused hour.

Conditionson Use of Personal Leave. The following are the conditions on use of peedo
leave.

i.  Minimum use of personal leave is thirty (30) mirgjteith supervisory approval.

ii. Exceptin unforeseen circumstances, such as enwegesr the employee’s
inability to work due to their illness or accideat,an unforeseen FMLA-
qualifying event, the employees must provide teefervisor with reasonable
prior notice to allow time for the supervisors taka arrangements necessary to
cover the employee’s work.

iii. For leave due to unforeseen circumstances, emayest give their supervisors
as much prior notice as possible, preferably wittiieen minutes after the
normal start time of each date of absence unlesstdd by the supervisor.

9-4 Voluntary Donation of Annual and Personal Leave

Full-time employees may donate annual and perdeaat hours for use by another employee
upon approval by the department head and the GltgiAistrator. Such donation of annual
and/or personal leave is intended for infrequerthysanother employee who has been approved
for FMLA leave who has exhausted all forms of pa@ve.

The employee’s request for donation must be subditt writing along with the anticipated hours
needed and certification by a physician. The dogamployee must maintain a minimum of 40
hours annual and 40 hours personal leave for hifneedelf. The names of the requesting and
donating employee will be kept confidential.

The donating employee must complete a voluntaryainand/or personal leave donation request
form and submit it to the department head. Eaceh Hdonated will be converted hour for hour and
then converted to the recipient’s wage. For exairipthe donating employee donates 2 hours,
the recipient will receive 2 hours of leave multpgl by the recipient’s current wage rate. At the
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completion of the medical leave, any unused donlatenls will be returned to the contributing
employee on a pro-rated basis.

Paid Holidays

Any days designated as paid holidays by the Cityrn€ shall be considered legal holidays for
employees. Twelve (12) holidays will be designdigdhe City Council at the beginning of each
Calendar Year. Only full-time regular employeealkteceive pay for designated holidays.

Holidays falling on a Saturday shall be observedgreceding workday and holidays falling on a
Sunday shall be observed the following workday.y Adl-time employee who works on a holiday
shall be given compensation as specified in Chdiet0 Compensatory Time, except Police and
Power Plant personnel will be governed by departmpelicy.

An additional 4 hours of holiday will be grantedaimployees when Christmas Eve is on weekday
(Monday-Friday), All City offices will close at 130 p.m.

Bereavement Leave

Bereavement leave is time off with pay grantedutbtime employees who suffer the loss of a
wife, husband, child, mother, father, brother esistather-in-law, mother-in-law, son-in-law,
daughter-in-law, brother-in-law, sister-in-law, gdéather, grandmother, grandchild, grandparents-
in-law, step grandchild, stepchild, stepmothempfstiher, stepbrother, stepsister, and uncle, aunt,
niece, nephew, or first cousin. In event of deathriy of these instances, the employee will be
paid his/her regular base pay for scheduled wark from the date of death through the day of the
funeral or memorial services, not to exceed fivekivg days. Employees will be permitted one
additional day of funeral or memorial service leavnethe day following the service if such service
is held more than 150 miles distance from Brighdty &nd if the day following the service is a
regular work shift. Satisfactory proof of such deabgether with the date thereof, the date and
location of the service, and the date of burialstnan request, be furnished by the employee to
their supervisor.

In the event of death of friends or relatives m&ted above, an employee may be allowed to use
annual leave or personal leave for time off torattéhe funeral or memorial service for such
person.

Jury and Witness Leave

Employees will be granted leave for jury or witndssy. If the jury or witness service is
completed during regular work hours, an employesgected to return to work upon completion
of the service. The employee shall receive thegjula pay when performing jury and witness duty
if money received for jury or witness service imed in to the City. Verification of jury and
witness duty will be required.
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Military Leave

The City does not discriminate against any persba i a member of, applies to be a member of,
performs, has performed, applies to perform ordmasbligation to perform service in a uniformed
service, as defined by federal statute. The Ciliynot deny initial employment, re-employment,
retention in employment, promotion, or any benaffiemployment by the City on the basis of that
membership, performance of service, applicatiorséwice, or obligation. It is the City's policy

to comply with all applicable statutes, includinoyment And Re-employment Rights Of
Members Of The Unified Services Act, 38 U.S.C. §4& seq., and Utah Code Ann. 88 71-10-1

et seq.

For attendance of monthly reserve meetings, peedatould schedule their work and/or meetings
so that they fall on their days off. If this istqmmssible, personnel should trade with others to
cover shifts. If a trade cannot be arranged, #ppadment will arrange leave for the individual and
they will be charged with either annual or persdeale at the employee’s option. No pay as
provided below shall be made for monthly reservetings.

For training periods for which leave is granted] &or which military order are issued to the
employee to serve, the City will pay the differehetween the employee’s base military pay and
their normal City pay up to and including 15 dagnce military pay may not be paid until after
training is completed, should an employee dediey thay receive their normal City pay and then
reimburse the City when they receive their respase A form for the purpose of calculating the
proper reimbursement shall be provided by the HuResource Coordinator and completed by
the employee. The employee shall then return dhgpéeted form within 15 days of receipt of
military pay to the Payroll Coordinator. The Payf@bordinator will then deduct the respective
military pay amount from the employee’s next pagah This reduces the employee’s total
taxable income by the respective amount of milifaay. Should a full-time employee be ordered
to serve over 15 working days, ho compensationiwélmade to the employee for any days in
excess of 15 working days during any calendar year.

It shall be the policy of the City that any empleyan military leave shall receive no compensation
in excess of his or her normal City pay unlessihes entirely from the military.

In order to facilitate relationships between they@nd the reserve units, the employee must give
as much naotice as possible to the City of the rieedhilitary leave in order to avoid scheduling

and conflicts in the departments. Requests farelshould be made at least twenty (20) days prior
to the beginning of leave.

Leave of Absence (Family and Medical Leave Act - FMLA)

The City provides family and medical leave of alusewithout pay, to eligible employees for
their own serious health conditions; or who wishatce time off from work duties to fulfill family
obligations relating directly to childbirth, adagi, or placement for a foster child; or to caredor
child, spouse or their own parent with a seriousthecondition. A serious health condition
means an illness, injury, impairment, or physigainental condition that involves either an
overnight stay in a medical facility, or continuitrgatment by a health care provider for a
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condition that either prevents the employee fromigneing the functions of the employee’s job,
or prevents the qualified family member from pajpiiting in school or other daily activities.

Eligible employees are those who have worked ferGity for at least one year and worked 1,250
hours within the previous 12 month period. Eligikinployees should make requests for FMLA
leave to their supervisors at least 30 days in Bcvaf foreseeable events. When 30 days notice is
not possible, the employee must provide noticeoaa as practicable and must comply with the
City’s normal call-in procedures.

Employees requesting FMLA leave related to thein ®&rious health condition or the serious
health condition of a spouse, child, or their ovamgmt must submit sufficient information for the
City to determine if the leave may qualify for FMLgkotection and the anticipated timing and
duration of leave. Employees must also informQitg if the requested leave is for a reason for
which FMLA leave was taken or previously certifietBmployees also may be required to provide
a certification and periodic recertification supjay the need for leave.

Eligible employees may request up to a maximunwefie weeks of family leave within a 12
month period. Any combination of FMLA leave anddival leave may not exceed this maximum
limit. The City uses the rolling period to calc@ahis 12 week period. The rolling period method
starts counting the FMLA period on the date the leyge first uses FMLA leave. Eligible
employees will be required to first use any accrp@id leave time before taking unpaid family
leave. This accrued paid leave time will be ineldiés part of the maximum twelve weeks leave.
Married employee couples may be restricted to abioed total of twelve weeks leave within any
12 month period for childbirth, adoption, or placahof a foster child; or to care for a parent with
a serious health condition.

To the extent the law requires, eligible employeitk a spouse, son, daughter or parent on active
duty or call to active duty status in the NatioGalard or Reserves in support of a contingency
operation may use their 12-week leave entitlen@address certain qualifying exigencies.
Qualifying exigencies may include attending certailitary events, arranging for alternative
childcare, addressing certain financial and legalrgements, attending certain counseling
sessions, and attending post-deployment reintegratiefings.

FMLA also includes a special leave entitlement gexmits eligible employees to take up to 26
weeks of leave to care for a covered service meilnéng a single 12-month period. A covered
service member is a current member of the Armeddspincluding a member of the National
Guard or Reserves, who has a serious injury azsBrincurred in the line of duty on active duty
that may render the service member medically tmfiterform his or her duties for which the
service member is undergoing medical treatmentjpe@tion, or therapy; or is in outpatient
status; or is on the temporary disability retirist |

During the single 12-month period for service mentdage leave, an eligible employee is entitled
to a combined total of 26 workweeks of service mendare leave and leave for any other FMLA-
qualifying reason, provided that the eligible enygl® may not take more than 12 workweeks for
any other FMLA-qualifying reason during this perioBor example, in the single 12-month period
an employee could take 12 weeks of FMLA leave te éar a newborn child and 14 weeks of
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service member care leave, but could not take Jksvef leave to care for a newborn child and
10 weeks of service member care leave.

Subject to the terms, conditions and limitationshef applicable plan, health insurance benefits
will be provided by the City for the length of tiro@ leave. The employee must continue to pay
any portion of the premium that the employee wdwydcally pay if not on leave.

Benefit accruals, such as, annual leave, perseaag| or holiday benefits, will be suspended
during the leave and will resume upon return tivaamployment.

So that an employee’s return to work can be prgmsetheduled, an employee on FMLA leave
must provide the City with at least two weeks’ atv@notice of the date the employee intends to
return to work. When FMLA leave ends, the employdkbe reinstated to the same position, if it
is available, or to an equivalent position for whibe employee is qualified.

If an employee fails to report to work promptlytla¢ end of the approved leave period, the City
will assume that the employee has resigned.

Leave of Absence without Pay (Non-FMLA)

Leave of Absence without pay, not eligible under amily Medical Leave Act, must be
considered to be in the best interests of the i@itrder to justify the granting of such leave; job
restoration is not guaranteed for non-FMLA leavdbaccrued leave time must be used before
leave of absence without pay begins. Accrual oLiahleave, personal leave, or holiday benefits
will be suspended during the leave and will resuimen return to active employment. Leave of
absence without pay must be approved by the May@Gitg Administrator.

Life Insurance

A life insurance policy shall be provided for eduah time regular employee, paid-on-call
employee, elected official and their dependentsaaisof the group insurance program.

Short Term Disability Insurance

Short-Term Disability (STD) coverage is provided émployees in the event they become
disabled and unable to perform their job.

Qualification. Qualifications for STD shall be deténed by the STD provider.

The employee or able designee shall complete théresl STD and Family Medical
Leave Act forms to determine eligibility. The qifighg period shall begin on the onset
day of injury, or sickness, or pregnancy and dhalfor a period not less than three (3)
days. Employees qualifying for STD benefit shakt ypersonal leave during the qualifying
period. Once determined eligible for STD benefitsyment of STD benefits will begin

on the day following qualifying period (day four).
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Use of personal leave time during the three (3)alafifying period may be waived upon
approval by the Mayor for employees being treated physician during pandemic
outbreaks. Time off taken on STD shall be courtetime off taken for FMLA.

Payment. Upon qualifying for STD benefits, empkyavill be paid at a rate of 66 2/3% of
weekly earnings not to exceed $1,250 weekly. Engdeymay or may not select a tax free STD
plan. Payment is made by the STD insurance provider

At the discretion of the employee, personal leawx#@ annual leave can be used to pay
for insurance premiums and cafeteria plan dedustimty. Leave time may not be used to
pay for utility bills, computer purchases or otpayroll deductions.

Period. Short Term Disability shall be for a pdrif 13weeks
Long Term Disability Insurance

Protection against loss of income when an emplayabsent from work due to long term
disability shall be provided to full-time regulanployees covered by a separate private long term
disability insurance (LTD). There shall be no dosthe employee for LTD. LTD shall be
administered in accordance with the terms deteminloyethe provider. As one of the conditions of
receiving LTD, the employee may be required to submra medical examination.

Qualification. Qualifications for LTD shall be @emined by the LTD provider. Provider will
insure that requirements necessary to qualify ford Term Disability Insurance (LTD) are
satisfied while employee is on STD. While on STtz employee or able designee shall complete
the required LTD forms to determine eligibility.

Payment. Upon qualifying for LTD benefits, emplegewill be paid benefits as described in
provider’s schedule of benefits.

Annual Leave and Personal Leave. Upon qualifying for LTD, an employee may use thei
personal leave and annual leave hour for hourgadoe months or until such leave is exhausted,
whichever comes first. At such time employee Wélrequired to provide a medical certification
explaining their prognosis for their return to work decision for continued employment will be
made based on this certification.

Unemployment Compensation Benefits

Employees whose employment is terminated may bébkdito receive unemployment
compensation benefits, contingent upon the reasoiiné termination of the employment, the
existence of a continued attachment to the labaokebdy the employee, and other factors. The
determination of eligibility for unemployment compsation benefits, the amount of the benefits,
and the duration of payments, if any, is made kyUtah Department of Workforce Services,
according to statutes, regulations and case lawgidac Questions regarding unemployment
compensation benefits should be directed to thé Department of Workforce Services.
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Education Assistance

The City encourages its employees to continualljatg and increase their level of education. To
further this, the City will give financial assistanas funding is available and approved by the City
Council to full-time employees enrolled in City-apped educational programs of direct benefit in
aiding the employee to improve performance andsskilhis/her position with the City. To this
end, tuition will be paid for successful completificlasses or courses of direct benefit at 90% for
an A grade, 75% for a B grade, 50% for a C gradk0fa for lower than a C grade. If the course
is only offered as pass/fail, the employee willdaéd 50% for a pass. Reimbursement shall not
exceed 6 credit hours per semester.

Application Process. Any full-time employee enrolling in a course @ndhis policy must have
advance written approval of the department heaéfsigor and City Administrator prior to taking
the course. Forms can be obtained from the Mayifise. The records shall be kept in the
Mayor’s Office. Courses must not interfere witle tmployee’s normal work hours.

Upon completion of the class/course, the employestisubmit to the Mayor’s Office the
evidence of the grade received or pass for palssffaises and a verified statement of tuition for
reimbursement with supporting receipts and eviderfigeayment. The only classes/courses which
will be approved are those which are job relatedatermined by the department head/supervisor
to improve skills on the job.

Repayment Upon Termination. Employees who apply for educational assistaritagree (by
signing the application) that if they voluntarily iavoluntarily (other than Reduction in Force)
leave the employ of the City before working 24 ni@nafter participating in this program, they
will repay the City on a prorated basis the tuitiord fees which were reimbursed to them during
the previous 24 months. This will be deducted froather final paycheck.

Employees who voluntarily terminate employment vBiigham City Corporation, or who are
involuntarily terminated for cause prior to compatof a class/course, will not be reimbursed for
any expenses and must repay the City any educasiiatance received within the previous 24
months.

Employees who are not able to remain actively eggador reasons beyond their control (such as
disability, reduction in force, or a spouse whoeguts a position out of state) will not be required
to make repayment.

Education Assistance for employees is availablerasg as funds budgeted to this program are
available. Employees must apply each calendarfgeatasses taken in that year.

Employee Fitness, Wellness and Emergency Equipment Purchases Program
In an effort to encourage a fit and well employ&aployees may receive a 50% discount for green

fees only at Eagle Mountain Golf Course. Employae®s their family may receive a 50% discount
for entry fees only at Brigham City Pool.
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Employees may use their annual and/or personat lempurchase golf and swimming passes,
fithness memberships (from fithess businesses IdéatBrigham City) and emergency
preparedness equipment provided thatinimum balance of 40 hour s of leave remains
availablein each benefit at the time the purchaseisrequested. Annual and personal leave will
be calculated at 100% of the employee’s currentlfaoate for the current calendar year.
Emergency preparedness equipment must be identifideEMA’s Personal Preparedness List
(List can be found online at www.fema.gov) or beraped by the Emergency Services Director
to qualify for reimbursement. Purchases of emerg@neparedness equipment shall only be
reimbursable upon proof of purchase.

Example:
60 hours of available leave — 40 hours requiredrza = 20 hours x $20.00 hourly rate = $400.00
available for purchase.

Definitions:

Annual Leave: Paid vacation leave that accruestimypand is tracked from Januar/ tb
December 3% each year. The maximum yearly amount of annuakleaailable is 160 hours
based on 16 or more years of service.

Personal Leave: Paid leave from work for ilinespersonal reasons that accrues monthly and is
tracked from January*to December Jiof each year. The maximum yearly amount of pexson
leave available is 80 hours.

9-16 Employee Assistance Program
The City provides at no cost to the employee agasibnal Employee Assistance Program (EAP)

to all city employees and their family members. ujsors are encouraged to use this assistance
in working with employees under their responsiilit
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