
 
 

 
Cambridge City Council Meeting Announcement and Agenda 

Monday, December 18, 2023 6:00 PM 
Cambridge City Hall, 300 3rd Avenue NE 

 
Members of the audience are encouraged to follow the agenda. 

Agendas are available on the table just outside the Council Chambers door. 
 

Tentative 
Time 

Agenda Item 

6:00 pm 1. Call to Order and Pledge of Allegiance 
  
 2. Citizens Forum 
  
6:02 pm 3. Approval of Agenda 
  
 4. Consent Agenda 
 A. Approval of Regular City Council Meeting Minutes for December 4, 2023 has been 

moved to the agenda for the City Council meeting on January 2, 2024. 
 B. Approve Warrants #127674 - #127905 and ACH/Wire items totaling $1,895,157.62 

        (p. 3) 
 C. Approve Ordinance 777 Fee Schedule FY 2024 (p. 38)  
 D. Resolution R23-106 Approve Restricted Donation to Cambridge Police Dept (p. 60) 
 E. Approval of Electronic Fund Transfer Policies (p. 62)  
 F.     Resolution R23-107 Application for Payment #4 from Traut Companies (p. 64) 
 G.    Resolution R23-108 Application for Payment #5 from Douglas-Kerr Underground, LLC for 

2nd Ave SW Street Improvements (p. 71) 
 H.    Resolution R23-109 Application for Payment #4 from Douglas-Kerr Underground, LLC for 

City Parking Lot Improvements (p. 79) 
 I.     Resolution R23-110 Application for Payment #4 from Douglas-Kerr Underground, LLC for 

Well #9-Contract B Improvements (p. 85) 
 J.    Resolution R23-111 Declaration of City of Cambridge Polling Places (p. 92)     
 K.    Authorize the Hire of a Public Works Seasonal Employee. (p. 95)     
 5. Work Session 
  
 6. Unfinished Business 
 A.   Approval of Personnel Policy Changes (p. 96) 
 B. 7. New Business 
 A. Approve Ordinance 778 Fire Permit Program (p. 165) 
 8. Commission Minutes and Committee Reports 
 A.     Planning Commission meeting DRAFT minutes from November 8, 2023 (p. 168) 
  

300 Third Avenue NE  (763) 689-3211 
Cambridge, MN 55008 (763) 689-6801 FAX 
 www.ci.cambridge.mn.us 



 9. Mayor’s Report 
  
 10. Council Concerns 
  
 11. City Attorney’s Report 
  
 12. City Administrator’s Report 
 Notice of All-Staff Meeting, Holiday Party, and Brief Closure of City Offices 
 13. Adjourn 
  
  

Notice to the hearing impaired: Upon request to City Staff, assisted hearing devices are available for 
public use. Accommodations for wheelchair access, Braille, large print, etc. can be made by calling 
City Hall at 763-689-3211 at least three days prior to the meeting.  
 
 
Unless otherwise noted, all meetings are at City Hall in Council Chambers 
 
Upcoming Meetings and Events 
Date Time Meeting/Event  
January 2, 2024  6:00 pm City Council – NOTE Tuesday date 
January 3, 2024 7:00 pm Planning Commission – NOTE Wednesday date 
January 8, 2024 7:00 pm Parks, Trails, and Recreation Committee 
January 16, 2024 5:45 pm EDA – NOTE Tuesday date 
January 16, 2024 6:00 pm City Council – NOTE Tuesday date 
February 5, 2024 6:00 pm City Council 
February 6, 2024 7:00 pm Planning Commission 
February 20, 2024 5:45 pm EDA – NOTE Tuesday date 
February 20, 2024 6:00 pm City Council – NOTE Tuesday date 
March 4, 2024 6:00 pm City Council 
March 5, 2024 7:00 pm Planning Commission 
March 18, 2024 5:45 pm EDA 
March 18, 2024 6:00 pm City Council 

See all of our upcoming meetings at www.ci.cambridge.mn.us 
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4C 2024 Fee Schedule Amendment December 18, 2023 
Prepared by:  Marcia Westover, Community Development Director 
 
Background 

Department Proposed Fee Changes Justification 

Utility Fees 

51.04 
Water Rate-
SFR Unit Basic 
charge 

Per 
Month 

$13.13 (no 
change) 

51.04 Water Rate Per 
Month 

$4.40 (no 
change) 

51.04 
Water Rate 
6,001-20,000 
gallons 

Per 
Month 

$5.02 (no 
change) 

51.04 
Water rate 
over 20,001 
gallons 

Per 
Month 

$5.62 (no 
change) 

52.109 Sewer Access 
Charge* Per REU $2,273.00 

(no change) 

52.141 
Sewer rates: 
SFR Unit Basic 
Service Charge 

Per 
month, 
per REU 

$22.66 
$23.79 

52.141 Sewer rates: 0 
– 6,000 gallons Per month $4.37 $4.59 

52.141 
Sewer rates: 
6,001 – 20,000 
gallons 

Per month $4.92 $5.17 

52.141 
Sewer rates: 
over 20,001 
gallons 

Per month $5.46 $5.73 

52.141 Septage 
dumping fee Per gallon $0.10 $0.11 

53.015 Storm sewer 
rates 

Per 
month, 
per storm 
unit 

$5.50 $5.89 

 

The City Council received a briefing 
about utility rates at the 11/20/23 

Council meeting. 

Utility Fees/Area 
Charges 

• 51.06 Water Trunk Area Charge Per Acre 
$2,882.00 $3,450.00 

• 52.109 Sewer Trunk Area Charge Per Acre 
$2,925.00 $3610.00 
 

Our rates have not kept pace with 
inflation.  We checked the Engineering 
News Record (ENR) Construction Cost 
Index (an industry standard source), 

and our rates should have been 
increasing 3% each year since 1997.  
Our first increase was in 2023. These 

proposed 2024 amounts will now have 
us comparable with our peer cities. 

Building 

• See Appendix A on the Fee Schedule 
• Accessory structures (residential), temporary 

structures, and fences were given a nominal 
flat fee rather than using Subd. 1 table A 65% 
review fees, which will be less for the 
applicant.   

• The MN State Electrical Inspector has 
proposed an $80.00 fee for consultations. 

The majority of the changes are for 
clarification purposes for staff.   
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Planning 

 
• 155.018 Preliminary Plat $500.00 $550.00 
• 155.018 Planned Unit Development $300.00 

+ $10.00/lot $275.00 plus $5000 escrow 
deposit and $100.00 per lot for each lot in 
excess of 5 escrow deposit 

• 155.067 Development Contract Legal Fee 
$1,500.00 (escrow) 

• 156.065 Managed Natural Landscape Site 
Plan Review $100.00 (new ordinance) 

• 156.066 Alternative Energy- changes here 
clarify that an Interim Use Permit fee is $300 
not $154 for this use (error on previous fee 
schedule) 

• 156.091 Commercial Kennel $100 fee per 
year (new ordinance) 

These fees better align with our peer 
cities, or are part of a new ordinance as 
indicated. 

Administration • 119 Cannabinoid Sales fees due to new 
Ordinance  

$500 per year for Registration 
$500 per investigation fee 

Public Works 
(Other) 

• 32.64 Airport hangar lease $0.15 $0.17 
• 51.15 Curb stop cover for sloped driveways 

$149.00 $160.00 
 

Modest cost increases due to inflation 

 
Fiscal Note 
Fees have been reviewed for adequacy by appropriate City staff members, often times comparing to peer 
cities and/or other industry standards. Utility rates have been set to make sure operating costs and debt 
service amounts are covered in addition to maintaining adequate reserve levels. 
 
Staff Recommended City Council Action 
Approve Ordinance No. 777 as presented and allow staff to publish a summary ordinance.   
 
Attachments 

1. Proposed Fee Schedule with changes shown  
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City of Cambridge 2023 2024 Fee Schedule 
SSSchedule 

 

.Ordinance 764 777 
 

Licenses, Fees, and Permits for 2023 2024 (Fee Schedule) 
An Ordinance providing for licenses, fees, and permits. The City Council of Cambridge, Minnesota, hereby ordains the following fees beginning 
January 1, 20232024: 

 
Title III – Administration Fees 

Code Section/ 
Department 

Type of License/Fee Term Fee 

32.64 Airport hangar lease Per square foot of lease area $0.175 

32.64 Airport tie down fee Per month $17.00 

38.07 
Administrative Citation – Except as otherwise stated 
herein, all other violations of the City Code or Land Use 
Code 

Per day after citation is 
issued for non-compliance 

$200.00 

38.07 Administrative Citation - Nuisance Animal Fèces 
Per day after citation is 
issued for non-compliance 

$50.00 

38.07 
Administrative Citation– Exterior Structure requirements 
not met 

Per day after citation is 
issued for non-compliance 

$300.00 

38.07 Administrative Citation – Sign regulation 
Per day after citation is 
issued for non-compliance 

$100.00 

38.07 
Administrative Citation – Garbage containers requirements 
not met 

Per day after citation is 
issued for non-compliance 

$50.00 

38.04 
Administrative Citation – Peddler or transient merchant (no 
license) 

Per offense $80.00 

38.07 Administrative Citation – Mobile food vendor (no license) Per offense $80.00 

38.07 
Administrative Citation – Temporary/seasonal outdoor 
sales use or transient vendors (no license) 

Per offense $80.00 

38.07 Administrative Citation – Fireworks sales (no license) Per offense $80.00 

53.02 Administrative citation – illicit discharge 
Per day after citation is issued 
for noncompliance 

$200.00 

38.07 
Administrative Citation – Construction related stormwater 
pollution 

Per day after citation is 
issued for non-compliance 

$200.00 

ADMIN 
Copies (Providing & copying information such as data 
requests hard copies, 8x11 maps, etc.)  

Per page 
$0.25, if over 100 pages, actual 
cost per MN State Statute 

ADMIN Media copies Per page/item $15.00 
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ADMIN 
Police reports (except if you are the victim or the legal 
guardian of the victim for the crime committed) 

Per page 
$0.25, if over 100 pages, actual 
cost per MN State Statute 

ADMIN Maps, non-copyrighted plans, plats (all pages over 11 x 17) Per page 
$10.00 – color 
$5.00 – black & white 

ADMIN 

Data Requests 
Providing & copying information – actual cost of 
searching for and retrieving government data, including 
the cost of employee time, and for the making, 
certifying, compiling, copying, and electronically 
transmitting data in accordance with MN State Statute 

Per hour or part thereafter $22.00 per hour 

ADMIN Transcription of audio recordings/statements 
Minimum 1 hour; then 15 
min. intervals 

$22.00 per hour 

POLICE 
Copying of squad car or body camera video, as permitted 
by Minnesota Statute 

Minimum 30 minutes per 
video requested 

$40.00 per hour 

POLICE 
Copying of other video/audio (store surveillance/ evidence/ 
other) 

Minimum 30 minutes per 
video requested 

$40.00 per hour 

 
POLICE 

Labor rate – Overtime (special events/other) includes 
squad car 

Minimum of 3 hours 
overtime or actual time 
worked per LELS contract 

 
$100.00 per hour 

POLICE 

Labor rate – Overtime (court/civil subpoena summons/civil 
depositions) 

 
Rates will be charged to the party of the attorney’s office 
which requested the subpoena 

 
City reserves the right to request payments for minimum 
hours prior to any court appearance 

 
If appearance is needed within 5 hours of the officers 
regularly scheduled shift AND court is canceled, the 
requesting parties will be charged for a minimum of 3 
hours of OT regardless of whether they had to appear or 
not. This is per LELS contract 

Minimum of 3 hours 
overtime or actual time 
worked per LELS contract 

$100.00 per hour 

POLICE Reserve officer and squad car (special events) Per hour $70.00 
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Title V – Public Works Fees 

Code Section/ 
Department 

Type of License/Fee Term Fee 

50.06 Garbage & refuse collection Per year $1,250.00 

51.06 Water Trunk Area Charge* Per acre $2,882.003,450.00 

51.06 Water Access Charge* Per REU $201.00 

51.06 Water Treatment Facility Charge* Per REU $901.00 

51.04 Water rate, SFR Unit Basic Service Charge Per month $13.13 

51.04 Water rate 1 – 6,000 gallons Per month $4.40 

51.04 Water rate 6,001 – 20,000 gallons Per month $5.02 

51.04 Water rate over 20,001 gallons Per month $5.62 

51.04 FF charge Per month $0.81 

 
51.11 

Water meters Per meter 

All meters will be sold at the 
city’s purchase price plus 10% 
set-up fee, and all utility fees 
will be assessed after 90 days 
regardless of installation 
status. Utility fees include 
sewer, water, street light, 
storm sewer fees.  

 
51.11 

Meter connections Each 
All meter connections will be 
sold at the city’s purchase 
price plus 10% set-up fee 

51.11 Radio transmitter: Neptune R900 Each for use with Neptune City’s cost plus 10% set-up fee 

51.11 Non-sprinkler residential setup City’s cost plus 10% set-up fee 
Priced per setup depending 
upon meter size above 

51.11 Sprinkler/house meter new construction setup City’s cost plus 10% set-up fee 
Priced per setup depending 
upon meter size above 

51.11 
Irrigation meter on an already established house – no 
charge for the radio 

City’s cost plus 10% set-up fee 
Priced per setup depending 
upon meter size above 

51.11 Meter no connections – frozen meters, etc. City’s cost plus 10% set-up fee See meter pricing above 

51.11 Meter test charge Per meter $60.00 

51.15 Curb stop cover for sloped driveways Each $149.00160.00 
51.15 Fire hydrant replacement kit Each $464.00 

51.05 Tampering with the city water system Per offense $500.00 
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51.05 Certify utility bill to tax levy First time $75.00 

51.05 Certify utility bill to tax levy Second and subsequent times $150.00 

51.12 Water reconnection fee Each $60.00 

51.18 Utility penalty fees  
5% with $5.00 minimum 
penalty 

52.109 Sewer Trunk Area Charge* Per acre $2,925.003,610.00 
52.109 Sewer Access Charge* Per REU $2,273.00 

52.141 Sewer rates: SFR Unit Basic Service Charge Per month, per REU $22.6623.79 

52.141 Sewer rates: 1 0 – 6,000 gallons Per month $4.374.59 

52.141 Sewer rates: 6,001 – 20,000 gallons Per month $4.925.17 

52.141 Sewer rates: over 20,001 gallons Per month $5.465.73 
52.141 Septage dumping fee Per gallon $0.1011 

53.015 Storm sewer rates Per month, per storm unit $5.505.89 

54.10 Street light utility fee 
Per month, per single family 
residential unit 

$5.00 

PUBLIC 
WORKS 

Labor rate – regular time 
Per hour, minimum charge of ½ 
hour 

$42.00 

PUBLIC 
WORKS 

Labor rate – over time 
Per hour, minimum charge of 2 
hours 

$63.00 

PUBLIC 
WORKS 

Wheel loader Per hour $90.00 

PUBLIC 
WORKS 

Wheel loader w/Snow Go blower Per hour $130.00 plus cost of labor 

PUBLIC 
WORKS 

Dump truck Per hour $85.00 plus cost of labor 

PUBLIC 
WORKS 

Street sweeper Per hour $85.00 plus cost of labor 

PUBLIC 
WORKS 

Bucket truck (two people required per OSHA) Per hour 
$90.00 plus cost for labor rate 
for two employees 

PUBLIC 
WORKS 

Flail mower Per hour $65.00 plus cost of labor 

PUBLIC 
WORKS 

Progressive mower Per hour $65.00 plus cost of labor 

PUBLIC 
WORKS 

One-ton truck Per hour $65.00 plus cost of labor 
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PUBLIC 
WORKS 

Weed whip Per hour $45.00 plus cost of labor 

PUBLIC 
WORKS 

Vac Con sewer cleaning truck (two people required per 
OSHA) 

Per hour 
$95.00 plus cost of labor rate 
for two employees 

PUBLIC 
WORKS 

Assessable current services: snow, ice, dirt, and rubbish 
removal on sidewalk 

Each occurrence $100.00 

*Supplemental connection charges will be collected at the time of connection from parcels identified and, in the amounts, specified in Ordinance 
No. 452 

 
Title VII – Traffic Fees 

Code Section/ 
Department 

Type of License/Fee Term Fee 

70.01 Recreational motor vehicles Per offense $100.00 

70.02 
Motor vehicles and motorcycles prohibited on school 
property 

Per offense $100.00 

70.05 Trucks prohibited on certain streets Per offense $100.00 

70.06 Stop intersections Per offense $80.00 

70.07 Through streets and on-way streets Per offense $80.00 

70.08 Turning restrictions Per offense $80.00 

70.09 U-turns restricted Per offense $80.00 

70.10 Excessive noise Per offense $80.00 

70.11 Exhibition driving prohibited Per offense $80.00 

70.12 Cruising prohibited Per offense $80.00 
70.40 Public conduct during parades Per offense $100.00 

71.03 No parking zone Per offense $20.00 

71.04 Parking violation – Commercial vehicle in a residential area Per offense $20.00 

71.05 Parking violation – parking in alley Per offense $20.00 plus subject to tow 

71.08 Parking violation – fire lane parking prohibited Per offense $50.00 

71.08 Fire lanes & emergency vehicle access roads Per citation $50.00 plus subject to tow 

71.65 Impounded vehicle storage fees (non-forfeitures) Per vehicle $200.00 

71.99 Parking fees: overtime parking Per citation $20.00 

71.99 Parking fees: improper parking Per citation $20.00 

71.99 Parking fees: parking in prohibited area Per citation $20.00 plus subject to tow 
71.99 Parking fees: parking against traffic Per citation $20.00 plus subject to tow 

71.99 Parking fees: winter parking restrictions Per citation $20.00 plus subject to tow 
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71.99 Parking fees: handicapped parking Per citation $100.00 plus subject to tow 

73.03 Application of traffic ordinances Per offense $80.00 

73.04 Restrictions Per offense $80.00 

73.05 Stopping & yielding Per offense $80.00 

73.06 Persons under 18 Per offense $80.00 
73.07 Equipment Per offense $60.00 

73.08 Unattended snowmobiles Per offense $60.00 

73.10 Operation on private property Per offense $100.00 

 
Title IX – General Regulation Fees 

Code Section/ 
Department 

Type of License/Fee Term Fee 

90.28 
Fire Department coverage for events held by 
organizations outside Cambridge’s Fire Service Area 

Per hour $100.00 

 
91.03 

Alarms – false alarms 
Per false alarm after second 
false alarm at the same 
address 

$50.00 

92.17 
Engine breaking violation – nuisances affecting peace and 
safety 

Per offense $60.00 

92.22 Administrative costs for abatements Per abatement case/property $25.00 

92.22 Mowing abatement 

First time/same season 
$70.00 or actual abatement 
costs 

Second time/same season 
$100.00 or actual abatement 
costs 

Third+ time/same season 
$150.00 or actual abatement 
costs 

94.57 Excavation permit (ROW) Per permit 
$54.00 minimum permit fee 
plus $7.50 per 100 feet 
disturbed 

94.58 Right-of-way permit fees Per permit 
$54.00 minimum permit fee 
plus $7.50 per 100 feet of right-
of-way 

94.64 Small wireless facility permit Per pole 
$500.00 to collocate up to five 
facilities; $100.00 per facility 
beyond five 
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94.64 Small wireless facility permit 
Per pole or wireless support 
structure 

$1,000.00 

94.64 Small wireless facility permit 
Per year for co-location on city 
owned structures 

$270.00 

95.02 Dog or cat license Life $20.00 

95.02 Dog or cat duplicate/lost tag Per tag $5.00 

95.02 Domestic animals at large administrative citation Per offense 
$50.00 – 1st offense 
$100.00 – 2nd offense 

95.05 Animal impound: boarding Per day/animal $25.00 

95.05 Animal pickup & delivery 

During regular hours (each 
way) 

$60.00 – 1st time 
$120.00 – 2nd time 

Outside animal control 
contract hours (each way) 

$90.00 – 1st time 
$180.00 – 2nd time 

95.05 Medicine administration to impounded animals Per day Actual costs charged to the city 

95.05 Euthanasia/disposal of impounded animals Each 
Actual costs charged by the 
veterinary clinic 

95.06 (moved 
this to 156.091) 

Dog kennel license (required for five (5) or more dogs) Per year $50.00 

96.04 Building, mechanical, plumbing, and electrical permit fees  
Refer to “Appendix A” of this 
ordinance 

95.11 Attack by animal (misdemeanor offense) Per offense $300.00 

95.12 & 
MSS 347.51 

Dangerous dog certificate registration fee Per year $150.00 

98.03 Park shelters/space reserved Per day 
$25.00/resident 
$50.00/non-resident 

98.03 Softball field Per hour 
$40.00/resident 
$100.00/non-resident 

98.03 Softball field (specific to athletic associations) Per season 
$75.00 per team for summer 
league $50.00 per team for fall 
league 

98.03 Baseball field Per hour 
$40.00/resident 
$100.00/non-resident 

98.03 Baseball field (specific to athletic associations) Per season $250.00 

98.03 Soccer, football, all-purpose fields Per hour 
$40.00/resident 
$100.00/non-resident 
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98.03 
Soccer, football, all-purpose fields (specific to athletic 
associations) 

Per season $200.00 

98.03 Ice rink Per hour 
$40.00/resident 
$100.00/non-resident 

98.03 Ice rink (specific to athletic associations) Per season 
$250.00 + $40.00 per hour per 
practice 

98.03 Tennis courts Per hour 
$40.00/resident 
$100.00/non-resident 

98.03 Tennis courts Per season 
$200.00 + $40.00 per hour per 
practice 

98.03 Pickleball courts Per season 
$250.00 + $40.00 per hour per 
practice 

99.03 Rental housing registration Biennial $25.00 per living unit 

99.04 

Rental housing inspection – fee is charged to the property 
owner if violations are found. If no violations are found, the 
fee is charged to the person requesting the inspection. If 
legal action becomes necessary, legal costs shall be added 
to the inspection fee 

Per initial inspection and first 
re- inspection 

$50.00 

 
Title XI – Business Regulation Fees 

Code Section/ 
Department 

Type of License/Fee Term Fee 

111.001 Carnivals, circuses, tent show Per day $25.00 

111.012 Administrative citation for prohibited paraphernalia Per offense $100.00 

111.040 Administrative citation for fireworks Per offense $80.00 
111.040 Fireworks sales and display - indoors Per display $34.00 

111.040 Fireworks sales – outdoors Per year $350.00 

112.03 Peddlers and transient merchants 

Per day $25.00 

Per week $50.00 

Per year $200.00 
112.07 Solicitor administrative citation Per offense $80.00 

114 
Possession/consumption of alcohol on publicly owned 
or operated property 

Per offense 
$80.00 – first offense 
$100.00 – second and 
subsequent offense 
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114.002 
Administrative citation for possession, consumption, 
and sale of alcoholic beverages on public owned or operated 
property prohibited 

Per offense 
$80.00 – first offense 
$100.00 – second and 
subsequent offense 

114.018 Non-intoxicating malt liquor license, regular on-sale Per Year $400.00 

114.018 
Non-intoxicating malt liquor license, temporary on- 
sale 

Per day $25.00 

114.018 Non-intoxicating malt liquor license, off-sale Per year $400.00 

114.043 Wine on-sale license Per year $400.00 

114.043 Liquor on-sale license Per year $2,500.00 

114.043 Special club license Per year $650.00 

114.043 License Sunday Per year $200.00 

114.044 Liquor on-sale application investigation fee Each $500.00 

114.044 
Outside state liquor on-sale application investigation 
fee 

Each 
Initial investigation fee + actual 
cost not to exceed $10,000.00 

114.102 Liquor setups Per year $200.00 

 Sidewalk Café Per year $25.00 

115.04 Cigarette/tobacco license Per year $200.00 

 
115.11 

Administrative citation for tobacco including; illegal sales, 
illegal possession, illegal use, illegal 
procurement, and use of false identification 

Per offense 
$25.00 – first offense 
$50.00 – second and 
subsequent offense 

116.008 Therapeutic massage enterprise license Per year 
$50.00 per massage therapist 
licensed 

 
116.008 

Individual therapeutic massage therapist license 
(individuals not licensed through a Therapeutic Massage 
Enterprise License) 

Per year $50.00 

117.03 Pawnbroker license Per year $3,000.00 

117.03 Pawnbroker investigation fee Per (new) license application 

Actual cost of investigation. 
$3,000.00 deposit is required to 
initiate investigation for 
licenses. Cost not to exceed 
$10,000.00 

117.03 
Pawnbroker license software for reporting and 
tracking reportable transactions 

Per year, per license 
Holder 

$3,000.00 (billed in equal 
monthly installments) 

117.16 
Pawnbroker violation – pawning property that thy do 
not own (misdemeanor offense) 

Per offense $300.00 
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118 Adult businesses license Per year $5,000.00 

118 Adult businesses investigation fee 
Per (new) license 
Application 

$2,000.00 

119 Cannabinoid Products Sales Registration Yearly $500 

119 Cannabinoid Products Sales investigation fee Each $500 

 
Title XIII – General Offenses Administrative Citations 

Code Section/ 
Department 

Type of License/Fee Term Fee 

130.01 Administration Fees – Worthless Checks Per Check 
$50.00 ($10.00 to complainant 
and $40.00 to city) 

130.02 Defrauding innkeeper and others prohibited Per offense $100.00 

130.05 Hunting prohibited Per offense $100.00 

130.07 Curfew Per offense 
$25.00 – first offense 
$50.00 – second offense 
$75.00 – third offense 

1307.07 Curfew – parental allowance of curfew violation Per offense $50.00 

130.20 Disorderly conduct Per offense $100.00 

130.21 Disturbing meetings Per offense $100.00 

130.28 Obstructing police officers Per offense $100.00 
130.30 Discharge of firearms Per offense $100.00 

130.31 Dangerous sidewalks and openings Per offense $50.00 

130.32 
Spitting on sidewalk, floors, or furnishings of any public building 
or location where the public assembles 

Per offense $25.00 

130.33 Cattle/farm animals on sidewalk Per offense $25.00 

130.34 
Violating park rules within all public parks in the City of 
Cambridge 

Per offense $80.00 

130.35 Loitering Per offense $50.00 

130.351 Loitering – circumstances cause alarm Per offense $50.00 

130.352 Loitering – intent to commit crime Per offense $50.00 

130.36 Public nudity prohibited Per offense $100.00 

130.37 
Social host (providing an environment where underage people 
may possess or consume alcohol) 

Per offense $200.00 
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130.38 Synthetic cannabinoid prohibited Per offense $100.00 

 
Title XV – Land Use Fees 

Code Section/ 
Department 

Type of License/Fee Fee 

155.018 Preliminary plat $55000.00 

155.018 Final plat $100.00 + $15.00 per lot 

155.018 Final plat mapping fee $20.00 per lot 

155.018 Final plat recorded plat fee (.pdf) $15.00 
155.018 Lot split mapping fee $20.00 per lot 

155.067 Development Contract Legal fee $1,500 (escrow) 

ADMIN Zoning Letter $25 per lot 

155.018 Street, alley, or easement vacation $300.00 

155.018 Administrative lot combination/lot split $300.00 

155.091 Park dedication 
$1,600.00 per residential unit or $2,940 per commercial 
industrial acre or 10% of the development land area or a 
combination thereof 

156.023 Annexation 
$100.00 plus filing fee ($5.00 an acre – minimum of $100.00 and 
maximum of $600.00 

156.049 Planned unit development 
$275300.00 +plus $10.00/lot500.00 escrow deposit and $100.00 
per lot for each 
lot in excess of 5 escrow deposit 

156.060 Parking lot review $100.00 

156.060 Parking in lieu fee $3,500.00 per space 

156.063 Signs, permanent 
$50.00 – 50 square feet or less 
$100.00 – over 50 square feet 

156.063 Signs, temporary $30.00 

156.063 Signs, temporary (non-profit) No fee 

156.063 Temporary sign violation $100.00 per lot per day 

156.065 Managed Natural Landscape Site Plan Review $100.00 

156.066 
Solar energyAlternative Energy systems (solar energy or WECS) 
(excluding residential roof mounts as an integral part of 
building) 

$154.00300.00 Interim Use Permit fee (plus any building fees) 

156.074 Grading permit $54.00 
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156.087 Temporary/seasonal outdoor and transient vending sales 
$25.00 per day 
$75.00 per month 
$200.00 seasonal (6 months or less) 

156.091 Commercial Kennel $100.00 per year (plus any Interim Use Permit application fees) 

156.093 Mobile food vendor 
$25.00 per day 
$75.00 per month 
$200.00 seasonal (6 months per calendar year) 

156.111 Conditional use permit $300.00 

156.112 Variance $300.00 

156.116 Rezoning $300.00 

156.116 Ordinance amendment $300.00 

156.117 Appeals $300.00 

156.118 Interim use permit (everything but chickens, ducks, and quail) $300.00 

156.118 Interim use permit (chickens, ducks, and quail only) $150.00 

156.119 Site plan review (multi-family, industrial, or commercial) $750.00 

 
Appendix A –Building, Plumbing, Mechanical, and Electrical 

City Code Chapters 96 and Minnesota Rules 1300 
Subd. 1. Building permit fees. The issuance of all building permits and the collection of fees shall be as authorized in Minnesota Statutes, Chapter 
326B, Minnesota Administrative Rules 1300.0160 and as provided in this Ordinance. The minimum fee for any building, plumbing, mechanical, or 
electrical permit is $54.00. The following permit fees are based off of valuation. 

 
Total Valuation Permit Fee 

$1.00 to $500.00 $54.00 

$501.00 to $2,000.00 $25.00 for the first $500.00 plus $3.50 for each additional $100.00, or fraction thereof 
$2,001.00 to $25,000.00 $78.00 for the first $2,000.00 plus $15.00 for each additional $1,000.00 or fraction thereof 

$25,001.00 to $50,000.00 $425.00 for the first $25,000.00 plus $11.00 for each additional $1,000.00 or fraction thereof 

$50,001.00 to $100,000.00 $700.00 for the first $50,000.00 plus $8.00 for each additional $1,000.00 or fraction thereof 

$100,001.00 to $500,000.00 $1,100.00 for the first $100,000.00 plus $6.00 for each additional $1,000.00 or fraction thereof 

$500,001.00 to $1,000,000.00 $3,500.00 for the first $500,000.00 plus $5.00 for each additional $1,000.00 or fraction thereof 
$1,000,001.00 and up $6,000.00 for the first $1,000,000.00 plus $4.00 for each additional $1,000.00 or fraction thereof 

 
Subd. 2. Plan review valuation determination.  Plan review valuation will be determined using the Building Valuation Data – AUGUST 2022 
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document provided by the International Code Council.  
 

          
          

          

          
          

          

          
          

          

 
Subd. 3. Plan review fees. Plan review fees for all buildings shall be sixty-five percent (65%) of the building permit fees as set forth in Subdivision 1 
of this Section. Plan review fees for similar plans shall not exceed 25% of the normal building permit fee as set forth in Minnesota Rules 1300.0160. 

 
Subd. 4. State surcharge on all building, mechanical, plumbing, and electrical permit fees. In addition to the permit fees established in Subdivision 1 
of this Section, a surcharge fee shall be collected on all permits issued for work governed by this code in accordance with Minnesota Statutes, 
Section 326B.148. 

 
Subd. 5. Work commencing before permit issuance. If work for which a permit is required has been commenced without first obtaining a permit, 
the permit fee may be doubled by collecting an investigation fee. 

 
Subd. 6. The City may refund fees for permits in which no work has been done and no inspections have been made. Requests for refunds must be 
in writing and signed by the permit holder. The Building Official will review the request for refund and make a determination to approve the 
request. The City shall retain the following as described in the following table: 
 

City Retains Timeframe 

$50.00 For requests made within 30 days, fee totals less than $50.00 are non-refundable 

$50.00 or 20% of the permit fee whichever is greater For requests made within 60 days 

$50.00 or 40% of the permit fee whichever is greater For requests made within 90 days 

$50.00 or 60% of the permit fee whichever is greater For requests made within 120 days 

$50.00 or 80% of the permit fee whichever is greater For requests made within 180 days 

No refunds will be approved or granted after 180 days from the date the permit was issued. No refunds will be approved or granted for the 
following: plan review fees, state surcharge fees, re-inspection fees, any other services that have previously been rendered. 
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Subd. 7. Mechanical permit fees for structures that are regulated under the International Residential Code (IRC). 
New construction HVAC (includes HVAC system, mechanical ventilation system, and clothes dryer) $100.00 per unit 

Addition, alteration, remodel, or replacement HVAC $54.00 

Basement finish HVAC $54.00 

Boiler $54.00 

Fireplace $54.00 

Garage heater $54.00 

Gas piping $54.00 
Miscellaneous mechanical work $54.00 

 
 
 
 

Subd. 8. Mechanical permit fees for structures that are regulated under the International Building Code (IBC). 
Addition, alteration, remodel, or replacement HVAC Refer to Subd. 1 table. A 65% plan review may apply. 

Boiler Refer to Subd. 1 table. A 65% plan review may apply. 
Fireplace $54.00 

Gas Piping Refer to Subd. 1 table. A 65% plan review may apply. 

All other mMinor mechanical work $54.00 

Fireplace $54.00 

Miscellaneous mechanical work Refer to Subd. 1 table. A 65% plan review may apply. 

New construction HVAC Refer to Subd. 1 table. A 65% plan review may apply. 

 
Subd. 9. Plumbing permit fees for structures that are regulated under the International Residential Code (IRC). 

New construction plumbing $154.00 per unit 

Addition, alteration, remodel, or replacement $54.00 

Additional drain field to an existing (compliant) drain field $150.00 

Basement finish $54.00 

Gas piping $54.00 

Miscellaneous plumbing work $54.00 

Residential irrigation system, including backflow prevention $54.00 

Sewer connection inspection fee $54.00 

Water connection inspection fee $54.00 
Water heater $54.00 

Water softener $54.00 
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Subd. 10. Plumbing permit fees for structures that are regulated under the International Building Code (IBC). 

Addition, alteration, remodel, or replacement Refer to Subd. 1 table, 65% plan review may apply 

Association, commercial, industrial, multi-family irrigation system Refer to Subd. 1 table, 65% plan review may apply 

Gas piping Refer to Subd. 1 table, 65% plan review may apply 

Miscellaneous plumbing work Refer to Subd. 1 table, 65% plan review may apply 
New construction plumbing Refer to Subd. 1 table, 65% plan review may apply 

RPZ rebuild (no fee for submitting RPZ reports)New Install $54125.00 

RPZ Test Reports or RPZ Rebuild $25.00 

Sewer connection inspection fee $54.00 

Storm drain Refer to Subd. 1 table, 65% plan review may apply 

Water connection inspection fee $54.00 

Water heater Refer to Subd. 1 table, 65% plan review may apply 

Water softener Refer to Subd. 1 table, 65% plan review may apply 

 
 
 

Subd. 11. Electrical inspection fees and other items identified within the table. 

All Services 
Residential service charge $100.00, this includes 1 inspection or the 

below rates 

Circuits and Feeders 
The inspection fee for the installation, addition, alteration, or repair 
of each circuit, feeder, feeder tap, or set of transformer secondary 

conductors 

0 to 300 amp $50.00 0 to 30 amp $8.00 

400 amp $58.00 31 to 100 $10.00 

500 amp $72.00 101 to 200 amp $15.00 

600 amp $86.00 300 amp $20.00 

800 amp $114.00 400 amp $25.00 

1,000 amp $142.00 500 amp $30.00 

1,100 amp $156.00 600 amp $35.00 

1,200 amp $170.00 700 amp $40.00 

Add $15.00 for each additional 100 amps Add $5.00 for each additional 100 amps 

Minimum permit fee $54.00 

Minimum fee for rough-in inspection and final $100.00 

Maximum Minimum fee for single family dwelling not over 200 amps 
  

$150.00 (includes 2 rough-in inspections and 1 final inspection) 
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Apartment buildings: maximum minimum fee per unit of an apartment 
or 
condominium complex. 

$100.00 (this does not cover service and wiring. A separate permit 
must be issued for wiring) 

Swimming pools $100.00 (includes 2 inspections) 

Traffic signals $10.00 per each standard 

Street lighting $5.00 per each standard 

Transformers/generators $10.00 per unit + $0.50 per KVA 
Retro fit lighting $0.75 per fixture 

Sign transformer $10.00 

Remote control/signal circuits $1.00 per device 

Re-inspection fees $54.00 

Breaker re-hook fee $3.00 each breaker 

Plan review on all electrical permits when required $80.00 per hour 

Consultations/meetings, in-office or on-site $80.00 per hour 

Solar Energy System Inspection Fee 
Chart 

0 – 5,000 watts $60.00 

5,001 – 10,000 watts $100.00 

10,0001 – 20,000 watts $150.00 

20,001 – 30,000 watts $200.00 

30,001 – 40,000 watts $250.00 

40,001 watts and larger $250.00 + $25.00 for each additional 10,000 watts 

The watt rating is the total estimated alternating current (ac) energy output of the solar system. The total dc energy output is not used 

The solar Energy inspection fees shall include inverters, modules, panels, combiners, converters, charge controllers, disconnecting means and 
electrical conductors between the inverter and the ac panelboard for stand-alone solar Energy systems, or the conductors between the inverter 
and the service equipment or other power production, distribution and utilization system, such as a utility system and its connected loads, that is 
external to and not controlled by the solar Energy power system. 

In addition to the basic solar Energy inspection fees, additional inspection fees may be applicable on large-scale projects for the inspection of 
additional electrical infrastructure between the inverter output circuit and the electrical production and distribution network. The inspection 
fees shall be calculated according to Minnesota Statute 326B.37, Subdivisions 2, 3, 4, and 6, paragraphs (d), (f), (j), and (k) 

 
Subd. 12. Septic permits/fees 
Specific to International Residential Code (IRC) 

Additional drainfield to an existing (compliant) drainfield $150.00 

Septic abandonment $150.00 
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Septic system, new $300.00 

Septic system, advanced system $600.00 or contracted fees actually charged plus 
$50.00 administration fees whichever is greater 

Septic system, operating permit $50 

Septic system, operating permit annual renewal $10 

Septic system, repair $150.00 

Septic tank or holding tank $150.00 

 
Specific to International Building Code (IBC) 

Septic system, abandonment $150.00 or contracted fees actually charged plus $50.00 administration fees 
whichever is greater 

Septic system, advanced system $600.00 or contracted fees actually charged plus $50.00 administration fees 
whichever is greater 

Septic system, operating permit $150.00 or contracted fees actually charged plus $50.00 administration fees 
whichever is greater 

Septic system, operating permit annual renewal  $50.00  or contracted fees actually charged plus $50.00 administration fees 
whichever is greater 

Septic system, holding tank $250.00 or contracted fees actually charged plus $50.00 administration fees 
whichever is greater 

Septic system, new $600.00 or contracted fees actually charged plus $50.00 administration fees 
whichever is greater 

Septic system, repair $300.00 or contracted fees actually charged plus $50.00 administration fees 
whichever is greater 

 
Subd. 13. Fire Permits/fees. 
All property and building types 

Fire alarm system Refer to Subd. 1 table, 65% plan review may apply 

Fire inspections $54.00 per ½ hour 

Fire suppression system Refer to Subd. 1 table, 65% plan review may apply 

Removal of underground storage tanks  Refer to Subd. 1 table, 65% plan review may apply $250.00 

Installation of underground storage tanks  Refer to Subd. 1 table, 65% plan review may apply $350.00 
Gas pump and meter permits, with canopy Refer to Subd. 1 table, 65% plan review may apply 

 
Subd. 14. Other building department permits/fees. 
All property and building types 
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Above ground swimming pool $109.00 

Accessory structures Refer to Subd. 1 table. A 65% plan review may apply. 

Additional plan review required by changes, additions, or revisions to 
previously approved plans 

$54.00 per hour 

Additions/4 season porch Refer to Subd. 1 table. A 65% plan review may apply. 
Alterations Refer to Subd. 1 table. A 65% plan review may apply. 

Basement finishes $150 

Building moved into the city Refer to Subd. 1 table, 65% plan review may apply 

Building new construction Refer to Subd. 1 table. A 65% plan review may apply. 

Certificate of Occupancy – Issued Copy $25.00 

Car port $150 

Deck $150 

Deck other (steps, stairs, ramps) as determined by the Building Official $150 

Open porch $150 

3-season patio/porch $150 
Car port $150 

Deck other (steps, stairs, ramps) as determined by the Building Official $150 

Drain Tile $54.00 

Driveway $54.00 

Engineering and administrative fees Actual cost charged to city 
Escrow administrative and inspection fee $100.00 

Escrow, as-built survey $600 

Escrow, driveway $3,000.00 

Escrow, erosion control $6.00 per foot 

Escrow, hydroseeding and irrigation 150% of the cost of the highest of two bids 
Escrow, miscellaneous and commercial 150% of the cost of the highest of two bids 

Escrow, sod landscaping $7,500 or $6.00 per square yard if required sod amount is listed on 
Certificate of Survey 

Escrow, trees (2) $400.00 per tree 

Fence over 7 feet hightall or higher (also need CUP if over 8’) $150.00Refer to Subd. 1 table, 65% plan review may apply 

Fire inspections $54.00 per ½ hour 

Inground ground swimming pool Refer to Subd. 1 table, 65% plan review may apply 

Investigation fee Up to 100% of permit fee 

  

Manufactured home  $200.00 
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Miscellaneous IRC or IBC building permits for which no fee is 
specifically indicated 

Refer to Subd. 1 table, 65% plan review may apply 

  

Patio $150 

Porch, open $150 

  Porch, 3-season $150 
Re-inspection fees $54.00 per trip 

Remodel $100 

Retaining wall Refer to Subd. 1 table, 65% plan review may apply 

Approved Temporary Outdoor Structures (tents/greenhouses) $150.00 

  

 
Specific to International Residential Code (IRC) 

Accessory Structures $154.00 

Demolition $104.00 and $500 escrow 

Inspections outside of normal business hours $75.00 per hour (minimum charge of 2 hours) 

Inspections which no fee is specifically indicated $54.00 per trip 

Remodel $100 

Roof repair $54 

Roof mounted solar energy system $200.00 

Roofing $109.00 

Roofing, siding, and window replacement permits obtained at the same 
time by the same applicant in any combination thereof 

$154.00 

Siding $109.00 

Window/door new installation $109.00, 65% plan review may apply. 

Window/door replacement $54.00 for1 – 5 windows or doors 
$109.00 for 6+ windows or doors 

 
Specific to International Building Code (IBC) 

Accessory Structures Refer to Subd. 1 table. A 65% plan review may apply. 

Demolition $154 and $500 escrow 

Inspections outside of normal business hours $125.00 per hour (minimum charge of 3 hours) 

Inspections which no fee is specifically indicated $95.00 per hour, 2 hours minimum 

Remodel Refer to Subd. 1 table, 65% plan review may apply 
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Roofing (flat roof) Refer to Subd. 1 table, 65% plan review may apply 

Roofing (asphalt shingles or steel roof) $109.00 

Siding Refer to Subd. 1 table, 65% plan review may apply 

Window/door new installation Refer to Subd. 1 table, 65% plan review may apply 
Window/door replacement Refer to Subd. 1 table, 65% plan review may apply 

 
Repeal of Conflicting Ordinances: All other ordinances or parts of ordinances of the City of Cambridge that may be in conflict herewith are hereby 
repealed. 

 
Effective Date: This ordinance shall be in full force and effect from and after its passage and publication according to law. Adopted by the 
Cambridge City Council this 189th day of December, 20232. 
 
 

           _________________________________________________ 
           James A. Godfrey, Mayor 
 
ATTEST: 
 
________________________________________________ 
Evan C. Vogel, City Administrator 
 

Summary Publication Ordinance 
 

The Cambridge City Council adopted Ordinance 777 which provides a fee schedule to all licenses, fees, and permits issued by the City of Cambridge. 
 
ATTEST: 
 
 
________________________________________________ 
Evan C. Vogel, City Administrator 
 
Date of Publication: _______________________________ 
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4D Approve Restricted Donation for Cambridge Police Dept                               December 18, 2023 
Prepared By: Caroline Moe, Director of Finance 
 
Background: 
 
The City received donations for the Shop with a Cop Event.  Restricted donations are required to be 
accepted by the City via resolution.   
 
Fiscal Note: 
No budgetary implications since the restricted donation as the expenditures are limited to the donation.   
 
Core Strategy Compatibility #5: Foster Engaged, Informed, and Involved Citizens & Community:   
 
Accepting this restricted donation demonstrates the City serving as a connector piece for community helping 
people find their passion and honoring the “hometown” feel.   
 
 

 
Recommendation: 
Approve Resolution R23-106 Accepting Restricted donation for the Cambridge Police Department.   
 
 
Attachment: 
Resolution R23-106 
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RESOLUTION NO. R23-106 
 
 
 

Resolution Accepting Restricted Donation 
 for Cambridge Police Department 

 
 

 
WHEREAS, the Cambridge Police Department received a restricted 

donation of $500 from First Rate Outdoors LLC for the Shop with a Cop Event;  
 

 
 NOW THEREFORE, BE IT RESOLVED by the City Council of Cambridge, 
Minnesota, that the donation detailed above are hereby received and accepted 
for the purposes as described above. 
 
 
Adopted this 18th day of December, 2023. 
 
 
 
                                                                                                                                  

 James Godfrey, Mayor 
 
ATTEST: 
 
 
                                                          
Evan Vogel, City Administrator 
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4E   Electronic Fund Transfer Policy                              12/18/2023  
 
Prepared by: Caroline Moe, Director of Finance 
                         
Background:   
 
While electronic fund policies have been previously approved by the City Council, the 
Director of Finance recommends updating the policies as attached to provide better 
guidance for transactions involving electronic fund transfer.  Policy language has been 
enhanced to increase protection for the City and to more clearly demonstrate 
compliance with State law.   
 
 
FISCAL NOTE: Policy has no budgetary implications and is necessary for legal 
compliance.   
 
 
Strategic Plan Connection:   
 
Adopting financial policies by the City Council supports core strategy #5—Foster 
engaged, informed, and involved citizens and community, specifically related to the 
strategic objective of build trust with the community by maintaining clean audits, clear 
communication and transparency.   
 
Recommendation:  
   
City Council to approve the following: 
 

1. Adoption of Electronic Fund Transfer Policy presented 12/18/2023. 
2. Effective 1/1/2023, delegate Evan Vogel, City Administrator and Caroline Moe, 

Finance Director, the authority for electronic fund transfer for 2023.   
3. Effective 1/1/2024 delegate Evan Vogel, City Administrator and Caroline Moe, 

Finance Director, the authority for electronic fund transfer for 2024 subject to 
the policies approved 12/18/2023. 
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4F Well #9 Contract A—Traut Companies                       December 18, 2023 
 
Prepared by:  Caroline Moe, Director of Finance 
 
 
BACKGROUND 
 
Traut Companies is submitting the final pay request, Pay Request #4, for work 
completed through December 11, 2023, on the Well #9-Contract A Improvements.  
City Engineer, Short Elliott Hendrickson, has reviewed the pay request and is 
recommending payment in the amount of $17,647.75.   
 
The Council awarded this contract to Traut Companies at its May 1, 2023, meeting 
and construction began earlier this spring. 
 
Fiscal Note—the Well #9 Project was a budgeted project for 2023.  Project is 
currently under budget.  This contract has now been finished for less than the 
contract award price.   
 
Compatibility with Strategic Goals: 
The Well #9 Project supports the City Council core strategy #4—Be responsible 
and flexible in managing the City’s administrative functions, specifically the 
objective stated to maintain and execute a detailed capital improvement program 
with financing sources.  
 
 
COUNCIL ACTION 
 
Staff recommends to Council to authorize final payment request No. 4 to Traut 
Companies for $17,647.75.   
 
 
ATTACHMENTS 
 

• Resolution R23-107 Authorizing Partial Payment to Traut Companies for 
the Well #9 Contract A Improvements. 

 
• Traut Companies Application for Payment #4 for Well #9 Contract A 

Improvements. 
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Resolution R23-107 

 
RESOLUTION ACCEPTING WORK AND AUTHORIZING  

FINAL PAYMENT TO TRAUT COMPANIES FOR  
WELL #9 CONSTRUCTION 

 
WHEREAS, pursuant to a written contract signed with the City of Cambridge, Traut 

Companies has satisfactorily completed the Well #9 Construction Project in accordance with 
such contract and;  
 

WHEREAS, City Engineer, S.E.H., has reviewed the work through December 11, 2023, 
and recommends payment in the amount of $17,647.75 (Final Payment--#4); 
 

NOW THEREFORE, BE IT RESOLVED by the City Council of Cambridge, Minnesota, 
that the work completed to date under said contract is hereby accepted and approved and; 
 

 BE IT FURTHER RESOLVED that the City Administrator is hereby directed to 
authorize payment on such contract in the amount of $17,647.75. 
 
 
Adopted by the Cambridge City Council this 18th day of December, 2023. 

 
 

          _______________________________ 
    Jim Godfrey, Mayor 
 

ATTEST: 
 

 
_________________________________ 
Evan Vogel, City Administrator 
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4G 2nd Ave SW Street Improvements             December 18, 2023 
 
Prepared by:  Caroline Moe, Director of Finance 
 
 
BACKGROUND 
 
Douglas-Kerr is submitting the final pay request, Pay Request #5 for work 
completed through November 30, 2023, on the 2nd Ave SW Street Improvements.  
City Engineer, Short Elliott Hendrickson, has reviewed the pay request and is 
recommending payment in the amount of $41,103.74. 
 
The Council awarded this contract to Douglas-Kerr Underground LLC at its May 1, 
2023, meeting and construction began earlier this spring. 
 
Fiscal Note—the 2nd Ave SW Street Project was a budgeted project for 2023.  
Project is currently under budget. The project was completed for less than the 
amount originally approved by the City Council.   
 
Compatibility with Strategic Goals: 
The 2nd Ave Street Project supports the City Council core strategy #4—Be 
responsible and flexible in managing the City’s administrative functions, 
specifically the objective stated to maintain and execute a detailed capital 
improvement program with financing sources.  
 
 
COUNCIL ACTION 
 
Staff recommends to Council to authorize final payment request No. 5 to Douglas-
Kerr Underground LLC for $41,103.74.   
 
 
ATTACHMENTS 
 

• Resolution R23-108 Authorizing Partial Payment to Douglas-Kerr 
Underground LLC for the 2nd Ave SW Street Improvements. 

 
• Douglas-Kerr Underground LLC Application for Payment #5 for 2nd Ave SW 

Project 
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Resolution R23-108 

 
RESOLUTION ACCEPTING WORK AND AUTHORIZING  

FINAL PAYMENT TO DOUGLAS-KERR UNDERGROUND LLC FOR  
2nd AVE SW STREET IMPROVEMENTS 

 
WHEREAS, pursuant to a written contract signed with the City of Cambridge, Douglas-

Kerr Underground LLC has satisfactorily completed the 2nd Ave SW Street Improvement Project 
in accordance with such contract and;  
 

WHEREAS, City Engineer, S.E.H., has reviewed the work through November 30, 2023, 
and recommends payment in the amount of $41,103.74 (Final Payment #5); 
 

NOW THEREFORE, BE IT RESOLVED by the City Council of Cambridge, Minnesota, 
that the work completed to date under said contract is hereby accepted and approved and; 
 

 BE IT FURTHER RESOLVED that the City Administrator is hereby directed to 
authorize payment on such contract in the amount of $41,103.74. 
 
 
Adopted by the Cambridge City Council this 18th day of December, 2023. 

 
 

          _______________________________ 
    Jim Godfrey, Mayor 
 

ATTEST: 
 

 
_________________________________ 
Evan Vogel, City Administrator 
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4H City Parking Lot Improvements                       December 18, 2023 
 
Prepared by:  Caroline Moe, Director of Finance 
 
 
BACKGROUND 
 
Douglas-Kerr is submitting the final pay request, Pay Request #4, for work 
completed through October 30, 2023, on the City Parking Lot Improvements.  City 
Engineer, Short Elliott Hendrickson, has reviewed the pay request and is 
recommending payment in the amount of $23,779.36   
 
The Council awarded this contract to Douglas-Kerr Underground LLC at its May 1, 
2023, meeting and construction began earlier this spring. 
 
Fiscal Note—the City Parking Lot Improvements Project was a budgeted project 
for 2023.  Project has been completed at a contract amount less than originally 
approved by the City Council.   
 
Compatibility with Strategic Goals: 
The City Parking Lot Improvements project supports the City Council core strategy 
#4—Be responsible and flexible in managing the City’s administrative functions, 
specifically the objective stated to maintain and execute a detailed capital 
improvement program with financing sources.  
 
 
COUNCIL ACTION 
 
Staff recommends to Council to authorize final payment request No. 4 to Douglas-
Kerr Underground LLC for $23,779.36.   
 
 
ATTACHMENTS 
 

• Resolution R23-109 Authorizing Partial Payment to Douglas-Kerr 
Underground LLC for the City Parking Lot Improvements. 

 
• Douglas-Kerr Underground LLC Application for Payment #4 for City Parking 

Lot Improvements.  
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Resolution R23-109 

 
RESOLUTION ACCEPTING WORK AND AUTHORIZING  

FINAL PAYMENT TO DOUGLAS-KERR UNDERGROUND LLC FOR  
CITY PARKING LOT IMPROVEMENTS 

 
WHEREAS, pursuant to a written contract signed with the City of Cambridge, Douglas-

Kerr Underground LLC has satisfactorily completed the City Parking Lot Improvements Project 
in accordance with such contract and;  
 

WHEREAS, City Engineer, S.E.H., has reviewed the work through October 30, 2023, 
and recommends payment in the amount of $23,779.36 (Final Payment #4); 
 

NOW THEREFORE, BE IT RESOLVED by the City Council of Cambridge, Minnesota, 
that the work completed to date under said contract is hereby accepted and approved and; 
 

 BE IT FURTHER RESOLVED that the City Administrator is hereby directed to 
authorize payment on such contract in the amount of $23,779.36. 
 
 
Adopted by the Cambridge City Council this 18th day of December, 2023. 

 
 

          _______________________________ 
    Jim Godfrey, Mayor 
 

ATTEST: 
 

 
_________________________________ 
Evan Vogel, City Administrator 
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4I Well #9-Contract B             December 18, 2023 
 
Prepared by:  Caroline Moe, Director of Finance 
 
 
BACKGROUND 
 
Douglas-Kerr is submitting Pay Request #4 for work completed through December 
7, 2023, on the Well #9 Contract B Improvements.  City Engineer, Short Elliott 
Hendrickson, has reviewed the pay request and is recommending payment in the 
amount of $59,727.92.   
 
The Council awarded this contract to Douglas-Kerr Underground LLC at its May 1, 
2023, meeting and construction began earlier this spring. 
 
Fiscal Note—the Well #9 Contract B Project was a budgeted project for 2023.  
Project is currently under budget. 
 
Compatibility with Strategic Goals: 
The Well #9 Contract B project supports the City Council core strategy #4—Be 
responsible and flexible in managing the City’s administrative functions, 
specifically the objective stated to maintain and execute a detailed capital 
improvement program with financing sources.  
 
 
COUNCIL ACTION 
 
Staff recommends to Council to authorize partial payment request No 4 to 
Douglas-Kerr Underground LLC for $59,727.92.   
 
 
ATTACHMENTS 
 

• Resolution R23-110 Authorizing Partial Payment to Douglas-Kerr 
Underground LLC for the Well #9 Contract B Improvements. 

 
• Douglas-Kerr Underground LLC Application for Payment #4 for Well #9 

Contract B Improvements.  
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Resolution R23-110 

 
RESOLUTION ACCEPTING WORK AND AUTHORIZING  

PARTIAL PAYMENT TO DOUGLAS-KERR UNDERGROUND LLC FOR  
WELL #9 CONTRACT B IMPROVEMENTS 

 
WHEREAS, pursuant to a written contract signed with the City of Cambridge, Douglas-

Kerr Underground LLC has satisfactorily completed a portion of the Well #9 Contract B Project 
in accordance with such contract and;  
 

WHEREAS, City Engineer, S.E.H., has reviewed the work through December 7, 2023, 
and recommends payment in the amount of $59,727.92 (Partial Payment #4); 
 

NOW THEREFORE, BE IT RESOLVED by the City Council of Cambridge, Minnesota, 
that the work completed to date under said contract is hereby accepted and approved and; 
 

 BE IT FURTHER RESOLVED that the City Administrator is hereby directed to 
authorize payment on such contract in the amount of $59,727.92. 
 
 
Adopted by the Cambridge City Council this 18th day of December, 2023. 

 
 

          _______________________________ 
    Jim Godfrey, Mayor 
 

ATTEST: 
 

 
_________________________________ 
Evan Vogel, City Administrator 
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4J Resolution R23-111 Designating Election Polling Places December 18, 2023 
 
Prepared by: Evan Vogel, City Administrator 
 
 
Background 
Minnesota Statutes 204B.16 requires the governing body of each municipality to designate by 
ordinance or resolution a polling place for each precinct each year.  There is no change to our polling 
place locations, Precinct 1 will be at the Cambridge Fire Hall, Precinct 2 is located at the City Hall 
Council Chambers. The adoption of this resolution is a formality to be in compliance with State law.  
 
 
Recommendation 
Adopt resolution as presented.  
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Resolution R23-111 

 
 

RESOLUTION DESIGNATING ELECTION POLLING PLACES 
 
 

WHEREAS, Minnesota Statute 204B.16, subd. 1 requires the governing body of each 
municipality to designate by ordinance or resolution a polling place for each election precinct for 
the following calendar year;  

 
WHEREAS, the Cambridge City Council had previously designated the Cambridge Fire 

Hall located at 300 3rd Avenue Northeast as the polling place for Precinct 1 and Cambridge City 
Hall located at 300 3rd Avenue Northeast as the polling place for Precinct 2;  
 

WHEREAS, it is in the City’s and voters best interest to establish polling places as 
follows: 
 
 Precinct 1  Cambridge Fire Hall 
    300 3rd Avenue NE 
    Cambridge MN 55008 
 
 Precinct 2  City Hall Council Chambers 
    300 3rd Avenue NE 
    Cambridge MN 55008 
 

and maintain the precinct boundary lines for Precinct 1 and Precinct 2 as represented in 
Exhibit A in order to prepare for future voter growth in Precinct 1 which will allow the City to 
split Precinct 1 into two precincts when warranted.  

 
NOW THEREFORE BE IT RESOLVED that the City Council of the City of Cambridge 
hereby adopts new precinct boundaries for Precinct 1 and Precinct 2 as outlined in Exhibit A.  
 
Adopted this 18th day of December, 2023 
 
 

_____________________________________ 
James A. Godfrey, Mayor 

 
 
ATTEST: 
 
 
______________________________ 
Evan C Vogel, City Administrator 
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4K Approve the Hiring of a Public Works Winter Seasonal Employee          December 18, 2023 
Prepared By: Todd Schwab, Public Works/Utilities Director 
 

Background: 

On 12/04/23 Council authorized Staff to hire Zachary Dewolf for a Public Works Seasonal 
position. Since that time Zachary has declined the position.  

Staff has received another application from Jay Ziebarth and would like to start the hiring 
process with Jay as soon as possible. Jay would split hours with Andrew Milz, the other Winter 
Seasonal employee. Serving as a skating rink maintenance employee and would split time on 
nights and weekends maintaining the rinks. Full time staff will surface the rink ice on weekdays 
during regular working hours. 

Core Strategy #2: Deliver exceptional public services. 
* Maintain proper staffing levels in all departments 
* Provide proper and ongoing training for all staff in their respective field 
* Provide proper equipment to effectively and safely perform job duties 
* Deliver services with a customer-first mentality 

 

Fiscal Note: 

The wage for the Public Works Winter Seasonal position will be as follows: 
 Jay Ziebarth 1st Year - $15.71/Hour. 
  
 
The positions will be funded from the Parks Operating Budget. 
 
 
 

Recommendation: 

Authorize staff to hire Jay Ziebarth for a Public Works Winter Seasonal position, pending pre-
employment requirements. 
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6A   Personnel Policy Changes                             December 18, 2023  
 
Prepared by: Evan C Vogel, City Administrator 
                         
 
Background:   
The City Council has discussed several changes to the personnel policy over the last two months. A 
redlined copy of the personnel policy is attached for review, but a summary of the impactful changes 
with council support are as follows: 
 

• Section 12: Regular Hours  
o A simple one-line clause was added to this granting the City Administrator the 

authority to alter the regular hours of work and regular hours of operation for the City. 
This will allow for the summer hours policy, which was unanimously supported by the 
City Council, to be well thought out over the course of the next several months before 
implementation. 

• Section 16: Holidays 
o The addition of Juneteenth, and the removal of one floating holiday was already voted 

on and approved by council, but is included in this packet. 
• Section 18 and 18A: Sick Leave and Earned Sick and Safe Leave  

o These changes reflect the state legislative changes creating Earned Sick and Safe 
Leave. 

• Section 29A: Dress for your day policy 
o This policy was supported 4-1 by council, and is included in the slate for approval. 

 
In addition to these changes there are several clerical changes made in the document that do not 
have significant impact on a policy level. 
 
Recommendation:  
Approve all changes to the personnel policy as presented 
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Sec. 1.  Purpose.                            
It is the purpose of these policies to establish a uniform and equitable system of personnel 
administration for employees of the City of Cambridge. Their provisions do not establish terms and 
shall not be construed as contractual provisions. They are not intended to be all-inclusive or to cover 
every situation that may arise. These policies may be amended at any time at the sole discretion of 
the City and they will supersede all previous personnel policies. Revisions and amendments shall 
become effective upon approval by the City Council. 
 
Unless stated otherwise in specific sections of this policy, the following positions shall not be covered 
by this policy: 
 
(1) Elected officials. 

(2) Members of boards and commissions. 

(3) Other positions so designated. 
 

(a) It is further the policy of the City of Cambridge to ensure that the City’s employment process 
shall not be based on political considerations, but on the qualifications and responsibilities of 
the position. 

 
(b) The Cambridge City Council reserves the right to modify the Personnel Policy as needed. 
 
(c) The City Council hereby provides the City Administrator, or designee, with the responsibility 

and authority to interpret and administer the Personnel Policy, and promulgate appropriate 
rules, regulations, and implement administrative policies and procedures. 

 

If any specific provisions of the personnel policies conflict with any current union agreement or civil 
service rules, the union agreement or civil service rules will prevail. Union employees are encouraged 
to consult their collective bargaining agreement first for information about their employment 
conditions. Nothing in these policies is intended to modify or supersede any applicable provision of 
state or federal law.  
 

These policies serve as an information guide to help employees become better informed and to make 
their experience with the city more rewarding. Departments may have special work rules deemed 
necessary by the supervisor and approved by the city administrator for the achievement of objectives 
of that department. Each employee will be given a copy of such work rules by the department upon 
hiring and such rules will be further explained and enforcement discussed with the employee by the 
immediate supervisor. 
 
Data Practices Advisory 
Employee records are maintained in a location designated by the city administrator. Personnel data is 
retained in personnel files, finance files, and benefit/medical files. Information is used to administer 
employee salary and benefit programs, process payroll, complete state and federal reports, 
document employee performance, etc. 
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Employees have the right to know what data is retained, where it is kept, and how it is used. All 
employee data will be received, retained, and disseminated according to the Minnesota Government 
Data Practices Act. 

Sec. 2.  Definitions. 
When used in this Chapter the following terms shall have the meanings ascribed to them:   

 
Calendar Year:  Beginning January 1 and ending December 31. 
 
City:  Shall refer to the City of Cambridge as the employer, the City Council and its agents. 
 
Direct Deposit: As permitted by state law, all city employees are required to participate in direct 
deposit. 
 

Employee:  An individual employed in a position that has successfully completed their learning and 
evaluation period. 
 
Full-time Employee:  An individual employed in a position that is regularly scheduled for a 40-hour 
work week.   

 
Part-time Employee:  An individual employed in a position that is scheduled for less than 40 hours 
per work week and is not a seasonal employee. 
 
Seasonal Employee:  An individual employed in a position that is scheduled for work based on the 
needs of the City related to the time of year regardless of the number of hours scheduled per work 
week.  Seasonal employment is not considered permanent employment.  

 
Exempt Employee:  An employee who is “exempt” from the overtime provisions of the Fair Labor 
Standards Act. 
 
Non-exempt Employee:  An employee who is non-exempt from the overtime provisions of the Fair 
Labor Standards Act.   
 
Immediate Family:  Mother, father, husband, wife, son, daughter, brother, sister, son-in law, 
daughter-in-law, grandchild or grandparent of the employee or employee’s spouse. 
 
Initial Date of Employment:  An employee’s initial date of employment shall be based on the first 
date of consecutive employment in the employee’s current position, except as may be modified by 
other provisions and actions affecting an employee’s anniversary date.    

Sec. 3. Employee Recruitment and Selection. 
 
Scope 
The city administrator manages the hiring process for positions within the city. While the hiring 
process may be coordinated by staff, the City Council is responsible for the final hiring decision and 
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must approve all hires to city employment. All hires will be made according to merit and fitness 
related to the position being filled.   
 
Features of the Recruitment System 
The city administrator will determine if a vacancy will be filled through an open recruitment or by 
promotion, transfer, or some other method. This determination will be made on a case-by-case basis. 
The majority of position vacancies will be filled through an open recruitment process. Position 
vacancies within the City shall be posted internally when applicable, at the discretion of the City. 
 
Application for employment will be made on the application forms provided by the city. Other 
materials in lieu of a formal application may be accepted in certain recruitment situations as 
determined by the city administrator. Supplemental questionnaires may be required in certain 
situations. All candidates must complete and submit the required application materials by the posted 
deadline, in order to be considered for the position.  
 
The deadline for application may be extended by the city administrator. Unsolicited applications will 
not be kept on file. 
 
Position vacancies may be filled on an “acting” basis as needed. The City Council will approve all 
acting appointments. Pay rate adjustments, if any, will be determined by the City Council. 
 
Testing and Examinations 
Applicant qualifications will be evaluated in one or more of the following ways: training and 
experience rating; written test; oral test or interview; performance or demonstrative test; physical 
agility test; or other appropriate job-related exam(s). For example: 

• Keyboarding exercises for data entry positions.  

• Writing exercises for positions requiring writing as part of the job duties.  

• “In-basket” exercise for an administrative support position (sets up real-life scenarios and 
items that would likely be given to the position for action, and asks the candidate to list and 
prioritize the steps they would take to complete the tasks).  

• Mock presentation to the City Council for a department head position  

• Scenarios of situations police officers are likely to encounter on the job that test the 
candidate’s decision-making skills (can be role played or multiple-choice questions).  

 
Internal recruitments will be open to any city employee who: (1) has successfully completed the 
initial training period; (2) meets the minimum qualifications listed in the job description for the 
vacant position; and (3) currently is and for the past year has been in good standing with the city. 
 
To be eligible to participate in the selection process, a candidate must meet the minimum 
qualifications.  
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Applications for employment shall be encouraged from all interested parties. Selection of a candidate 
for a vacancy shall be made on the basis of merit and fitness for the position, regardless of race, 
color, creed, religion, national origin, marital status, disability status, status related to public 
assistance, political affiliation, sex, age, and sexual orientation. The City will fully comply with all 
applicable requirements of the Americans with Disabilities Act. 
 
Pre-Employment Medical Exams 
A pre-employment medical examination, which may include a psychological evaluation, is necessary 
to determine fitness to perform the essential functions of any city position. Where a medical 
examination is required, an offer of employment is contingent upon successful completion of the 
medical exam. Information obtained from the medical exam will be treated as confidential medical 
records. 
 

When required, the medical exam will be conducted by a licensed physician designated by the city 
with the cost of the exam paid by the city. (Psychological/psychiatric exams will be conducted by a 
licensed psychologist or psychiatrist). The physician will notify the city administrator or designee that 
a candidate either is or isn’t medically able to perform the essential functions of the job, with or 
without accommodations, and whether the candidate passed a drug test, if applicable. If the 
candidate requires accommodation to perform one or more of the essential functions of the job, the 
city administrator or designee will confer with the physician and candidate regarding reasonable and 
acceptable accommodations. If a candidate is rejected for employment based on the results of the 
medical exam, he/she will be notified of this determination. 

 
Pre-Employment Financial Background Check Policy 
Offers of employment will be conditioned on the successful completion of a credit history check for 
those positions that regularly engage in handling credit cards, cash transactions, or preparing checks 
from City funds, or as required under law. While the City will not base its hiring decision entirely on 
the contents of the credit history report, if the candidate is not offered employment based in part on 
the information contained in the credit report, the City will comply with all adverse action 
requirements under federal and state law.  This includes: 

 
1. Before taking adverse action 

a. Provide the applicant with a copy of the report, and 
b. Provide the applicant with a copy of the document, “A Summary of Your Rights Under 

the Fair Credit Reporting Act” 
 
2. Upon taking adverse action 

a. Provide written or electronic notice of the adverse action, 
b. Provide the applicant with a copy of the document, “A Summary of Your Rights Under 

the Fair Credit Reporting Act” 
c. Provide the applicant with the name, address, and telephone number of the consumer 

reporting agency that furnished the report, 
d. Include a statement that the consumer reporting agency did not make the decision to 

take adverse action and is unable to provide information as to why the adverse action 
was taken, 
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e. Provide the applicant with written or electronic notice of their right to obtain a free copy 
of the report from the consumer reporting agency within 60 days, and 

f. Provide the applicant with written or electronic notice of their right to dispute with a 
consumer reporting agency the accuracy or completeness of the report. 

 
The City will contract with a third-party agency to conduct a pre-employment credit history check. As 
a candidate for employment you have a right to automatically receive a copy of this report by 
notifying the City that you would like a copy of the report when executing the Credit History Check 
Authorization Form. 
 
Pre-Employment Drug Testing 
When required by law or by the City Administrator, merit and fitness for a position shall be 
ascertained by written, oral, or other examinations designed to evaluate the ability of the candidate 
to satisfactorily perform the duties of the position.  This includes drug and alcohol testing, when 
appropriate as determined by the City. 
 
Background Checks 
All finalists for employment with the city will be subject to a background check to confirm 
information submitted as part of application materials and to assist in determining the candidate’s 
suitability for the position. Except where already defined by state law, the city administrator will 
determine the level of background check to be conducted based on the position being filled. 
 
Nepotism Policy 
Except where the application of this policy would violate state or federal anti-discrimination laws, at 
no time will any relative work in the same City department or be supervised by a relative.  A relative 
means any two individuals who reside in the same dwelling unit and share a common household or 
who are related by blood, marriage, or adoption where one of the individuals is the spouse, parent, 
grandparent, child, brother, or sister of the other.  Persons employed prior to the date of adoption of 
this policy are exempted from this provision.  This provision does not apply to members of the 
Cambridge Fire Department, volunteers of the Cambridge Police Reserves, or strictly seasonal 
employees.   
 
Council Approval Required 
Employment in any position is subject to approval by the City Council.  However, at the discretion of 
the City Administrator or designee, a provisional appointment may be approved until the Council’s 
employment action. 
 
Section 3 shall apply to all full-time, part-time, and seasonal positions of the City of Cambridge 
including those represented by a bargaining unit. 
 

Sec. 4.  Learning and Evaluation Period. 
(a) All newly appointed employees or promoted employees shall serve a 12-month learning and 

evaluation period. 
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(b) At any time during the learning and evaluation period, an employee may be discharged at the 
sole discretion of the City.  In the case of promoted employees, the City may, in its discretion, 
re-appoint an employee to his/her previous position if that position is open. 

 
(c) After six months of employment, the employee shall receive a 6-month evaluation performed 

by the Employee’s department head.  If the department head is satisfied that the Employee is 
satisfactorily performing all job functions, the department head may recommend to the City 
Administrator that the employee’s learning and evaluation period be ended.  The decision of 
the City Administrator to end the learning and evaluation period or to require the full learning 
and evaluation period is final. 

 
(d) The City, in its discretion, may extend the one-year learning and evaluation period for up to an 

additional six months if the City Administrator, department head, or City Council feel that more 
time is needed to evaluate the employee to determine if the employee will ultimately succeed 
in his/her position.  Written notice of the extension including the reasons for the extension will 
be provided to the employee prior to the expiration of the original learning and evaluation 
period. 

 
(e) An employee who has completed the learning and evaluation period and who has not received 

a written notice from the department head or City administrator that his or her services are 
terminated shall be considered to have successfully completed the learning and evaluation 
period and gained employment status under this policy. 

 
(f) An employee in the learning and evaluation period shall not receive a step increase under the 

City pay plan.  Any step increase will be applied after the learning and evaluation period has 
been successfully completed.  Any step increase will not be applied retroactively. 

Sec. 5.  Resignations. 
(a) An employee wishing to resign from the City in good standing shall provide the City with a 

notice of resignation at least 14 calendar days in advance of the effective date of the 
resignation.  This provision may be waived at the discretion of the City. 

 
(b) Failure to comply with the above procedure may be cause for denying future employment by 

the City and denying severance pay. 
 
(c) Section 5 shall apply to all full-time, part-time, and seasonal employees of the City of 

Cambridge. 
 

Sec. 6.  Dismissals, Suspensions and Demotions. 
(a) Except as restricted by statute or applicable labor agreement, employees of the City of 

Cambridge are employed “at will.”  At the discretion of the City, disciplinary actions may be 
imposed progressively.  The following are deemed appropriate forms of discipline; however, the 
level and order of discipline shall be at the discretion of the City, based upon the nature of the 
infraction: 
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(1) Oral reprimand; 
(2) Written reprimand; 
(3) Suspension without pay; 
(4) Demotion; or  
(5) Discharge. 

  
(b) Written reprimands, suspensions, demotions, and terminations shall be issued in writing.    
 
(c) In accordance with Minnesota Statute, an employee may request a written statement of the 

reasons for discharge from employment within 15 working days of such discharge. 
 
(d) Disciplinary actions in accordance with sub-sections 6(a) (1) and 6(a) (2) may be carried out by 

the appropriate supervisor.  Additionally, a supervisor may temporarily relieve an employee of 
duties for the remainder of a shift or work assignment with pay. 

 
(e) Disciplinary actions in accordance with sub-sections 6(a) (3), 6(a) (4), and 6(a) (5) may be carried 

out by the City Administrator or designee. 
 
(f) The Council shall take final action relative to the discharge of an employee as recommended by 

the City Administrator.   
 
(g) Section 6 shall apply to full-time and part-time and seasonal employees of the City of 

Cambridge. 
 
(h) Section 6 does not apply to employees represented by a bargaining unit. 

Sec. 7.  Layoffs. 
(a) The City of Cambridge may lay off employees whenever such action is necessary due to the 

discontinuance of a position, budget constraints, or any other reason deemed appropriate by 
the City Council. 

 
(b) A full-time employee who is laid off from employment shall be provided with immediate notice 

of such lay off and will be compensated 160 hours of severance pay at their regular rate of pay.  
 
(c) A laid off full-time employee shall have rights to recall to the same position from which the 

employee was laid off for up to 180 days following the layoff. At the conclusion of the 180-day 
recall status, the employee shall be separated from employment with the City Time spent in 
layoff status will not count as time in service for purposes of pay, seniority or accrual of 
benefits. Employees in layoff status are not full-time employees and are not entitled to any 
employee benefits.  However, an employee in layoff status may continue medical insurance 
coverage at the employee's expense pursuant to COBRA requirements. Vacation leave and sick 
leave to which the employee would be entitled if employment were terminated on the date of 
commencement of layoff will be paid at the time of termination of employment at the end of 
the 180-day recall period or the effective date of termination of employment by resignation, 
whichever occurs first. 
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(d) Part-time and seasonal employees may be separated from employment due to a lay off without 

advance notice and shall have no rights of recall. 
 
(e) For all collective bargaining employees, the union contract supersedes this section of the 

Personnel Policy. 

Sec. 8.  Personnel Pay Plan. 
(a)  The City’s Personnel Pay Plan shall be adopted separately by the City Council. Employees of the 

city will be compensated according to schedules adopted by the City Council. Unless approved 
by the Council, employees will not receive any amount from the city in addition to the pay 
authorized for the positions to which they have been appointed. Expense reimbursement, travel 
expenses, or a cell phone stipend are not compensation. 

 
Under the Minnesota Wage Disclosure Protection Law, employees have the right to tell any 
person the amount of their own wages. While the Minnesota Government Data Practices Act 
(Minn. Stat. §13.43), specifically lists an employee’s actual gross salary and salary range as 
public personnel data, Minnesota law also requires wage disclosure protection rights and 
remedies to be included in employer personnel handbooks. To that end, and in accordance with 
Minn. Stat. §181.172, employers may not:  
 

• Require nondisclosure by an employee of his or her wages as a condition of employment. 

• Require an employee to sign a waiver or other document which purports to deny an 
employee the right to disclose the employee’s wages. 

• Take any adverse employment action against an employee for disclosing the employee’s 
own wages or discussing another employee’s wages which have been disclosed voluntarily. 

• Retaliate against an employee for asserting rights or remedies under Minn. Stat. §181.172, 
subd. 3. 

 
 The city cannot retaliate against an employee for disclosing his/her own wages. An employee’s 

remedies under the Wage Disclosure Protection Law are to bring a civil action against the city 
and/or file a complaint with the Minnesota Department of Labor and Industry at (651) 284-5070 
or (800) 342-5354. 

 
(b) Time Clocks. To comply with the provisions of the federal and state Fair Labor Standards Acts, 

hours worked and any leave time used by employees are to be recorded through the City’s 
electronic time keeping system. Employees are to punch in for work, punch in and out for lunch, 
and punch out at the end of the work day. 

 
 Employees must submit their electronic timecard to their supervisor in accordance with the 

City’s bi-weekly payroll schedule prior to 8:15 am on the day that time reporting is due. If the 
day timecards are due for submission is a holiday, the employee must submit them for approval 
the previous Friday.   
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 Submitting your timecard for supervisory approval acts as the employee’s electronic signature 
verifying that the electronic timecard is true and correct and all hours of work or leave are 
reported on the electronic timecard. Reporting false information may be cause for immediate 
termination. Failure to submit your electronic timecard to you supervisor by the deadline will 
result in the employee’s payroll deposit being delayed to the next payroll cycle. 

 
Supervisors are responsible for reviewing the accuracy of electronic timecards submitted and 
approving them by 10:00 am on the day that time reporting is due. 

 
(c) Direct Deposit. As provided for in Minnesota law, all employees are required to participate in 

direct deposit. Employees are responsible for notifying the city administrator of any change in 
status, including changes in banking institution, address, phone number, names of beneficiaries, 
marital status, etc. 

 
(d) If the employee is a member of a bargaining unit, the union contract controls wages and 

benefits. 
 

Sec. 9. Transfer. 
(a) In the event an employee or seasonal employee transfers to a different position, either 

voluntarily or involuntarily, the employee’s placement on the appropriate salary schedule shall 
be at the discretion of the City. 

 
(b) Any transferred employee shall serve a learning and evaluation period as described in Section 4 

in any job classification in which the employee has not previously served a learning and 
evaluation period. 

 
(c) Section 9 applies to all employees, including those represented by a bargaining unit. 

Sec. 10.  Reassignment. 
(a) The City retains the full right and authority to assign and/or reassign job duties consistent with 

the tasks of the position. 
 
(b) Section 10 applies to full-time, part-time, and seasonal employees, including those represented 

by a bargaining unit. 

Sec. 11.  Temporary and Light Duty Assignment. 
The purpose of this section is to establish a policy for temporary duty assignments for employees 
consistent with the City’s responsibility to provide services to its citizens.  

This policy will establish guidelines for temporary assignment of work to temporarily disabled 
employees who are medically unable to perform their regular work duties (e.g. have work restrictions 
placed upon them by a physician). Light duty is evaluated by the city administrator on a case-by-case 
basis. This policy does not guarantee assignment to light duty. 
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Such assignments are for short-term, temporary disability-type purposes; assignment of light duty is 
at the discretion of the city administrator. The city administrator reserves the right to determine 
when and if light duty work will be assigned. 

 
When an employee is unable to perform the essential requirements of his/her job due to a temporary 
disability, he/she will notify the supervisor in writing as to the nature and extent of the disability and 
the reason why he/she is unable to perform the essential functions, duties, and requirements of the 
position. This notice must be accompanied by a physician’s report containing a diagnosis, current 
treatment, and any work restrictions related to the temporary disability.  
 
The notice must include the expected time frame regarding return to work with no restrictions, 
meeting all essential requirements and functions of the city’s job description along with a written 
request for light duty. Upon receipt of the written request, the supervisor is to forward a copy of the 
report to the city administrator. The city may require a medical exam conducted by a physician 
selected by the city to verify the diagnosis, current treatment, expected length of temporary 
disability, and work restrictions. 

 
If the city offers a light duty assignment to an employee who is out on workers’ compensation leave, 
the employee may be subject to penalties if he/she refuses such work. The city will not, however, 
require an employee who is otherwise qualified for protection under the Family and Medical Leave 
Act to accept a light duty assignment. 

 
The circumstances of each disabled employee performing light duty work will be reviewed regularly. 
Any light duty/modified work assignment may be discontinued at any time. 
 

Employees who become temporarily unable to perform the essential duties of their jobs and who 
have the medical expectation of returning to full duty within a reasonable period of time may be 
assigned to duties consistent with their restricted status for a limited period of time.  The department 
or City must have a need for a service the employee can provide within the constraints and limits of 
the employee’s skill, experience, knowledge, and physical ability. 
 
No assignment may be made to temporary duty status without a written approval statement from 
the treating physician.  The City may require further examination of an employee by a physician 
designated by the City before temporary duty status begins. 
 
Any illness or injury that could inhibit full performance of the temporary duties shall be reported to 
the appropriate supervisor. 
 
The appropriate supervisor shall determine work assignments and schedules for an employee on 
temporary duty in accordance with the department’s or City’s needs.  The temporary duty may or 
may not be full time. 
 
Temporary work assignments shall not exceed 30 working days.  An extension may be granted at the 
discretion of the City. 
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Temporary duty assignments for employees unable to perform the essential functions of their job will 
be withdrawn at the time it is determined by the City that the employee is unable to return to the 
employee’s former full-time position. 
 
This section shall not be construed or interpreted to mean any employee has a right to a temporary 
duty assignment nor that the City is compelled to assign an individual to temporary duty status. 
 
Section 11 shall apply to all full-time employees, including those represented by a bargaining unit. 
 

Sec. 12. Regular Hours of Work. 
(a) The standard work period for a full-time, non-exempt employee of the City shall be five eight-

hour work days (40 hours) Monday through Friday, except as otherwise established by the 
department head in accordance with custom and the needs of the department head.   

 
 City Hall hours are from 8:00 a.m. to 4:30 p.m.  City Hall employees are expected to work during 

City Hall hours.  Public Works hours are from 7:30 a.m. to 4:00 p.m.  The employee’s 
department head may require the employee to work alternate hours in lieu of the standard 
hours during a work week to accommodate schedules required of the position, i.e., night 
meetings or other City functions, in order to avoid the accumulation of overtime or 
compensatory time.   

 
(b) Full-time employees are entitled to one paid fifteen-minute break for each four hours worked 

and one unpaid thirty-minute lunch break.  An employee who works from 8:00 am to 4:30 pm 
may combine their paid breaks and unpaid lunch for a one-hour lunch break. Breaks are not to 
be taken at the beginning of the day if an employee arrives late or at the end of the day in order 
to leave early.  

 
 Department heads have the discretion to set their personal work schedule but a majority of 

their work hours must fall between 9:00 am and 3:00 pm. 
 
(c) The City’s work period for the purpose of determining overtime shall generally be calculated 

from Saturday through the following Friday. except for non-union, police command positions. 
For non-union, police command positions, the work period will be defined as a 14-day period.  
The City may unilaterally modify the work period for any or all positions or classes of positions.  

 
(d) Requests to accommodate modest City and personal schedules may be approved in advance at 

the discretion of the department head.  
 
(e) The City Administrator may alter the regular working hours and hours of operation for the City 

and its employees. 
 
(fe) Section 12 shall apply to full-time, part-time, and seasonal employees, unless otherwise noted. 
 
(gf) Section 12 applies to all employees, including those represented by a bargaining unit. 
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Sec. 13.  Overtime and Compensatory Time. 
(a) In emergencies and during peak workloads, a City employee may be required to work overtime 

at the discretion of the department head or City Administrator. 
 
(b) Overtime-eligible employees, except for non-union police command positions, will be 

compensated at the rate of time and one-half for all hours worked over 40 in one workweek. 
For non-union police command positions, hours worked over 80 hours in a 14 day pay period 
will be considered overtime. Vacation and paid holidays do not count toward “hours worked”. 
Compensation will take the form of either time and one-half pay or compensatory time. 
Compensatory time is paid time off at the rate of one and one-half hours off for each hour of 
overtime worked.  

 
(c) The employee’s supervisor must approve overtime or compensatory hours in writing on an 

approved form in advance.  An employee who works overtime without prior approval may be 
subject to disciplinary action. Overtime or compensatory time earned will be paid at the rate of 
time and one-half. Overtime will be paid on the next regular payroll date.  The department head 
and employee may mutually agree in advance that the overtime will be banked as 
compensatory time in lieu of payment. 

 
 (d) The maximum time allowed to accumulate in an employee’s compensatory time bank shall not 

exceed 80 hours, unless a lower amount is established by the department head.  The maximum 
hours in the compensatory time bank shall be measured biannually on June 1, and December 1 
of each calendar year.  Employees may request and use compensatory time off in one-hour 
increments, in the same manner as other leave requests.   

 
(e) Exempt employees under the FLSA are expected to work whatever hours are necessary in order 

to meet the performance expectations of their position.  Generally, to meet these expectations 
and for reasons of public accountancy, an exempt employee shall work a minimum of 40 hours 
per week.  Full-time exempt employees are eligible for compensatory time at straight time for 
hours worked in excess of 80 hours in a pay period under the policies set out in paragraph (d) of 
this section.  Vacation and paid holidays do not count toward “hours worked”.  

 
 Exempt employees forfeit any compensatory time accrued in excess of 40 hours, measured 

biannually on June 1, and December 1 of each calendar year.  Upon termination from 
employment, either voluntarily or involuntarily, exempt employees forfeit any accumulated 
compensatory time without payment.   

 
(f) Requests for use of compensatory time off for more than eight hours must be submitted to 

their supervisor a minimum of two weeks in advance. 
 
(g) Only sub-sections 13(a), (b), (c) and (d) shall apply to part-time and seasonal employees.  

Section 13, in its entirety, shall apply to appropriate full-time employees as defined. 
 
(h) For all collective bargaining employees, the union contract supersedes this section of the 

Personnel Policy. 
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Sec. 14.  Group Insurance. 
(a) The selection of carriers and determination of benefits for employee group insurance plans shall 

be at the discretion of the City.  The City shall determine annually the amount of City 
contribution toward the cost of such insurance and the cost of insurance payable by the 
employee. The cost of insurance payable by union employees is that set forth in the Collective 
Bargaining Agreement.  

 
 The city makes a competitive monthly contribution toward group health, dental, and life 

insurance benefits. Employees are encouraged to look closely at this contribution as part of 
their overall compensation package with the city. 

 
 In accordance with federal health care reform laws and regulations, the city shall offer health 

insurance benefits to eligible employees and their dependents that work on average or are 
expected to work 30 or more hours per week or the equivalent of 130 hours or more per 
month. In order to comply with health care reform law while avoiding penalties, part-time 
employees will be scheduled with business needs and in a manner that ensures positions retain 
part-time status as intended. 

  

Sec. 15.  Employee Benefits. 
(a)  Full-time employees shall be eligible to receive sick leave, vacation, annual leave, insurance 

benefits, paid holidays, and other benefits as defined under the appropriate provisions of this 
ordinance. If a full-time employee has their hours reduced to 24 hours per week or more due to 
budgetary constraints, that employee will remain eligible for benefits on a pro-rated basis. 

 
 Part-Time employees who are regularly scheduled to work at least 20 hours per pay periodweek 

shall be eligible to receive sick leave, vacation, and paid holidays as defined under the 
appropriate provisions of this ordinance.  

 
(b) Unless specifically stated to the contrary, part-time and seasonal employees shall not be eligible 

to receive City-provided benefits. 
 
(c) Longevity Pay. Full-time employees will be entitled to longevity pay using the following formula:  

(.0025 x base wage rate) x years of service. Longevity for full-time will be calculated from date 
of hire.   

 
(d) Employee benefits for employees represented by a collective bargaining agreement 

shall be as set forth in the collective bargaining agreement.  
 
 

Sec. 16.  Holidays. 
(a) An Eligible employee shall be provided the following paid holidays except as otherwise provided 

in this section. Paid holiday hours equal eight hours for each holiday for a full-time employee, or 
four hours for each holiday for a part-time employee regularly scheduled to work at least 20 
hours per week. Any employee on a leave of absence without pay from the city is not eligible for 
holiday pay. 
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New Year’s Day 
Martin Luther King’s Birthday 
 
President’s Day 
Memorial Day 
 
 
Veteran’s Day 
 
Juneteenth 
Martin Luther King’s Birthday
 
 
Thanksgiving Day 
 
Independence Day 
Labor Day 
  

President’s Day
 
 
Day after Thanksgiving 
 
Memorial Day
 
 
Christmas Eve 
 
Independence Day
 
 
Christmas Day 
 
Labor Day
  
OneTwo Floating Holidays  

 
 Floating holidays shall be given to new employees based on when they begin work for the City 

within the Calendar year. If the employee’s first day of work falls between January 1 and April 
30 of the Calendar year, that employee will receive two floating holidays. If the employee’s first 
day of work falls between May 1, and August 31 the employee will receive one floating holiday. 
If the employee’s first day is between September 1, and December 31 they will not receive a 
floating Holiday for that year. 

 
(b) Whenever one of the above listed holidays falls on a Sunday, the following day shall be 

observed as a holiday, and, whenever one of the above listed holidays falls on a Saturday, the 
preceding day shall be observed as a holiday. 

 
(c) Exceptions to section 16(b) for holiday observances in divisions regularly scheduled for 

operation on Saturday and/or Sunday will be determined at the discretion of the City. 
 
(d) If a non-exempt employee is scheduled to work on a holiday observed by the City, the employee 

shall be compensated for the time worked at 1 ½ times the employee’s regular base hourly rate 
of pay for those hours actually worked on such holiday, unless otherwise specified in a collective 
bargaining agreement.  

 
(e) Section 16 applies to all employees, including those represented by a collective bargaining 

agreement, except that if the collective bargaining agreement and Section 16 conflict, the 
collective bargaining agreement prevails. 

Sec. 17.  Vacation Leave. 
(a) Full-time employees, and Part-Time employees who are regularly scheduled to work a minimum 

of 20 hours per pay periodweek shall be eligible to earn vacation leave in accordance with the 
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following schedule.  The City Administrator or designee may authorize modification of an 
employee’s vacation accumulation schedule only with Council approval. 
 

For Full-Time Employees: 

Years of Service Accumulation Per Pay Period 
0 through 1 year 2.31 hours each 2 weeks of work (1 ½ weeks annually) 
2 through 5 years   3.08 hours each 2 weeks of work (2 weeks annually) 
6 through 9 years   4.62 hours each 2 weeks of work (3 weeks annually) 
10 through 14 years   6.16 hours each 2 weeks of work (4 weeks annually) 
15+ years   7.69 hours each 2 weeks (5 weeks annually) 

 

 For Part-Time Employees who regularly work at least 20 hours or week: 

0 through 1 year 1.25 hours each 2 weeks of work (3/4 week annually) 
2 through 5 years   1.5   hours each 2 weeks of work (1 weeks annually) 
6 through 9 years   2.31 hours each 2 weeks of work (1.5 weeks annually) 
10 through 14 years   3.08 hours each 2 weeks of work (2 weeks annually) 
15+ years   3.85 hours each 2 weeks (2.5 weeks annually) 

 
 

(b) Employees are encouraged to take vacations on a regular basis; however, employees shall be 
allowed to accumulate up to 320 hours of vacation leave. Once an employee reaches the 320 
hour maximum, no additional vacation leave will be earned until the balance falls below 320 
hours.  At the end of the calendar year, an employee may carry a maximum of 240 hours of 
accrued vacation leave into the next calendar year.  Any accrued vacation leave in excess of 240 
hours will be forfeited at close of business on December 31.  

 
(c) An employee’s initial date of employment shall be used to determine the appropriate hours of 

vacation leave to be accrued. If an employee transitions from Part-Time work to Full-Time work 
for the City, their initial rate of accrual will be determined based on the total hours of work for 
the city divided by 2080 to determine an approximate yearly equivalent, which will be rounded 
down to the nearest full year. Beginning on their start date for full-time work, they will advance 
through the accrual schedule based on each full year worked.  

 
(d) Vacation leave may be used as earned with advance prior approval of the employee’s supervisor 

and/or department head.  An employee requesting to use accrued vacation leave or 
compensatory time shall submit an electronic time off request through eKlock.  However, 
vacation leave may be denied or approval withdrawn when the granting of such vacation leave 
would result in insufficient personnel to carry out necessary functions as determined by the 
City. 

 
(e) An employee who leaves the employment of the City in good standing shall be compensated for 

vacation leave accrued and unused at the time of the termination, up to a total of 240 hours.  
An employee who does not complete the learning and evaluation period shall not be eligible for 
compensation in accordance with this clause. 
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 A non-union employee with at least 10 years of employment with the City of Cambridge who 
leaves employment in good standing must have the vacation severance payment payable to a 
health care savings plan through the Minnesota State Retirement System provided the 
severance payment is more than $200.00. If the payment is less than $200.00, the severance 
payment will be paid directly to the employee. 

 
(f) An employee shall not be permitted to waive vacation leave for the purpose of receiving double 

pay. 
 
(g) For those employees represented by a collective bargaining unit, the collective bargaining 

agreement supersedes Section 17. 
 

Sec. 18.  Sick Leave.  

(a) Rate of accrual:  Full-time employees shall earn sick leave at the rate of 3.69 hours for each 2 
weeks (1 day per calendar month) of service. Part-Time employees who are regularly scheduled 
to work a minimum of 20 hours per pay period week shall earn sick leave at a rate of 1.85 hours 
for each two weeks (1 part-time day per calendar month) of service. An employee shall be 
eligible to use sick leave as accrued and accumulated, in accordance with the sick leave policyis 
Section. Earned Sick and Safe Leave will be deducted from the employee’s earned sick leave 
under this Section, as explained in Section 18A. 

 
(b) Sick Leave Usage:  Sick leave may be used only for: 

• personal injury,  

• when an employee is unable to perform work duties due to illness or disability (including 
pregnancy),  

• legal quarantine or when an employee has been exposed to a contagious disease of such a 
nature that his/her presence at the work place could endanger the health of others, 

• medical, dental or other care provider appointments whether for the employee or an 
immediate family member,   

• to care for your the employee’s child, step child, adult child, spouse, sibling, parent, 
grandparent, or stepparent as defined by state law. Sick leave usage to care for an adult 
child, spouse, sibling, parent, grandparent, or stepparent is limited to 160 hours per year.  
For the purposes of this policy, “year" is defined as a rolling 12-month period measured 
backward from the first date an employee uses sick leave for this purpose. 

• Sick Leave may also be used for up to two personal days per year. Personal leave must be 
previously approved by a department head. Two days is hereby defined as two regular 
shifts: for Full-Time employees this means 16 hours per year, for Part-Time employees who 
regularly work 20 hours per week this means 8 hours per year. 

 
Sick leave is an authorized absence from work with pay, granted to qualified employees. Sick 
leave is a privilege, not a right. Employees are to use this paid leave only when they are unable 
to work for medical reasons and under the conditions explained in this Section. Sick leave does 
not accrue during an unpaid leave of absence.  
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Sick leave may be used only for days when the employee would otherwise have been at work. It 
cannot be used for scheduled days off.   

 
After accrued sick leave has been exhausted, vacation leave may be used upon approval of the 
City Administrator, to the extent the employee is entitled to such leave.  
 
Employees must normally use sick leave prior to using paid vacation or compensatory time and 
prior to an unpaid leave of absence during a medical leave, except where Parenting Leave under 
Minnesota law and the medical leave overlap.  

 
(c) Employee Responsibility:  To be eligible for sick leave pay, the employee willmust:  
 

• Communicate with his/her immediate supervisor, either before or as soon as possible after 
the scheduled start of the work day, for each and every day absent;  

• Keep his/her immediate supervisor informed of the status of the employee’s illness/injury or 
the condition of the ill family member;  

• Provide a medical doctor’slicensed medical provider certificate including verification of 
illness or use of sick leave and/or ability to return to work for any use of sick leave in excess 
of three days within a two-week period.  The medical doctor’slicensed medical provider 
certificate must be provided to the employee’s department head.  

• After an absence due to surgery, prolonged illness, or injury, a physician's provider’s 
statement is required prior to the employee’s first day back to work, indicating the nature of 
the illness or medical condition and attesting to the employee's ability to return to work and 
safely perform the essential functions of the job with or without reasonable 
accommodation. If reasonable accommodations are necessary, see Sec. 18(d) Light or 
Modified Duty Assignment. 

 
 The City has the right to obtain a second medical opinion to determine the validity of an 

employee’s worker's compensation or sick leave claim, or to obtain information related to 
restrictions or an employee's ability to work. The City will arrange and pay for an appropriate 
medical evaluation when it is required by the City. 

 
Sick leave may be denied for any employee required to provide a doctor’s licensed medical 
provider’s statement until such a statement is provided. 
 

(e) Accumulation:  Sick leave will accumulate with no maximum limit on the number of days 
allowed to accrue.   

 
(f) False claims:  An inappropriate claim of sick leave may be cause for disciplinary action up to and 

including discharge.  (For example, spending down sick leave balance while not sick prior to 
termination or retirement).  Employees are not allowed to manipulate sick leave or other types 
of leave in order to accumulate overtime or compensatory time.  (For example, calling in sick 
and then working an overtime shift.) 

 
(g) Sick Leave Severance Payment:  Upon termination of employment, an employee with at least 

10 years of employment with the City of Cambridge who leaves employment in good standing 
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shall be eligible to receive 50% of a maximum of 200 unused sick leave hours as severance pay 
upon termination of employment. For an employee that is retiring (will be receiving a pension 
from PERA or Social Security) and is in good standing shall be eligible to receive 75% of a 
maximum of 400 unused sick leave hours or shall receive 75% of 900 unused sick leave hours 
provided that the employee provides a minimum of 8 weeks advance notice of their pending 
retirement as severance pay upon retirement. Department head level employees who provide 
at least 26 weeks’ notice of pending retirement shall be eligible to receive 100% of up to 1040 
unused sick leave hours as severance pay upon retirement. 

 
For all non-union employees, 100% of the employee severance payment must be payablewill be 
paid to a health care savings plan through the Minnesota State Retirement System provided the 
severance payment is more than $200.00. If the payment is less than $200, the severance 
payment will be paid directly to the employee. 

 
Non-union employees are eligible to participate in the Minnesota Post Employment Health Care 
Savings Plan (HCSP) established under Minnesota Statutes, §352.98 (Minn. Supp. 2001) and as 
outlined in the Minnesota State Retirement System's Trust and Plan Documents. All funds 
collected by the employer on the behalf of the employee will be deposited into the employee's 
post-employment health care savings plan account. 

 
(h) Sick Leave Donation:  Extended sick pay may be granted through the voluntary donation and 

transfer of accrued sick leave from other employees.  An employee may donate up to a 
maximum of 3 days of accumulated sick leave per calendar year per employee.  An employee 
may receive a donation of up to 30 working days sick leave for any one occurrence.  Donated 
sick leave may only be used for the employee’s sick leave under this policy, not for the sickness 
of family members.  Sick leave shall be donated and received on an hour for an hour basis.  No 
consideration for differences in wage rates shall be applied to the transfer. 

 
 Before the extended sick pay begins, all of the employee’s sick leave, vacation, compensatory 

time, and floating holiday must have been taken, either prior to or during the illness. 
 
(i) Use after notice of resignation: Sick leave will normally not be approved after an employee 

gives notice that he or she will be terminating employment. Exceptions must be approved by 
the City Administrator. 

 
(j) Section 18 applies to all permanent full-time non-union employees.  
 
Sec. 18A. Earned Sick and Safe Time (Minn. Stat. §§ 181.9445-9448) 
Effective beginning January 1, 2024. 

(a) Eligibility. Any employee who works for the City more than 80 hours per year is eligible for 

Earned Sick and Safe Time (“ESST”) consistent with this Section. For employees also eligible 

for Sick Leave pursuant to Section 18 or a Collective Bargaining Agreement, the ESST will be 

deducted from the earned Sick Leave and available to the employee to use consistent with the 

terms of this section.  

 

124



6 
 

Example 1: A full-time employee who works 40 hours per week accrues 3.69 hours of sick 
leave per 80-hour pay period pursuant to Section 18. The rate of earning ESST is 1 hour 
for every 30 hours worked, or 2.67 hours per 80-hour pay period. In a two-week pay 
period, the employee will have earned 2.67 hours of ESST and 1.02 hours of sick leave. 
 
Example 2: A part-time employee who works 20 hours per week accrues 1.85 hours of 
sick leave per 40-hour pay period pursuant to Section 18. The rate of earning ESST is 1 
hour for every 30 hours worked, or 1.33 hours per 40-hour pay period. In a two-week pay 
period, the employee will have earned 1.33 hours of ESST and .52 hours of sick leave. 
 
Example 3: A Full-Time employee who works 120 hours in a pay period accrues 4 hours 
of ESST (1 for every 30 hours worked) and as a result of accruing ESST in excess of the 
typical sick leave accrual would earn 0 sick hours in that pay period. 
 
Example 4: An employee who works 20 hours per week is not eligible for sick leave. They 
earn .67 hours of ESST per 20-hour pay period. 

 
(b) Rate of Earning ESST. Employees earn ESST at a rate of 1 hour of ESST for every 30 hours 

worked. An employee exempt from federal overtime requirements works 40 hours per week 

for the purpose of calculating ESST. 

 
(c) Maximum Earning and Accrual. An employee may earn a maximum of 48 hours of ESST per 

year. ESST hours carry over from year-to-year up to a maximum accumulation of 80 hours. 

 
(d)  Use of ESST. ESST may be used for any of the reasons identified in Minnesota Statutes Section 

181.9447. The definitions in Minnesota Statutes Section 181.9445 apply. If an employee is 

eligible to use either ESST or sick leave for a specific absence, the employee must use ESST 

until accrued ESST is exhausted. 

 
(e) Documentation. The City may request documentation related to an employee’s use of ESST 

consistent with the requirements of Minnesota Statutes Section 181.9447, subd. 3. 

 
 

Sec. 18ba. Regular Leave without Pay. 
 

The City Administrator may authorize leave without pay for up to thirty (30) days (this does not apply 
to FMLA or Military Leave). Leave without pay for greater periods may be granted by the City Council.  
 
Normally employee benefits will not be earned by an employee while on leave without pay. However, 
the city’s contribution toward health, dental and life insurance may be continued, if approved by the 
City Council, for leaves of up to ninety (90) days when the leave is for medical reasons and FMLA has 
been exhausted. 
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If an employee is on a regular leave without pay and is not working any hours, the employee will not 
accrue (or be paid for) holidays, sick leave, or vacation leave. Employees who are working reduced 
hours while on this type of leave will receive holiday pay on a prorated basis and will accrue sick leave 
and vacation leave based on actual hours worked (e.g. a full-time employee can only work part-time 
hours due to illness or injury). 
 
All accrued vacation leave and compensatory time must normally be used before an unpaid leave of 
absence will be approved. Exceptions to this are time off from employment for an elected official to 
attend meetings that are required because of their office, election judge service, and requests for 
eight hours or less of unpaid leave due to having exhausted leave balances. These exceptions must be 
approved in advance by the City Administrator. 
 
To qualify for leave without pay, an employee need not have used all sick leave earned unless the 
leave is for medical reasons. Leave without pay for purposes other than medical leave or work-
related injuries will be at the convenience of the city. 
 
Employees returning from a leave without pay for a reason other than a qualified Parenting Leave or 
FMLA, will be guaranteed return to the original position only for absences of thirty (30) calendar days 
or less.  
 
Employees receiving leave without pay in excess of thirty (30) calendar days, for reasons other than 
qualified Parenting Leave or FMLA, are not guaranteed return to their original position. If their 
original position or a position of similar or lesser status is available, it may be offered at the discretion 
of the city administrator subject to approval of the City Council. 
 
Reasonable Unpaid Work Time for Nursing Mothers. Nursing mothers will be provided reasonable 
unpaid break time for nursing mothers to express milk for nursing her child for one year after the 
child’s birth. The city will provide a room (other than a bathroom) as close as possible to the 
employee’s work area, that is shielded from view and free from intrusion from coworkers and the 
public and includes access to an electrical outlet, where the nursing mother can express milk in 
private. 
 

Sec. 19.  Injured on Duty. 
 
Reporting of Injuries 
An employee injured on the job shall notify his or her supervisor immediately.  The supervisor must 
submit a “First Report of Injury” to the City AdministratorFinance Department the day the injury 
occurs or on the first business day following the injury if not during regular City Hall hours.  If the 
injury requires attendance by a medical doctor, the employee is directed to seek immediate medical 
attention. 
 
These reports are to be reviewed by the safety committee, and a quarterly report shall be provided to 
the City Administrator for review 
 
Injured on Duty 
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An employee injured during the performance of job duties and unable to work shall be paid according 
to the Minnesota Workers Compensation Regulations.  An injury that does not result in 
compensation under the Workers’ Compensation law shall not be compensable in accordance with 
this section.  An employee injured on the job in the service of the City and collecting worker’s 
compensation may draw from the employee’s accumulated sick or annual leave for the fraction of 
the day(s) not covered by worker’s compensation.  In no instance shall the total amount of monies 
received by an employee exceed the employee’s current base rate of pay. 
 
(c) Section 19 applies to all full-time, part-time, and seasonal employees of the City of Cambridge, 

including those represented by a collective bargaining unit. 
 

Sec. 20.  Cell Phone Policy. 
Purpose  
The purpose of this policy is to identify which employees/positions are required to carry a cellular 
telephone, required levels coverage and costs associated, and acceptable and unacceptable practices 
of cellular phone/data usage.  
 
General Provisions  
The Department Head and City Administrator will jointly determine which employees are required to 
carry a cellular telephone for City business based on the criteria listed below. Cellular telephones will 
be assigned to employees who must remain accessible due to the nature of their duties and/or those 
who must be available for emergency response or consultation.  
 
Criteria  
The determination to issue cellular phones will be determined by the following criteria:  

 
. Public Demand and Response  
. Emergency Responsibilities  
. Time Spent Out of Office  
. After Hours Staff Demands  
. Efficiency in Position  

 
To ensure proper cellular telephone levels, this policy and criteria will be reviewed whenever there is 
a change in an employee’s position and/or responsibilities.  
 
City Expectations  
Employees are expected to keep their cellular telephones turned on during their designated working 
and on-call hours to assure they can be reached. Incoming and outgoing personal calls during work 
hours should be limited to emergencies so as not to interfere with City business or the performance 
of the employee’s job.  
 
City owned phone records are considered public data and subject to review. Excessive personal use 
on City owned phones will be cause for disciplinary action. Employees will be charged associated fees 
for any overages to minutes due to personal use or other fees associated with usage of texting and 
data outside of their approved plan.  
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Use of a cellular telephone must comply with all applicable state and federal laws (e.g. no texting 
while driving, etc.). 
  
All Minnesota State laws regarding usage of a cellular telephone while driving must be followed. Any 
violations of this policy and its guidelines will be cause for disciplinary action in accordance with the 
City’s discipline policy.  
 
Data Plans  
These systems are not to be used for personal gain or to support or advocate for non-city-related 
purposes. Personal use is permitted on a limited basis, similar to phone calls. Like personal phone 
calls, personal use should be infrequent, of limited duration, and not in violation of any City policies, 
department work rules, or laws.  
 
Certain Internet sites should never be accessed using City equipment or on City time. These include 
pornographic sites, non-work-related chat rooms, sites containing what would generally be 
considered objectionable material, or any other site that would violate the sexual harassment policy 
or other personnel policies. In addition, no sites should be accessed for non-city-related use during 
working hours.  
 
While the City recognizes that the Internet contains a wealth of information that can and is being put 
to good use in the City, we are aware that it is very easy to lose hours of work time checking into web 
sites and researching information. Internet access, even for legitimate research purposes should be 
limited to that which is reasonable and necessary.   
 
Any misuse of the data plan will be cause for disciplinary action in accordance with the City’s 
discipline policy.  
  
Expectations for Data Plan Usage  
1. Follow established network etiquette. Many sites have posted rules, which users must follow and 

all sites expect professional communication etiquette by all users. It is the user’s responsibility to 
follow these rules of etiquette.  

 
2.  Safeguard confidential and non-public information. The Data Practices Act applies to data 

collected, used, and stored on a City provided cell phone.  
 
3.  Use for work-related research and communication purposes, not for sending and receiving jokes.  
 
 4.  Do not send, access, or display text or graphics that would be a violation of the Personnel Policies.  
 
5.  Obey the law and regulations in their application to copyright, licensed software and data.  
 
6.  Access only non-commercial sites on the Internet. (“non-commercial” = sites free of charge)  
 
7.  Downloading of software off the internet or installation of personal software is strictly prohibited 

without review and approval from the City Administrator and IT staff.  
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8.  Use of the Internet to solicit charitable donations is prohibited.  
 
Cellular Telephone Assignment and Replacement  
Selection of the model of cellular telephone assigned will be at the discretion of the administrative 
staff. All telephones assigned will meet the minimum of the approved plan. Any special requests to 
purchase upgraded models must be approved by the City Administrator prior to purchase.  
 
For City issued cellular phones, the City will pay the initial cost of the cellular telephone and approved 
accessories for all City owed telephones. Cellular telephones will be replaced at the discretion of the 
administrative staff and in coordination with plan stipulations. Generally, telephones will be replaced 
when they no longer work properly.  
 
The City reserves the right to charge an employee the full replacement cost of a telephone and/or 
accessories if lost or damaged due to misuse.  
 
Upon termination employees must return their cellular telephone and all accessories to their 
supervisor. The City reserves the right to deduct the replacement cost for any lost or unreturned 
equipment.  
 
Monthly Stipend Option  
Any Department Head or First Line Supervisor required by the City to carry a cellular telephone for 
work purposes will have the option to receive a monthly cellular telephone stipend of $45 in lieu of a 
City cellular telephone. The monthly allowance is intended to cover the cellular telephone expenses 
related to the employee’s work duties.  
 
Employees who choose the stipend option acknowledge that personal use during work hours should 
be limited. Employees who choose the stipend option are responsible for payment of monthly 
invoices to the provider and any overage charges and late fees associated with their account.  
 
Initial purchase of the cell phone, accessory equipment, and activation fees will be the responsibility 
of the employee. The employee will pay all costs exceeding the amount of the cellular telephone 
allowance.  
 
Employees are responsible for obtaining and maintaining cellular telephone service through a reliable 
provider who provides service in the local calling area of Cambridge. Department Heads are 
responsible for reporting their cell phone numbers to the City Administrator.  
 
No allowance will be paid when an employee is in a leave status exceeding 60 days, unless approved 
by the City Council. Employees are responsible for providing documentation in a manner prescribed 
by the Finance Department to activate and maintain monthly allowance payments.  
 
Cellular telephone allowances are subject to tax treatment per IRS guidelines.   
 
Acknowledgement  
A Policy Acknowledgment and Election Form will be required prior to receiving a City cell phone or a 
stipend. 
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Sec. 21.  Funeral Leave. 
(a) Employees with a death in their immediate family may take up to 3 days (Paid) funeral leave.  

Funeral leave taken shall be deducted from the employee’s sick leave.  If the employee does not 
have an adequate accumulation of sick leave, the leave may be taken without pay. 

 
(b) Section 21 applies to all employees, including those represented by a collective bargaining unit 

and seasonal employees. 
 

Sec. 22.  Military Leave. 
(a) The City shall comply with the minimum requirements imposed by the laws of the State of 

Minnesota, Section 192.261 and any future amendments thereto, and the laws of the United 
States. Military leaves shall not count against an employee’s vacation time. 

Sec. 23.  Jury Duty Leave. 
(a) The City shall provide employees with paid leave for jury duty.  Employees shall be granted an 

amount of compensation equal to the difference between the employee’s regular base pay and 
per diem compensation received for jury duty.  This shall not include reimbursement for 
expenses incurred as a result of the jury duty. 

 
(b) The City shall provide seasonal employees approved leave without pay for jury duty in 

compliance with Minnesota Statutes. 
 
(c) Time spent on jury duty shall not be counted as time worked for purposes of computing 

overtime or compensatory time.  
 
(d) Employees are required to notify their supervisor as soon as possible after receiving notices of 

jury duty, and are required to report to their regular duties as soon as is reasonably possible 
after being released from jury duty.  

 
(e) Section 23 applies to all employees, including those represented by a collective bargaining unit. 
 

Sec. 23.5 Elections/Voting. 
An employee selected to serve as an election judge pursuant to Minnesota law, will be allowed time 
off without pay for purposes of serving as an election judge, provided that the employee gives the 
city at least twenty (20) days written notice. 
 
All employees eligible to vote at a State general election, at an election to fill a vacancy in the office 
of United States Senator or Representative, or in a Presidential primary, will be allowed time off with 
pay to vote on the election day. Employees wanting to take advantage of such leave are required to 
work with their supervisors to avoid coverage issues. 
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Sec. 24.  Discretionary Leave of Absence Without Pay. 
(a) An employee may request, and the City may grant, a leave of absence without pay.  The reason 

for granting or denying a request for a leave of absence without pay shall be at the sole 
discretion of the City. 

 
(b) A non-paid leave of absence shall not exceed 6 months.  Upon return to work, the employee 

shall be returned to a similar position held by the employee at the time of the leave.  If an 
employee does not return to active employment at the conclusion of the leave period, the City 
shall consider it a voluntary resignation on the part of the employee. 

 
(c) No annual leave, vacation, or sick leave benefits shall accrue during a leave of absence without 

pay. However, the employee shall be eligible to continue group insurance at the employee’s 
own expense. 

 
(d) A leave of absence without pay shall require the advance approval of the City Administrator or 

designee.  
 
(e) The City may cancel a leave of absence at any time upon written notice to the employee. 
 
(f) Section 24 shall apply to all employees, including those represented by a collective bargaining 

unit. 

Sec. 25.  Family and Medical Leave.   
(a) Twelve-week Leave. Regular full-time and part-time employees who have been employed by 

the City for at least 12 months, and have worked at least 1,250 hours during the 12-month 
period immediately preceding the commencement of the leave, are entitled to a total of 12 
work weeks of unpaid family or medical leave during the applicable 12-month period as defined 
below, plus any additional leave as required by law. Leave may be taken for one or more of the 
following reasons in accordance with applicable law:  

 
a. Birth of the employee's child;  

b. Placement of an adopted or foster child with the employee;  

c. To care for the employee's spouse, son, daughter, or parent with a serious health 
condition; and/or  

d. The employee's serious health condition makes the employee unable to perform the 
essential functions of the employee's job.  

 
(b) For the purposes of this policy, "year" is defined as a rolling 12-month period measured 

backward from the date an employee uses any FMLA leave.  
 
(c) A "serious health condition" is defined by federal law, but typically requires either incapacity 

and inpatient care or continuing treatment by or under the supervision of a health care 
provider. Family and medical leave generally is not intended to cover short term conditions for 
which treatment and recovery are very brief.  
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(d) Eligible spouses employed by the City are limited to an aggregate of twelve weeks of leave 
during any 12-month period for the birth or adoption of a child, the placement of a child for 
foster care, or to care for a parent. This limitation for spouses employed by the City does not 
apply to leave taken by one spouse to care for the other spouse who is seriously ill, to care for a 
child with a serious health condition, or because of the employee's own serious health 
condition.  

(e) Depending on the type of leave, intermittent or reduced schedule leave may be granted in the 
discretion of the City or when medically necessary. However, part-time employees are only 
eligible for a pro-rata portion of leave to be used on an intermittent or reduced schedule basis, 
based on their average hours worked per week. Where an intermittent or reduced schedule 
leave is foreseeable based on planned medical treatment, the City may transfer the employee 
temporarily to an available alternative position for which the employee is qualified and which 
better accommodates recurring periods of leave than does the employee's regular position and 
which has equivalent pay and benefits.  

(f) If an employee requests a leave for the serious health condition of the employee or the 
employee's spouse, child, or parent, the employee will be required to submit sufficient medical 
certification. In such a case, the employee must submit the medical certification within 10 days 
from the date of the request or as soon as practicable under the circumstances.  

 
(g) If the City has reason to doubt the validity of a health care provider's certification, it may 

require a second opinion at the City's expense.  If the opinions of the first and second health 
care providers differ, the City may require certification from a third health care provider at the 
City's expense. An employee may also be required to present a certification from a health care 
provider indicating that the employee is able to return to work. The second or third opinions 
shall be by a healthcare provider, not regularly associated with the City.  

(h) Requests for leave shall be made to the City. Employees must give 30 days’ written notice of a 
leave of absence where practicable.  Employees are expected to make a reasonable effort to 
schedule leaves resulting from planned medical treatment so as not to disrupt unduly the 
operations of the City, subject to and in coordination with the health care provider.  

(i) During the period of a leave permitted under this policy (which does not exceed a total of 12 
work weeks in the applicable 12-month period), the City will provide health insurance under its 
group health plan under the same conditions coverage would have been provided had the 
employee not taken the leave. The employee will be responsible for payment of the employee 
contribution to continue group health insurance coverage during the leave. An employee's 
failure to make necessary and timely contributions may result in termination of coverage.  

(j) During FMLA leave, employees must use accrued sick leave, vacation leave, and compensatory 
time prior to taking unpaid leave unless their medical condition is covered by workers’ 
compensation or the absence qualifies under the State’s parental leave law. 

(k) Employees returning from a leave permitted under this policy (which does not exceed a total of 
12 work weeks in the applicable 12-month period) are eligible for reinstatement in the same or 
an equivalent position as provided by law. However, the employee has no greater right to 
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reinstatement or to other benefits and conditions of employment than if the employee had 
been continuously employed during the leave.  

(l) An employee who does not return to work after leave may, in some situations, be required to 
reimburse the City for the cost of the health plan premiums paid by it.  

(m) The provisions of this policy are intended to comply with applicable law, including the Family 
and Medical Leave Act of 1993 ("FMLA") and applicable regulations. Any terms used from the 
FMLA will have the same meaning as defined by that Act and/or applicable regulations. To the 
extent that this policy is ambiguous or contradicts applicable law, the language of the applicable 
law will prevail.  

(n) The requirements stated in the collective bargaining agreement between employees in a 
certified collective bargaining unit and the City regarding family and medical leaves (if any) shall 
be followed.   
 

(o) Six-week Leave. An employee who does not qualify for leave under Paragraph A above may 
qualify for a six-week unpaid parenting leave for birth or adoption of a child. The employee may 
qualify if he or she has worked for the City for at least 12 consecutive months and has worked an 
average number of hours per week equal to one-half fulltime equivalent. This leave is separate 
and exclusive of the family and medical leave described in the preceding paragraphs.  

 
(p) Dissemination of Policy. This policy shall be conspicuously posted in each City work location in 

areas accessible to employees.  
 

(q) This policy will be reviewed at least annually for compliance with state and federal law.  
 

(r) The provisions of this section shall apply to employees represented by a collective bargaining unit, 
unless the collective bargaining agreement provides greater benefits. 

Sec. 26.  Parenting Leave. 
Purpose:  

 The City of Cambridge will provide up to eight calendar weeks of paid parental leave to employees 
following the birth of an employee’s child, or the placement of a child with an employee in 
connection with adoption. Employees who have given birth to a child but have experienced a 
stillbirth are still eligible for a prorated amount of paid leave of up to two weeks of paid leave. The 
Purpose of this paid parental leave policy is to enable employees to care for and bond with a 
newborn child, or newly adopted child.  

 

Parental leave shall run concurrently with Family and Medical Leave Act (FMLA) leave. If an 
employee has used all eight weeks of provided paid parental leave, and chooses to use the 
remainder of their available FMLA leave that employee must use vacation, sick, or comp time as 
otherwise allowed in this personnel policy during FMLA leave. This policy will be in effect as of 
January 1, 2023. 
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Eligibility: 

(a) In order to be eligible for parental leave an employee must: 
a. Be a Full-Time employee who has been employed with the City for at least one year. 
b. The qualifying event must occur on or after the one year date of employment 
c. Have recorded, through in office work or approved leave, a minimum of 2080 hours in the 

last 12 months 
d. Have given birth to a child 
e. Be the spouse or partner of someone who has given birth to a child 
f. Not have utilized paid parental leave within the last calendar year 
g. Have adopted a child age 17 or younger. The adoption of a new spouse’s child is excluded 

from this policy. 
(b) If both caregivers are eligible employees, each will be able to utilize paid parental leave 

according to the provisions of this policy. 
(c) Paid parental leave is not available for foster care placement, surrogate mothers, or sperm and 

egg donors 
 

Amount, Time Frame and Duration of Leave 
(a) Eligible employees will receive up to eight calendar weeks of paid parental leave per qualifying 

birth or adoption. The fact that a multiple birth or adoption occurs (e.g. the birth of twins or 
adoption of siblings) does not increase the eight week total amount of paid parental leave 
granted for that event. In addition, employees shall not be eligible to utilize more than eight 
weeks of paid parental leave within a rolling 12-month period, regardless of whether more than 
one qualifying event occurs within that 12-month time frame. 

(b) Paid Parental Leave operates similarly to vacation, or sick leave. This leave will provide 
compensation and benefits for each regularly scheduled shift an employee is scheduled to work 
for eight calendar weeks. Pay associated with this leave will follow the same schedule as all other 
payroll. 

(c) Approved paid parental leave may be utilized at any time during the first six-month period 
immediately following the birth or adoption of a child as defined in the eligibility requirements 
section of this policy. 

(d) For stillbirth, leave may be taken at any time during the first six months following the qualifying 
event, but will be a prorated leave of 2 weeks paid parental leave. 

(e) Paid Parental leave must be taken consecutively and not intermittently. 
(f) Paid Parental leave may not be used beyond six months after the qualifying event. Any unused 

leave will be forfeited at the end of this six-month time frame.  
(g) Upon the termination of an individual’s employment at the city, the employee will not be paid for 

any unused paid parental leave for which they were eligible. 
 

Coordination with Other Policies 
 
(a) Family and Medical Leave Act 

a. Paid Parental leave taken under this policy will run concurrently with FMLA leave; thus, 
any leave taken under this policy that falls under the definition of circumstances qualifying 
for leave due to the birth or placement of a child due to adoption, will be counted toward 
the 12 weeks of available FMLA leave per a 12-month period. All other requirements and 
provisions under the FMLA will apply. In no case will the total amount of leave, whether 
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paid or unpaid, granted to the employee under the FMLA exceed 12 weeks during a 12-
month FMLA period. However, if an employee has exhausted their FMLA leave in a 12-
month period, they are still eligible for leave under this policy. 

b. After the paid parental leave is exhausted, the balance of FMLA leave (if applicable) will be 
compensated through the employees’ accrued sick, vacation, or comp time. Upon 
exhaustion of sick, vacation, and comp time, any remaining leave will be unpaid leave. 
Please refer to the section specific to FMLA for further guidance on its use. 

 

 

Procedures 
 
(a) Employee requests for Paid Parental leave must be provided to their supervisor at least 30 days 

prior to the proposed date of leave (or if the leave was not foreseeable as soon as possible). The 
employee must complete the necessary HR forms and provide all required documentation to 
substantiate their request. 

(b) Changes to the application of this policy are subject to approval by the City Administrator. 
(c) All requests for Paid Parental leave must be approved by the City Administrator 

 
Other provisions relative to parental leave: 

 
(a) City benefits accrue at their usual rates while an employee is receiving paid parental leave. 

 
(b) Beyond what is provided in accordance with paid parental leave or family and medical leave, 

City provided benefits shall not accrue during an unpaid parental leave.  However, the 
employee shall be eligible to continue group insurance by paying the employee contribution 
portion of the premiums at the employee’s own expense. 

 
(c) If an employee does not return to active employment at the conclusion of the approved 

parental leave, the City shall consider it a voluntary resignation on the part of the employee. 
 

(d) All pregnancy-related disabilities shall be treated the same as all other disabilities in accordance 
with appropriate provisions section of this ordinance. 

 
(e) A part-time or seasonal employee shall be provided parental leave in compliance with 

Minnesota Statutes. 
 
 

Sec. 27.  Unapproved Absences. 
(a) An employee must receive prior approval for an absence from work. An employee absent from 

duty without approval of the employee’s department head, or designee, may be subject to 
disciplinary action up to and including discharge. 

 
(b) An employee who is absent from work without approval for 2 consecutive work days shall be 

considered to have voluntarily resigned from employment with the City, unless circumstances 
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beyond the employee’s control can be provided to the department head and/or City 
Administrator. 

 
(c) Section 27 shall apply to full-time, part-time, and seasonal employees, including those 

represented by a collective bargaining unit. 

Sec. 28.  Employee Complaint Procedure. 
Purpose: All employees have a right to be heard relative to concerns or complaints pertaining to 
employment. 
 
Procedure: The following steps shall be utilized to facilitate an orderly process for allowing an 
employee’s concerns to be heard: 
 
(a) Immediate Supervisor:  The employee shall discuss the concern with their immediate supervisor 

in an attempt to resolve the concern.  If the employee is not satisfied, the employee may file a 
complaint with the department head or designee.  

 
(b) Department head:  In filing a complaint with the department head, or designee, the employee 

shall forward a written complaint to the department head.  Upon receipt of the written 
complaint, the department head, or designee, shall meet with the employee in a timely manner 
to hear and consider the complaint.  A written response will be given the employee in a timely 
manner.  The department head, or designee, shall take steps to investigate the employee’s 
complaint and take necessary actions, such as: 

 
(1) Take action appropriate to the authority of the department head, or designee, to 

resolve the employee complaint, or; 
 
(2) Inform the employee there is no basis for City action. 

 
(c) Administrative Level:  If the employee is not satisfied, the employee may submit the complaint to 

the City Administrator, or designee.  The City Administrator, or designee, shall review as 
necessary and issue a written statement of disposition of the complaint in a timely manner.  The 
decision of the City Administrator is final. 

 
(d) City Administrator:  If the complaint involves the City Administrator, the employee shall submit 

the complaint to the City Attorney. The City Attorney shall review as necessary and report to the 
City Council their findings.  

 

(e) Section 28 applies to all employees, including seasonal employees, unless the employee is subject 
to a collective bargaining agreement that provides a different employee complaint procedure. 

Sec. 29.  Employee Conduct. 
In accepting city employment, employees become representatives of the city and are responsible for 
assisting and serving the citizens for whom they work. An employee’s primary responsibility is to 
serve the residents and businesses of the City. Employees should exhibit conduct that is ethical, 
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professional, responsive, and of standards becoming of a city employee. To achieve this goal, 
employees must adhere to established policies, rules, and procedures and follow the instructions of 
their supervisors. 

 

The following are job requirements for every position at the City All employees are expected to: 

• Perform assigned duties to the best of their ability at all times. 

• Render prompt and courteous service to the public at all times. 

• Read, understand, and comply with the rules and regulations as set forth in these personnel 
policies as well as those of their departments. 

• Conduct themselves professionally toward both residents and staff and respond to inquiries and 
information requests with patience and every possible courtesy. 

• Report any and all unsafe conditions to the immediate supervisor. 

• Maintain good attendance while meeting the goals set by an employee’s supervisor. 

• Employees are expected to use available working hours to the best advantage in carrying out 
work-related duties.  

• The conduct of an employee on the job shall not bring negative public opinion upon the City.   

• Employees are expected to treat each other in a professional, respectful manner.  Hurtful, 
disparaging, cutting remarks intended to defame, demoralize, disrespect or otherwise demean 
others will not be tolerated.  Instructive comments and suggestions for improvement are 
encouraged, provided they are given in a positive, constructive way.  

 
 Following are general rules of behavior relative to an employee’s political activities. 
 

(1) An employee of the City may express personal opinions on political subjects and 
candidates and take an active part in political management and campaigns as long as it 
does not interfere with job performance or duties and such activities occur outside of the 
workplace. 

 
(2) An employee of the City may not, directly or indirectly, during working hours or on City 

property, solicit or receive funds for political purposes. 
 
(3) An employee of the City may not, at any time, use authority or official influence as a result 

of their employment to compel any person to do any of the following:  apply for 
membership in any political organization; pay or promise to pay any assessment (other 
than their own), subscription, or contribution for political purposes; or take part in any 
political activity.  
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Section 29 applies to all full-time, part-time, and seasonal employees, including those represented by 
a collective bargaining agreement. 
 

Sec. 29a. Dress for your Day Policy 
The City follows a “Dress For Your Day Policy” allowing employees discretion to select appropriate dress for the business 

of each workday. While dress for your day is intended to be relaxed, the expectation is that employees will nevertheless 

wear clothing appropriate for their work environment.  

 

This policy is meant to provide a more generally relaxed expectation for employee attire, and no dress code can cover all 

contingencies, so employees are required to exercise sound judgment in the choice of clothing to wear to work.  

• No torn, excessively faded, dirty, patched, or frayed clothing 

• No clothing containing words, terms, or pictures that may be offensive to others.  

• No clothing which displays political messaging of any kind 

• No pants/shorts with slogans of any sort written across the buttocks  

• No shorts 

• No tank tops or sleeveless shirts 

• No clothing that reveals an employee’s stomach, bare back, chest cleavage, or underwear  

• No mini skirts  

• No athleisure or athleticwear 

• No pajama wear 
 

Certain employees in Public Services and Community Development (Building Inspections) are required to wear identifiable 

City logo apparel, provided by the City, as approved by the department director.  

 

The City will administer this policy in accordance with the Minnesota Human Rights Act and all other applicable Federal 

and State laws.  

 

The City Administrator and Department Heads will be responsible for enforcing this policy. 

 

Sec. 30.  Outside Employment. 
The purpose of this section is to establish standards for the reporting of outside employment to 
protect both the City and employees from engaging in an activity that might be construed to be a 
conflict of interest between the employee’s regular duties with the City and the outside employment. 

 

(a) Full-time employees are required to provide a written disclosure of outside employment to the 
City Administrator, or designee, prior to engaging in any other employment, activity, or 
enterprise for private gain.   

 
(b) The City Administrator shall monitor and may prohibit the outside employment, activity, or 

enterprise of employees for private gain.  Consideration will be given to the following 
conditions: 

• Outside employment must not interfere with a full-time employee’s availability during the 
city’s regular hours of operation or with a part-time employee’s regular work schedule. 
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• Outside employment must not interfere with the employee’s ability to fulfill the essential 
requirements of his/her position. 

• The employee must not use city equipment, resources or staff in the course of the outside 
employment. 

• The employee must not violate any city personnel policies as a result of outside employment. 

• The employee must not receive compensation from another individual or employer for 
services performed during hours for which he/she is also being compensated by the city. 
Work performed for others while on approved vacation or compensatory time is not a 
violation of policy unless that work creates the appearance of a conflict of interest. 

• No employee will work for another employer, or for his/her own business, while using paid 
sick leave from the city for those same hours. 

 
(c) At the discretion of the City Administrator, approval of outside employment for private gain 

may be withdrawn if it appears the outside employment is no longer appropriate. 
 
(d) An employee’s failure to disclose participation in non-City employment that is or may be 

construed to be a conflict of interest may be grounds for disciplinary action up to and including 
discharge. 

 
(e) Use of City time, staff, facilities, equipment, supplies, or influence of City employees for private 

gain or advance is prohibited.  Such occurrences may be grounds for disciplinary action up to 
and including discharge. 

 
(f) Section 31 shall apply to all full-time employees, including those represented by a bargaining 

unit. 

Sec. 31.  Solicitations.  
The purpose of this section is to set up standards for employees soliciting donations, contributions, or 
promoting appropriate fundraising activities. 
 

(a) Employees may solicit donations, contributions, or promote appropriate fundraising activities 
by posting the event or item in a neutral location in the City, i.e. lunchroom, whereby an 
employee may voluntarily make a donation or participate in the activity. 

 
(b) An employee may not directly solicit donations, contributions, or request participation in a 

fundraising activity from other employees. 
 
(c) Certain fundraising activities sponsored by the City may be exempted from this provision.  
 
(d) The home addresses and home telephone numbers of City employees shall be withheld from all 

persons, businesses, or organizations. 
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(e) Section 31 shall apply to all employees, part-time, and seasonal employees, including those 
represented by a bargaining unit.  

Sec. 32.  Tuition Reimbursement Program. 
 

Purpose 
The City of Cambridge encourages its employees to improve skills and knowledge through education.  
To assist employees in obtaining personal job-related education and career goals, the City offers the 
following tuition reimbursement program to eligible employees. 

 

(a) Eligibility:   
Eligibility for the reimbursement program shall be based on the following criteria: 

 
(1) Full-time employees, including those represented by a bargaining unit, upon successful 

completion of the initial learning and evaluation period with the City, or as individually 
agreed, shall be eligible to apply for reimbursement of job-related educational courses under 
the City’s tuition reimbursement program. 

 
(2) This program is voluntary and, as such, all course work shall be completed outside normal 

working hours. 
 
(3) In order to be considered for tuition reimbursement, the course or degree program must be 

directly related to the employee’s current job or to a position to which the employee could be 
directly promoted within the City. 

 
(4) Tuition reimbursement shall be considered only for course work taken at recognized 

accredited colleges, vocational schools, or approved adult educational programs. 
 
(5) Tuition reimbursement forms are available from the City Administrator.  
 

(b) Approval 
In order to be eligible for tuition reimbursement, all requests for course work or a degree 
program must receive prior written approval from the appropriate department head and City 
Administrator, subject to budgetary considerations. 

 
(c) Reimbursement  

An employee shall be eligible for reimbursement in accordance with the following. 
 

(1) Upon successful completion (C grade or better) of a pre-approved educational course, the City 
shall reimburse the employee for cost of the course tuition and other associated fees not to 
exceed the equivalent of the cost of tuition at the University of Minnesota for comparable 
courses.  An employee may only request reimbursement for one educational course per 
educational semester.  At the discretion of the City, the tuition reimbursement maximum may 
be waived for certain job-related accelerated undergraduate degree programs.  The City shall 
not reimburse the employee for necessary textbooks and materials, meals, or travel expenses.  
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Expenses for which the employee could be compensated through other educational incentive 
programs, such as the GI Bill, will not be covered.  Doctorate and law school programs shall 
not be eligible for tuition reimbursement under this policy. 

 

(2) If the employee leaves employment within three years from the date of completion of the 
educational course or completion of a degree, the employee shall reimburse the City for the 
cost of the educational course or the cost to the City in obtaining the degree.  The costs may 
be withdrawn from any accrued severance pay under the employment policy. 
 

(d) Section 32 shall apply to all full-time employees, including those represented by a bargaining unit.  

Sec. 33. Convention Attendance. 
(a) Conventions, seminars, workshops, or conferences of a national scope or regional (multi-state) 

gathering of national groups, may be attended by department heads.  In some cases, a division 
head or department head’s assistant (someone frequently designated to act in his or her 
absence) may attend a conference if the gathering is specifically related to his or her technical 
area.  In all cases, specific approval by the department head and City Administrator is necessary.  
In all cases, the individual attending national conferences will be on his or her own time for all 
travel related time. 

(b) In-State or pre-approved bordering state conventions, seminars, workshops, and conferences 
may be attended by department and division heads or their designated representatives.  
Attendees may include any employee if the convention directly relates to their area of work.  In 
all cases, specific approval by the department head and City Administrator is necessary. 

(c) Employees should be aware at all times that they are representing the City of Cambridge while 
attending any conference, meeting seminar, or convention.  Employees should conduct 
themselves as if they were at work. Improper conduct at any City authorized or sponsored 
event reflects poorly on the City and will be subject to disciplinary action as if it occurred during 
regular working hours. 

(d) Any costs associated with the conference or travel that exceeds budgeted amounts shall be the 
responsibility of the employee.  

(e) Section 33 applies to all permanent employees, including those represented by a collective 
bargaining unit.  

Sec. 34. Travel Reimbursement. 
The City of Cambridge may reimburse employees, including those represented by a bargaining unit, 
part-time employees, seasonal workers, volunteers, appointed (hereafter referred to as Employees), 
and elected officials, for actual expenses incurred while acting as a representative of the City. Unless 
otherwise required by law, the following conditions must be met in order to qualify for 
reimbursement: 

(a) The expenditure must qualify as a public purpose expenditure as determined by State law and 
the City of Cambridge for which the City may use public funds. 

 

141



23 
 

(b) Prior supervisory approval from the department head or City Administrator must be received 
before reimbursement will be made. 

 
(c) Reimbursement shall be made in accordance with the rules stated in this policy. 
 
(d) All requests for travel involving an overnight stay must be submitted in writing.  A copy of the 

seminar information should be attached to the request. 
 
(e) An employee shall use a City vehicle when a City vehicle is available.  Mileage allowance 

reimbursements will be established at the current IRS rates. 
 
(f) An employee shall be reimbursed for meals, when necessary, as part of the operations of the 

City or as part of training or “business lunches.”  For local meals including beverage, employees 
shall be reimbursed up to $13.00 for breakfast, $14.00 for lunch, $23.00 for dinner, or the 
maximum amount set by United States General Services Administration for meal 
reimbursement rates in Minnesota.  When an employee attends out-of-state meetings or 
training in a “metropolitan area,” the employee shall be reimbursed at the IRS reimbursement 
rates.  Reimbursement will not be provided for alcoholic beverages under any circumstance. 

 
(g) Receipts for miscellaneous travel expenses (i.e. parking fees, cab fares) are necessary for the 

employee to be reimbursed. 

Sec. 35. Mileage Reimbursement. 

(a) The City of Cambridge shall reimburse employee’s travel expenses whenever an employee is 
required to use his own vehicle for official City business. 

 
(b) Reimbursement shall be made to the employee at the rate established by the Internal Revenue 

Service each year. 
 
(c) A City vehicle is always the first preference for travel use. This limits the City’s costs in terms of 

mileage reimbursement. If for some reason, a City vehicle is not available (e.g. checked out by 
another City employee for a conference or meeting), an employee is able to use their personal 
vehicle and request mileage reimbursement at the current IRS mileage reimbursement rate.  

 
 If this situation occurs, the mileage reimbursement request should be based upon the shortest 

trip distance. If you leave and return from City Hall/Police Department/Fire Station, Public 
Works, or Northbound Liquor then you would count mileage from door to door. If you leave 
from your home and the distance is shorter from your home to the destination, then you should 
submit the shorter distance for reimbursement. If you leave from your home and the distance is 
greater than the door-to-door distance from a City building to your destination, you should 
submit the mileage as if you were departing from the City building because that is the shortest 
distance. 
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Sec. 36.  Inclement Weather. 
(a) Whenever non-exempt employees are unable to report to their assigned work place for the time 

periods designated by the City due to weather conditions (such as, but not limited to, snow, 
flooding, ice, etc.), such employees will not be compensated for time not worked. 

 
(b) Employees desiring to use accumulated compensatory time and/or vacation time for such non-

work time may do so. 
 
(c) Exempt employees are responsible for the performance of any duties not performed due to their 

temporary inability to report to their work place for assigned duties due to inclement weather. 
 
(d)  Section 36 applies to all full-time, part-time, and seasonal employees, including those 

represented by a collective bargaining unit. 

Sec. 37.  Sexual Harassment Prevention Policy. 
Sexual harassment and sex discrimination are against the law.  It is the policy of the City of Cambridge 
to abide by the federal and state laws that prohibit sexual harassment, intimidation, or coercion.  The 
supervisory and management personnel of the City are responsible for implementing this policy.  The 
City of Cambridge will investigate all complaints of actual or perceived sexual harassment formal or 
informal, written, or verbal. 

 

Sexual harassment is a form of sex discrimination that is unlawful under Title VII of the Civil Rights Act 
of 1964 and Minn. Stat. § 363, the Minnesota Human Rights Act.  A charge of discrimination may be 
filed by a person or group of people who believe they are victims of unlawful sex discrimination. 
 
Sexual harassment demeans people and creates unacceptable stress for the entire organization. The 
City will not tolerate sexual harassment of its employees by anyone, including supervisors, other 
employees, elected officials, and members of the public.  Sexual harassment is defined as any 
unwelcome sexual advance, request for sexual favor, or other verbal or physical conduct of a sexual 
nature when: 
 
(a) submission to such conduct is made, either explicitly or implicitly, a term or condition of 

employment. 
 
(b) submission to or rejection of such conduct is used as a factor in any employment decision 

affecting any individual; or 
 
(c) such conduct has the purpose or effect of unreasonably interfering with any employee’s work 

performance or creating an intimidating, hostile or offensive working environment. 
 
All employees should be careful to treat their co-workers, subordinates and supervisors with respect 
at all times. 
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Definition of Harassment 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature.  Following are examples of conduct that may be legally 
actionable sexual harassment.  These examples are not all inclusive: 

 
(a) Use of demeaning terms that have sexual connotation. 
 
(b) Objectionable physical proximity or physical contact. 
 
(c) Unwelcome suggestions regarding, or invitations to, social engagements or events. 
 
(d) Any indication, express or implied, that an employee’s job security, job assignment, 

conditions of employment, or opportunities for advancement depend or may depend on 
the granting of sexual favors to any other employee, supervisor, or manager. 

 
(e) Any action relating to any employee’s job status that is, in fact, affected by consideration 

of the granting or refusal of social or sexual favors. 
 
(f) The deliberate or careless creation of an atmosphere of sexual harassment or 

intimidation. 
 
(g) The deliberate or careless expression of jokes or remarks of a sexual nature to or in the 

presence of employees who may find such jokes or remarks offensive. 
 
(h) The deliberate or careless dissemination of materials (such as cartoons, articles, pictures, 

etc.) that have a sexual content and which are not necessary for work to employees who 
may find such materials offensive. 

 
(i) Unwelcome behavior or words directed at an individual because of gender. 
 

Employee Responsibility 
All employees shall be careful to treat their co-workers, subordinates, and supervisors with respect at 
all times. 
 
Reporting 
Any employee who feels that (s)he is a victim of sexual harassment, or who believes (s)he has 
witnessed sexual harassment, or who knows of activities which constitute sexual harassment, is 
expected to immediately report such actions in accordance with the following procedure: 
 
1) Any employee who feels that he or she is being subjected to sexual harassment in any form, shall, 

if the aggrieved employee feels comfortable in doing so, inform the person engaging in the sexual 
harassing conduct or communication that such conduct or communication is offensive, against 
City policy, and must stop. Any employee who has witnessed or believes that (s)he is a victim of 
sexual harassment or knows of activities that constitute sexual harassment is expected to report 
the act immediately to their Department Head, City Administrator, or City Attorney. 
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 2) If the employee does not feel comfortable informing the person engaging in sexual harassing 
conduct an employee may contact the employee’s supervisor or department head if the 
employee is comfortable in doing so. The employee may also contact: 

City Administrator 
City Attorney  
 

3) Any employee who becomes aware or is concerned about a perceived incident of sexual 
harassment must report this activity to a manager, department head, or the City Administrator. If 
the incident involves the City Administrator, the employee should report the incident to the City 
Attorney. 

 

4) Any supervisor, manager, or department head receiving a report must contact the City 
Administrator or the City Attorney in cases where the complaint involves the City Administrator. 

 

5) Any employee who believes he or she has been subjected to sexual harassment may also contact: 

i. Isanti County Human Rights Commission 
 555 18th Ave. SW 
 Cambridge, MN 55008 
 763-689-3859 
 
ii. Minnesota Department of Human Rights 

190 East 5th Street, Suite 700 
Saint Paul, MN 55101 
Phone: 651-296-5663 or 800-657-3704 
TTY: 651-296-1283 
Fax: 651-296-9042 

 
iii. The Equal Employment Opportunities Commission 

500 West Madison Street, Suite 2000 
Chicago, Illinois 60661  
Phone: 1-800-669-4000  
Fax: 312-886-1168  
TTY: 1-800-669-6820  

 
Investigation 
Any employee or supervisor who has been found to have sexually harassed another employee may 
be subject to appropriate disciplinary action, up to and including immediate discharge. 

 
If a formal investigation of a compliant is warranted, the City will conduct the investigation in a 
discreet manner.  The City recognizes that every investigation requires a determination based on all 
the facts in the matter.  The City also recognizes the serious impact a false accusation can have. 
 
The City will not tolerate retaliation against an employee who files a complaint alleging sexual 
harassment.  The City will discipline any employee who retaliates against another employee who files 
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a complaint alleging sexual harassment or who testifies, assists, or participates in any manner in any 
investigation into a complaint alleging sexual harassment.  Retaliation includes, but is not limited to, 
any form of intimidation, reprisal or harassment.  
 
Discipline 
Sexual harassment of any employee, or volunteer, of the City by another employee, elected official, 
volunteer, or contractor of the City will not be tolerated.  If investigation of a complaint of sexual 
harassment produces evidence that such harassment has occurred, appropriate disciplinary action 
will be taken up to and including discharge. 
 
Section 37 shall apply to all full-time, part-time, and seasonal employees, including those represented 
by a bargaining unit. 

Sec. 38. Workplace Use of Physical Force by Employees. 
(a) All employees of the City of Cambridge are prohibited from any use of physical force or physical 

enforcement unless the employee determines that any of the following conditions exist.  
 

(1) Physical force is necessary to protect the health and welfare of the person involved. 
 
(2) Physical force is necessary to protect the health and welfare of others. 
 
(3) Physical force is necessary to protect the health and welfare of the employee in self-

defense. 
 
(b) Section 38 shall apply to all full-time, part-time, and seasonal employees, including those 

represented by a bargaining unit. This policy does not apply to the Police Department in the 
conduct of law enforcement activities. The Police Department’s Use of Force policy applies for 
law enforcement activities. 

Sec. 39. Workplace Violence Prevention. 
(a) The City of Cambridge is committed to preventing workplace violence and to maintaining a safe 

work environment. The City has adopted the following guidelines to deal with intimidation, 
harassment, or other threats of (or actual) violence that may occur during business hours or on 
its premises. 

 
(b) All employees, including supervisors and temporary employees, should be treated with courtesy 

and respect at all times. Employees are expected to refrain from fighting, “horseplay,” or other 
conduct that may be dangerous to others. Firearms, weapons, and other dangerous hazardous 
devices or substances are prohibited from the facilities of the City without proper authorization. 

 
(c) Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of 

the public at any time, including off-duty periods, will not be tolerated. This prohibition includes 
all acts of harassment, including harassment that is based on an individual’s sex, race, age, 
sexual orientation, or any characteristic protected by federal, state, or local law. 
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(d) All threats of (or actual) violence, both direct and indirect, should be reported as soon as 
possible to an employee’s immediate supervisor or any other member of management. This 
includes threats by employees, as well as threats by customers, vendors, solicitors, or other 
members of the public. When reporting a threat of violence, the employee should be as specific 
and detailed as possible.  All suspicious activities should also be reported as soon as possible to 
a supervisor. An employee should not place himself or herself in peril. If an employee sees or 
hears a commotion or disturbance near the employee’s workstation, the employee should not 
try to intercede or see what is happening. 

 
(e) The City may take appropriate action when dealing with customers, former employees, or 

visitors to the facility who engage in violent behavior.  Such action may include notifying the 
police or other law enforcement personnel and prosecuting violators of this policy to the 
maximum extent of the law. 

 
(f) The City will promptly and thoroughly investigate all reports of threats of (or actual) violence 

and of suspicious individuals or activities. The identity of the individual making a report will be 
protected as much as is practical. In order to maintain workplace safety and the integrity of its 
investigation, the City may suspend employees, either with or without pay, pending 
investigation. 

 
(g) Anyone determined to be responsible for threats of (or actual) violence or other conduct that is 

in violation of these guidelines will be subject to prompt disciplinary action up to and including 
termination of employment. 

 
(h) The City encourages employees to bring their disputes or differences with other employees to 

the attention of their supervisors or the City Administrator before the situation escalates into 
potential violence. The City is eager to assist the resolution of employees’ disputes and will not 
discipline employees for raising such concerns. 

 
(i) Section 39 applies to all full-time, part-time, and seasonal employees, including those 

represented by a collective bargaining unit. 

Sec. 40. Computer Usage. 
The purpose of these policies is to assist the City in protecting its computer system security and 
assets, to protect the privacy rights of employees, to manage City resources, and to protect the rights 
of third parties for appropriate access to City files. These policies address access and use of computer 
hardware, software, data, and electronic mail messages.  It also sets forth the City’s policies with 
regard to disclosure of computer files, created or received, or electronic mail messages sent or 
received by City employees with the use of the City’s computer resources or electronic mail system. 
 
These policies set forth the proper use of computer hardware, software, data, and the electronic mail 
system provided by the City. The City intends to honor these policies but reserves the right to change 
them as the City may deem reasonable under the circumstances. All employees that will work with 
the City’s computers are responsible for reading and adhering to these policies.   
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Storage of Data 
All data shall be stored on the network server.  Tape drives are provided for back-up purposes - this 
does not back-up the workstation hard drives [the “C” drive].  The process of re-configuring 
workstations as the environment changes may at any time result in the loss of data stored on the 
workstations hard drive. 
 
Management of Files 
Because the storage capacity of the networks is limited, all users are responsible for deleting 
outdated files.  Files that are older than three years in employees’ personal directories or shared City 
Hall are considered outdated.  Administration will periodically, without warning, delete any files that 
are outdated. 
 
Portable Files 
To facilitate off-site work, employees may copy appropriate files to and from USB storage devices.  
Appropriate files include word processing documents, electronic spreadsheets and presentation 
graphic files (examples include files created in Word for Windows, Excel or PowerPoint).  No other 
files may be copied from or to City computers. 
 
Work Product Ownership 
All information developed on a City computer system or introduced to a City computer system is the 
property of the City of Cambridge, regardless of where it was created. 
 
Likewise, all information developed by a Cambridge employee on computers outside of the City, if in 
conjunction with his or her employment with the City, is the property of the City of Cambridge.  
Copies of such files must be provided to the City, which has exclusive rights to retain, maintain and 
modify files. 
 
Virus Protection 
Users shall not change their system’s configuration or take other steps to defeat virus protection 
devices or systems. Individual employees are responsible for verifying that disks used or received 
from outside computers are scanned for viruses prior to their use in City computers.  Contact MIS for 
assistance in having the diskettes checked. 
 
Configuration 
Individual workstations are configured to operate in a complex, networked environment.  Users may 
not change their system’s setup files.  Users who believe their setup files are not configured properly 
should contact MIS staff for assistance. 
 
Use 
The information system at the City of Cambridge shall be used to conduct City business, except at 
outlined in Personal Use of City PC’s. Before leaving work, users must log off the network. Users must 
shut-down their individual workstations every Friday for the weekend and before going on vacation.   
 
Licensed Software 
The City of Cambridge complies with all software copyrights and terms of all software licenses.  City 
employees may not duplicate licensed software or related documentation.  Any such duplication may 
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subject employees and/or the City to both civil and criminal penalties under the United States 
Copyright Act.  Personal software may be installed only at the direction and with the approval of MIS 
staff.  Unapproved software or downloads may compromise the City’s computer system, and maybe 
removed by MIS staff without notice. City-owned software may not be loaded on external systems 
unless the license agreement allows such use and the MIS Coordinator approves. 
 
SECURITY 
Overview 
Electronic information is a significant asset of the City of Cambridge.  The goal of information system 
security is to protect information from unauthorized or inappropriate access or modification. 
 
Control of Security 
Users, with the exception of the City Administrator, shall not add additional security, such as 
passwords, to their workstations or files.  Users who believe they have security needs that go beyond 
current information technology standards and tools should contact the MIS Coordinator. 
 
User Access Controls/Network Passwords 
Computer users shall identify themselves to the system by signing on with their assigned user name.  
Users shall never attempt to sign on to the system with any other user name.  All users shall maintain 
passwords as required by MIS.  Passwords shall not be shared with anyone for any reason.  If a user 
forgets the password, the MIS Coordinator will facilitate assigning a new password.  Network 
passwords will change every three months.  It is the responsibility of the individual to select their 
password. 
 
Access to Data 
The user’s ability to view, add, or modify information in network files is based on access rights 
configured by MIS staff.  The MIS Coordinator may change user access rights as necessary to the 
transaction of City business. 
 
SOFTWARE USE AND THE LAW 
In addition to authorized roles regarding software, the legal implications for improper handling of 
software can be significant: 
 
According to U.S. Copyright Law, illegal reproduction of software can be subject to civil damages of as 
much as $100,000 per work copied, and criminal penalties, including fines and imprisonment.  The 
City of Cambridge does not condone the illegal duplication of software or any other form of criminal 
activity.  Employees who engage in such activity are also subject to discipline using City personnel 
policies and union contracts. 
 
Employees should contact MIS if you need more information on software use and the law. 
 
PERSONAL USE OF CITY PC’s 
The City currently allows personal use of City PCs only by City employees during non-work hours 
when the PCs are not being used for City business.  Employees are to provide their own paper and 
store their personal files only on their personal data storage devices.   
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City PCs are not to be used to manage any part of a private business for personal gain, political issues, 
or criminal activity.  No personal software is to be used on City PC’s.  Supervisors who determine that 
such uses are interfering with City business or are otherwise engaged in use that is inconsistent with a 
positive public image may prohibit specific personal uses. Other organizations will not use the City of 
Cambridge computers.   
 
PORTABLE COMPUTER USAGE 
Portable personal computer(s) can be used for City business, outside of City facilities, after normal 
working hours provided these procedures are followed: 
 
The building the portable personal computer is located in has first priority. 
 
The City Administrator or MIS Coordinator must approve other employees’ usage of the portable 
personal computer after normal working hours. 
 
Portable computers will be “checked out” on a first come, first served basis.  The following are the 
“librarians” at City Hall: 

MIS Coordinator 
City Administrator 

 
The employee must read and sign the Employee Portable Computer Agreement.  It is the “librarian’s” 
responsibility to ensure this is done. 
 
If a portable computer is stolen while outside of the City facilities, an insurance claim should first be 
submitted to the individual’s insurance company. 
 
If their insurance company pays for the theft, the check should be signed over to the City and given to 
the Director of Finance. If the insurance company does not pay, the letter of denial should be 
forwarded to the Director of Finance.  
 
An employee may only use the City’s portable personal computer(s) for personal work within City 
facilities and in conformance with Personal Use Policy. 
 
ELECTRONIC MAIL AND OTHER PRIVACY ISSUES 
City e-mails exist for work-related use. Any personal e-mails received by an employee could be 
considered public under the State Data Practices Act. Following are basic guidelines for using 
electronic mail (E-mail) or any other form of storing data as a City employee: 
 

• Tact counts.  If there is any doubt whether E-mail is the right medium for a message, use 
another form of communication. 

 

• If you are a supervisor, never deliver a reprimand via E-mail 
 

• Never gossip or provide personal information about yourself or someone else or emotional 
responses to business memos. 
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• The use of insensitive language, or derogatory, offensive, or insulting remarks maybe subject 
to discipline per City personnel policies and practices and Union contracts. 

 

• The use of harassing language, including sexually harassing language or any remarks that may 
be misinterpreted as such maybe subject to discipline per City personnel policies and practices 
and Union contracts. 

 

• E-mail IS NOT confidential, is subject to the Minnesota Data Practices Act, and will be 
periodically reviewed. 
 

• The MIS department may periodically require a user to clean out their in-box and sent items 
to save server space. Prior to deletion, the records retention schedule should be consulted to 
see if it must be stored as correspondence in Laserfiche. 
 

• E-mail should be checked at least daily, unless the individual is away from the office. 
 
In other words, use common sense and focus on City business. At this time, not all-individual 
employees will have individual e-mail accounts.   
 
INTERNET USE 
The use of the Internet during work hours should be limited to those subjects that are directly related 
to an individual’s job duties for the City of Cambridge.  Employees are advised to exercise discretion 
when using the Internet for personal business since any use can be monitored by individuals outside 
the organization, and will be monitored by MIS staff. 
 
The primary function of the computer system is to assist in service delivery to our residents and 
customers.  Allowing employees to spend personal time learning how to use and conduct research on 
the Internet will ultimately result in improved performance as employees for the City of Cambridge. 
 
To that end, employees may access web sites for personal use after business hours or during non-
work time such as lunch. This use is limited to web sites that are considered “business appropriate” 
and employees are expected to exercise good judgment when accessing sites.  Employees may not 
intentionally access any site that is inappropriate for a public sector employee, or which could cause 
embarrassment to the organization or the employee.  If this occurs, employees are expected to notify 
their supervisor.  Public sector organizations are held to a high standard of scrutiny and ethical 
behavior.  Some examples of inappropriate sites include adult entertainment, sexually explicit 
material, web sites promoting violence or terrorism, illegal use of controlled substances (drugs) and 
intolerance of other people/races/religions, etc. 
 
Large files downloaded from the Internet must be copied to a USB storage device and printed at 
home. 
 
Department Heads will determine which employees are given access to the Internet. 
 
Except as specifically provided here, employees are not allowed to utilize social media or instant 
messaging on City computers for personal use purposes.  
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WEBSITE 
The City of Cambridge has a web site on the Internet.  The City of Cambridge web site is designed to 
be a fast, convenient way to communicate to people. 
 
Information Format 
Departments will be required to review their information at least quarterly to ensure it is accurate 
and current.  If information changes between the quarterly reviews, it should be updated 
immediately by submitting the updates to the individual maintaining the City’s website. 
 
Meeting Information 
All meetings that are open to the public should be included on the web site.  It is the responsibility of 
the department staffing the meeting to get the meeting dates/times on the website. Information may 
include agendas, letters sent to residents, bulletins placed in newspapers, etc. 
 
Meeting information should, when possible, be put on the City’s website a minimum of two full 
working days prior to the meeting date if it is to appear on the web site.  For example, agendas for 
Wednesday night meetings should be posted by Monday morning.  As with anything, the sooner the 
information is posted the better. 
 
Links to Other Sites 
The City of Cambridge’s web site is for informational purposes only.  It is not intended to be a venue 
for advertisements or endorsements.  Our web site will provide links to other web sites only if the 
web site is for a governmental or quasi-governmental entity.  Quasi-governmental organizations 
include libraries, license bureaus, etc.  The City will not create a link to other businesses or non-profit 
organizations, with the exception of those businesses included in the Business Directory. 
 
Web Space to Other Organizations 
The City of Cambridge will not provide web space to other businesses or organizations.  The web site 
is leased on an annual basis, from an outside vendor.  To allow others access to this space would be 
logistically difficult and opens the City information up to security issues and additional costs. 
 
Business Directory 
The City of Cambridge’s web site does include a Business Directory.  This is provided as a service to 
current and potential residents and will include only businesses such as electric, gas, telephone, cable 
and County services.  It is not a means of allowing businesses to advertise their services.  Information 
included in this portion of the site is: business or organization name, address and location, phone 
number, brief description of services provided and a link to their web site, if applicable.  No Company 
logos, graphics or pictures will be included in the Business Directory. 
 
E-mail 
The City’s web site allows visitors to send us e-mail.  The City’s general e-mail address is 
info@ci.cambridge.mn.us.  The City’s e-mail will be checked daily for new messages and messages 
will be distributed to the appropriate City department.  All efforts should be made to respond to e-
mail requests in a timely manner. 
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Occasionally, the City will receive e-mail requests that more properly belong to another agency or 
organization.  While City staff will attempt to contact the appropriate party with the request, we are 
not responsible for conveying non-City-related information to outside organizations.  In the event 
that City staff cannot find the appropriate contact, the requestor should be notified that we are 
unable to forward their request. 
 
ELECTRONIC AND VOICE MAIL COMMUNICATIONS 
Electronic communications can take a variety of forms such as telephone messages, voice mail, 
facsimile, electronic mail and similar computer-based documents. 
 
Electronic communication is any message or data sent or received electronically.  There are two main 
categories of electronic communication currently being utilized by the City: Electronic mail and voice 
mail.  Electronic mail or e-mail is computer based and involves receiving and delivering some type of 
computer output (messages, letters, memos, spreadsheets, etc.) via the City network and phone 
lines.  Voice mail is a system whereby sounds, usually voices, are digitally recorded, transmitted, and 
stored.  The City of Cambridge e-mail and voice mail systems are provided to facilitate City business 
communication among employees and other business associates.  To assure the continued benefits 
that e-mail and voice mail makes possible it is necessary for all employees using these forms of 
communication to adhere to uniform policies. 
 
Proper Use 
The e-mail and voice mail systems are City property and are intended for City business.  The systems 
are not to be used for employee personal gain, illegal activities, or political activities.  All data and 
other electronic messages within these systems are the property of the City of Cambridge.  Limited 
and brief personal use of e-mail and voice mail is acceptable. 
 
Privacy 
As a matter of routine, the City will not monitor e-mail or voice mail messages.  However, the City, 
through its managers, supervisors and MIS staff, reserves the right to and may periodically review the 
contents of employee’s e-mail or voice mail files.  Also, employees may not intentionally intercept, 
eavesdrop, record, alter, or receive other persons e-mail without proper authorization. 
 
Sensitive Issues 
Avoid language that is insensitive, insulting, offensive, derogatory, harassing, or discriminatory.  If you 
are in doubt whether electronic communication is the proper medium for a message, use another 
form of communication. 
 
Checking E-mail and Voice Mail 
Both e-mail and voice mail should be checked at least daily.  If the message requests a response the 
response should be sent as soon as possible.   
 
Day Long Absence 
For absences of one day or longer the “Out of Office Assistant” (OOA) should be used for the e-mail 
system.  The OOA is found under the “Tools” menu when using the “in-box”.  A temporary voice mail 
greeting should also be activated for the voice mail system.  When leaving a message in the OOA or in 
the temporary voice mail greeting, please remember to state what day or days you will be gone and 
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leave the name of someone who can be contacted in your absence.  Remember to make 
arrangements with your alternate contact on days when you will be gone. 
 
Deleting Messages 
Generally, voice mail messages are temporary communications, which are non-vital and may be 
discarded routinely.  However, depending on the content of the message, it may be considered a 
more formal record and should be retained pursuant to the departments record retention schedule. 
E-mails will fall under the City’s record retention schedule. 
 
E-mail Address  
To facilitate use of the e-mail system, you may give your individual e-mail address to professional 
associates, vendors, and other business contacts.   
 
Junk Mail (Spam) 
Delete junk mail a soon as possible.  If you do not desire mail from any sender you may reply with an 
e-mail that asks to be deleted from any e-mail list. 
 
Graphics 
Graphics require a lot of memory.  Distribution of graphics should be limited to those who are 
necessary recipients. Messages with a graphic should be deleted as soon as possible.  Animations 
require large amounts of memory and should be avoided.   
 
Voice Mail Greetings 
Voice mail greetings should include information such as “Hello you have reached xxx, I am sorry I 
missed your call. Please leave me your message after the tone and I will return your call. If you need 
immediate assistance, please press zero and the receptionist can redirect your call.”  
 
If you will be out of the office for longer than eight hours your greeting should reflect that you will be 
out of the office and when you will return. All electronic communications reflect the City of 
Cambridge and should be business oriented and professional in content.  In other words, use 
common sense and focus on City business. 
 
CALENDAR/SCHEDULER USE 
All employees who have Microsoft Outlook program should use the calendar/scheduler program to 
schedule all appointments and meetings. All meetings, vacations, and appointments should be 
updated on calendars daily. 
 
Using the “set up meeting” function to schedule meetings with other staff or groups can be 
productive. Schedule time as busy, not tentative, when you are scheduling your own time as well as 
using the Meeting Planner. 
 
When scheduling a meeting, be sure the reminder option is turned on.  Set the reminder to come on 
prior to the meeting time.  Staff will get a reminder for the meeting and won’t be late. 
 
Travel time should be included when scheduling time for you or through the Meeting Planner.  When 
you create the meeting, you can note the meeting time and travel time in the comment section. 
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The City Events Calendar should also be used to reserve a specific meeting room and equipment. 
 
REMOTE ACCESS FROM HOME 
If approved by the City Administrator, an employee may be authorized to have remote access to the 
City’s Microsoft Exchange server via a cellular device. If approved by the City Administrator, an 
employee may be authorized to access the City’s main server through their home computer via an 
internet connection. All remote access connections must be checked by the City’s IT consultant to 
ensure proper setup, to ensure that virus protection is enabled on all devices accessing the City’s 
servers, and to ensure there are no security vulnerabilities. 
 
If approval is given for remote access, work off City premises must be approved in advance by either 
the Department Head or City Administrator. 
 
System Requirements 
Due to the speed of changing technology, the City’s IT Consultant will determine system 
requirements for virus protection and other security measures to ensure the safety of the City’s 
servers and information stored on these servers. The system requirements issued by the IT 
Consultant must be followed in order for access to be granted. If the system requirements are not 
met, remote access will not be granted and can also be revoked. 
 
Employee Responsibilities 
The employee is responsible for keeping their computer secure against unauthorized use.  They are 
responsible for any activity that is generated on the City of Cambridge’s network by their computer.  
Remote access use is always subject to all other computer policies. 
 
GLOSSARY 
Electronic Mail (E-mail): A network application that allows the network users to exchange 
electronic messages with one another.  E-mail can allow users to attach computer files to the 
message, print a message and send the same message to many users at once. 
 
File Server: A computer that provides network stations with controlled access to shareable resources. 
 
Local:  Any device that is physically present at your workstation.  The term refers most often to hard 
disk and floppy disk drives. 
 
Local-Area-Network (LAN): Describes a method of linking, generally by cables, personal computers 
in a specific work area, such as, a department of office.  Networked PCs can share data and resources 
such as file storage space, software and printers. 
 
Management Information Systems (MIS) Committee: A review and approval committee comprised 
of City of Cambridge staff. 
 
Microcomputer (Micro): Computers that use miniature chips or microprocessors.  Microcomputers 
are also called personal computers, PCs or workstations. 
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Multi-user Access: More than one computer user can access an application or database 
concurrently. 
 
Network Administrator/MIS Coordinator: In this document, the term Network Administrator/MIS 
Coordinator refers to the Director of Finance. 
 
Personal Computer (PC): See Microcomputer. 
 
Personal Storage Devices:  This refers to computer hard disks, floppy disks, tapes, compact disks 
(CDs), or any other media used to store data used on portable computers or microcomputers. 
 
Remote Computer Services: Computer services that are part of the organization’s data processing 
and can be accessed only through a wide-area-network or modem. 
 
Virus: A segment of replicating computer code that attaches itself to application programs or other 
executable system components.  These code segments copy themselves and spread from program to 
program and from computer to computer. 
 
Voice Mail:  A system whereby sounds, usually voices, are digitally recorded, transmitted, and 
stored. 
 
Wide-Area-Network (WAN): A long-distance network distributed geographically but connected via 
telecommunication links. 
 
Workstation: A personal computer that performs local processing and network services. 

Sec. 41. Drugs and Alcohol in the Workplace.  
In accordance with Federal Law, the City of Cambridge has adopted the following policy on drugs in 
the workplace:  
 
a) Employees are expected and required to report to work on time and in appropriate mental and 

physical condition. It is the City’s intent and obligation to provide a drug-free, safe and secure 
work environment.  

 
b) The unlawful manufacture, distribution, possession, or use of a controlled substance on City 

property or while conducting City business is absolutely prohibited. Violations of this policy will 
result in disciplinary action, up to and including termination, and may have legal consequences.  

 
c) The City recognizes drug abuse as a potential health, safety, and security problem. Employees 

needing help in dealing with such problems are encouraged to use their health insurance plans, as 
appropriate.  

 
d) Employees must, as a condition of employment, abide by the terms of this policy and must report 

any conviction under a criminal drug statute for violations occurring on or off work premises while 
conducting City business. A report of the conviction must be made within five (5) days after the 
conviction as required by the Drug-Free Workplace Act of 1988.  
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e) Employees shall follow the City of Cambridge DRUG AND ALCOHOL TESTING POLICY originally 

adopted September 16, 1999, and any amendments that may be made from time to time.  
Violation of the drug and alcohol policy may result in disciplinary action, up to and including 
termination from employment. 

Sec. 42. Communications Policy for Employees. 
The City of Cambridge strives to provide the public accurate and timely information, communicated 
in a professional manner, and in accordance with the laws regarding public information and data 
practices.   
 
This policy provides guidelines for all external communications from the City using various mediums 
including: 
 

• Printed materials such as newsletters, articles, and brochures. 

• Electronic materials such as email, postings to web sites or social media sites. 

• Media relations such as requests for interviews, news releases, and media inquiries. 
 
The City also recognizes that employees may sometimes comment on City matters outside of their 
official role as an employee of the City of Cambridge.  Therefore, this policy also provides guidelines 
for employees when communicating as a private citizen on matters pertaining to City business.   
 
GENERAL GUIDELINES FOR ALL COMMUNICATIONS (OFFICIAL AND PERSONAL) 
All City employees have a responsibility to help communicate accurate and timely information to the 
public in a professional manner.  Any employee who identifies a mistake in reporting should bring the 
error to the City Administrator or other appropriate staff.   Regardless of whether the communication 
is in the employee’s official City role or in a personal capacity, employees must comply with all laws 
related to trademark, copyright, software use etc.  Employees must also follow all City policies that 
may apply. Examples of relevant policies include:  
 

• Technology and Computer Use Policy.  See Section 40 Computer Usage. 
 

• Respectful Workplace Policy.  For example, e EEmployees cannot publish information that is 
discriminatory, harassing, threatening, or sexually explicit. This policy should be reviewed and 
complied with in full.  See Section 29 Employee Conduct. 
 

• Data Practices Policy.  For example e EEmployees cannot disclose private or confidential 
information and must route data practices requests to the City’s designated responsible 
authority.  This policy should be reviewed and complied with in full. 
 

• Political Activity Policy. Employees cannot use City resources or participate in personal 
political activity while on City time or while discharging City responsibilities. No employee may 
act in a manner that suggests that the City either supports a particular candidate or political 
issue, or endorses the personal political opinions of the employee. This policy should be 
reviewed and complied with in full. 
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Social Media Policy. Social networking in government serves two primary functions: to communicate 
and deliver messages directly to citizens and to encourage citizen involvement and feedback. 
Information which is distributed via social networking must be accurate, consistent, and timely and 
meet the information needs of the City’s customers. Since social media is used for social networking, 
this policy seeks to ensure proper use of the City of Cambridge’s social media sites by its 
representatives. 
 
The City wishes to establish a positive and informative social media presence. City representatives 
have the responsibility to use the City’s social media resources in an efficient, effective, ethical and 
lawful manner pursuant to all existing City and departmental policies. This policy also provides 
guidelines and standards for city representatives regarding the use of social media for communication 
with residents, colleagues and all other followers. 
 
The City will determine, at its discretion, how its web-based social media resources will be designed, 
implemented and managed as part of its overall communication and information sharing strategy. 
City social media sites may be modified or removed by the City at any time and without notice, as 
described in this document. 
 
City of Cambridge social media accounts are considered a City asset and administrator access to these 
accounts must be securely administered in accordance with the City’s Computer Use policy. The City 
reserves the right to shut down any of its social media sites or accounts for any reason without 
notice. 
 
All social media web sites created and utilized during the course and scope of an employee’s 
performance of his/her job duties will be identified as belonging to the City, including a link to the 
City’s official web site. 
 
Scope 
This policy applies to any existing or proposed social media web sites sponsored, established, 
registered or authorized by the City. This policy also covers the private use of the City’s social media 
accounts by all City representatives, including its employees and agents, Council members, appointed 
board or commission members and all public safety volunteers to the extent it affects the City.  
Questions regarding the scope of this policy should be directed to the City Administrator. 
 
Definition 
Social media are internet and mobile-based applications, websites and functions, other than email, 
for sharing and discussing information, where users can post photos, video, comments and links to 
other information to create content on any imaginable topic. This may be referred to as “user-
generated content” or “consumer-generated media.” 
  
Social media includes, but is not limited to: 

• Social networking sites such as Facebook, LinkedIn, Twitter, Nextdoor, and online dating 
services/mobile apps 

• Blogs 

• Social news sites such as Reddit and Buzzfeed 
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• Video and photo sharing sites such as YouTube, Instagram, SnapChat, and Flickr 

• Wikis, or shared encyclopedias such as Wikipedia 

• An ever-emerging list of new web-based platforms generally regarded as social media or 
having many of the same functions as those listed above 

 
As used in this policy, “employees and agents” means all City representatives, including its employees 
and other agents of the city, such as independent contractors or Council members. 
 
Rules of Use 
City employees and agents with administrator access are responsible for managing social media 
websites. Facilities or departments wishing to have a new social media presence must initially submit 
a request to the City Administrator in order to ensure social media accounts are kept to a sustainable 
number and policies are followed. All approved sites will be clearly marked as the City of Cambridge 
site and will be linked with the official City website. No one may establish social media accounts or 
websites on behalf of the City unless authorized in accordance with this policy. 
 
Administration of all social media web sites must comply with applicable laws, regulations, and 
policies as well as proper business etiquette. 
 
Social media will be used to educate and inform on issues related to the City. The only items that will 
be posted on the City’s social media accounts are: 
 

 City of Cambridge information and announcement (e.g. ordinances, meeting 
agendas/dates/times, emergency notifications, news, notices, education/information, community 
policing, hydrant flushing, winter parking, closures, Northbound Liquor sales, events, etc.) 
 
Events sponsored by the City of Cambridge, Cambridge Fire Relief Association, North 65 Chamber 
of Commerce, Discover Downtown, Cambridge Art Fair, Customer Appreciation Committee, 
County Post Review, Isanti Chisago Star, or a local non-profit based in the City of Cambridge. 
 
Business promotions or events for businesses within the Cambridge City limits. 

 
City social media accounts accessed and utilized during the course and scope of an employee’s 
performance of his/her job duties may not be used for private or personal purposes or for the 
purpose of expressing private or personal views on personal, political or policy issues or to express 
personal views or concerns pertaining to City employment relations matters. 
 
No social media or website may be used by the City or any City employee or agent to disclose private 
or confidential information. No social media web site should be used to disclose sensitive 
information; if there is any question as to whether information is private, confidential or sensitive, 
contact the City Administrator. 
 
When using social media sites as a representative of the City, employees and agents will act in a 
professional manner. Examples include but are not limited to: 
 

• Adhere to all City personnel and Computer Use policies 
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• Use only appropriate language 
 

• Be aware that content will not only reflect on the writer but also on the City of Cambridge as a 
whole, including elected officials and other city employees and agents. Make sure information 
is accurate and free of grammatical errors. 

 

• Not providing private or confidential information, including names, or using such material as 
part of any content added to a site. 
 

• Not negatively commenting on community partners or their services, or using such material as 
part of any content added to a site. 
 

• Not providing information related to pending decisions that would compromise negotiations. 
 

• Be aware that all content added to a site is subject to open records/right to know laws and 
discovery in legal cases. 
 

• Always keep in mind the appropriateness of content. 
 

• Comply with any existing code of ethical behavior established by the City. 

Where moderation of comments is an available option, comments from the public will be moderated 
by City staff, with administrative rights, before posting. Where moderation prior to posting is not an 
option, sites will be regularly monitored by City staff. 
 
City staff with administrative rights will not edit any posted comments. However, comments posted 
by members of the public will be removed if they are abusive, obscene, defamatory, contain foul 
language, in violation of the copyright, trademark right or other intellectual property right of any 
third party, or otherwise inappropriate or incorrect. The following are examples of content that may 
be removed by City staff before or shortly after being published: 
 

• Potentially libelous comments 

• Obscene or racist comments 

• Personal attacks, insults, or threatening language 

• Plagiarized material 

• Private, personal information published without consent 

• Comments totally unrelated to the topic of the forum 

• Commercial promotions or spam 

• Hyperlinks to material that is not directly related to the discussion 

Personal Social Media Use 
The City respects employees and agents’ rights to post and maintain personal websites, blogs and 
social media pages and to use and enjoy social media on their own personal devices during non-work 
hours. The City requires employees and agents to act in a prudent manner with regard to website and 
internet postings that reference the City, its personnel, its operation, or its property. Employees, 
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agents, and others affiliated with the City may not use a city brand, logo or other city identifiers on 
their personal sites, nor post information that purports to be the position of the City without prior 
authorization. 
 
City employees are discouraged from identifying themselves as city employees when responding to or 
commenting on blogs with personal opinions or views. If an employee chooses to identify him or 
herself as a City of Cambridge employee, and posts a statement on a matter related to City business, 
a disclaimer similar to the following must be used: “These are my own opinions and do not 
represent those of the City.” 
 
There may be times when personal use of social media (even if it is off-duty or using the employee’s 
own equipment) may spill over into the workplace and become the basis for employee coaching or 
discipline. Examples of situations where this might occur include: 
 

• Friendships, dating or romance between co-workers 

• Cyber-bullying, stalking or harassment 

• Release of confidential or private data; if there are questions about what constitute 
confidential or private data, contact the Director of Finance. The Director of Finance is 
appointed by the City Council as the City’s Data Practices Authority.  

• Unlawful activities 

• Misuse of city-owned social media 

• Inappropriate use of the city’s name, logo or the employee’s position or title 

• Using city-owned equipment or city-time for extensive social media use. Facebook accounts 
created by Department Heads for the purpose of posting information and responding to 
comments on the City of Cambridge’s Facebook page is not considered a personal account, 
but is considered a City of Cambridge employee account.  

 
Each situation will be evaluated on a case-by-case basis because the laws in this area are complex. If 
you have any questions about what types of activities might result in discipline, please discuss the 
type of usage with the City Administrator  
 
Data Ownership 
All social media communications or messages composed, sent, or received on city equipment in an 
official capacity are the property of the City and will be subject to the Minnesota Government Data 
Practices Act. This law classifies certain information as available to the public upon request. The City 
also maintains the sole property rights to any image, video or audio captured while a City employee is 
representing the City in any capacity. 
 
The City retains the right to monitor employee’s social media use on city equipment and will exercise 
its right as necessary. Users should have no expectation of privacy. Social media is not a secure means 
of communication. 
 
Policy Violations 
Violations of the Policy will subject the employee to disciplinary action up to and including discharge 
from employment. 
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ADDITIONAL GUIDELINES FOR OFFICIAL CITY COMMUNICATIONS 
Handling General Requests:  
All staff are responsible for communicating basic and routine information to the public in relation to 
their specific job duties.  Requests for private data or information outside of the scope of an 
individual’s job duties should be routed to the City’s responsible authority under the State’s Data 
Practices Act. 
 
Handling Media Requests:  
With the exception of routine events and basic information that is readily available to the public, all 
requests for interviews or information from the media are to be routed to the City Administrator.  
Media requests include anything intended to be published or viewable to others in some form such 
as television, radio, newspapers, newsletters, and web sites.  
When responding to media requests, employees should follow these steps: 
 

1. If the request is for routine or public information (such as a meeting time or agenda) provide 
the information. 
 

2. If the request is regarding information about City personnel, potential litigation, controversial 
issues, an opinion on a City matter, or if you are unsure if it is a “routine” question, forward 
the request to the City Administrator. If it involves a police matter the request should be 
referred to the Chief of Police. An appropriate response would be, “I’m sorry, I don’t have the 
full information regarding that issue.  Let me take some basic information and submit your 
request to the appropriate person who will get back to you as soon as he/she can.” 
 

• Ask for the media representative’s name, questions, deadline, and contact information 
(phone number and e-mail). 

 
Communicating on behalf of the City 
The Mayor, Acting Mayor, City Administrator, City Attorney, and Department Heads are authorized to 
communicate on behalf of the City in interviews, publications, news releases, on social media sites, 
and related communications. If the communication involves an on-camera interview, department 
heads shall seek the approval of the City Administrator prior to the interview. Other employees may 
represent the City if approved by one of these individuals to communicate on a specific topic. When 
speaking on behalf of the City: 
 

• Employees must identify themselves as representing the City.  Account names on social media 
sites must clearly be connected to the City and approved by the City Administrator. 
 

• All information must be respectful, professional and truthful.  Corrections must be issued 
when needed.  
 

• Personal opinions generally don’t belong in official City statements. One exception is 
communication related to promoting a City service.  For example, if an employee posted on 
the City’s Facebook page, “My family visited Hill Park this weekend and really enjoyed the new 
band shelter”.  Employees who have been approved to use social media sites on behalf of the 
City should seek assistance from their department head on this topic.  
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• Employees should be aware that the data transmitted on a City computer is subject to the 
Data Practices Act.  

 
ADDITIONAL GUIDELINES FOR PERSONAL COMMUNICATIONS 
It is important for employees to remember that the personal communications of employees may 
reflect on the City, especially if employees are commenting on City business.  The following guidelines 
apply to personal communications including various forms such as social media (Facebook, Twitter, 
blogs, YouTube, etc.), letters to the editor of newspapers, and personal endorsements. 
 

• Remember that what you write is public, and will be so for a long time.  It may also be spread 
to large audiences. Use common sense when using email or social media sites.  It is a good 
idea to refrain from sending or posting information that you would not want your boss or 
other employees to read, or that you would be embarrassed to see in the newspaper. 
 

• The City of Cambridge expects its employees to be truthful, courteous and respectful towards 
supervisors, co-workers, citizens, customers and other persons associated with the City.  Do 
not engage in name-calling or personal attacks.  
 

• If you publish something related to City business, identify yourself and use a disclaimer such 
as, “I am an employee of the City of Cambridge. However, these are my own opinions and do 
not represent those of the City.” 
 

• City resources, working time, or official City positions cannot be used for personal profit or 
business interests, or to participate in personal political activity.  For example, a building 
inspector could not use the City’s logo, email, or working time to promote his/her side 
business as a plumber.   
 

• Personal social media account names or email names should not be tied to the City (e.g. 
CambridgeCop)  
 

Sec. 43. Take Home Policy for City Vehicles. 
Purpose and Scope 
The City of Cambridge may assign city-owned vehicles to employees through a take-home vehicle 
plan. Vehicles will be driven so as to prolong the operational life of the vehicle by avoiding 
unnecessary wear and tear. Maintenance will be performed to achieve safe operation and maximum 
utilization of department vehicles.  
 
The purposes of the program is to: 
 

• Provide a faster response for a wide variety of emergencies that may exist within the City. 

• To enhance the City’s ability to have off duty employees respond directly to City emergencies 
in vehicles equipped to directly deal with the emergency. 

 
Assignment of City Owned Vehicles 
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Assignment of take home vehicles shall be governed by the City Administrator as approved by the 
City Council.  Take home vehicles may be assigned to the Police Chief, Fire Chief, Assistant Fire Chief, 
Deputy Fire Chief-Emergency Manager, Public Works-Utilities Director, Assistant Public Works 
Director, and Assistant Utilities Director.  
 
The City Council may amend this policy at any time and a take home vehicle is not a condition of 
employment. IRS regulations with respect to taxability of tax home vehicles will be followed.  
 
Security of City Vehicles 
Off-street parking must be available at the employee's residence. Vehicles shall be locked when not 
attended. Keys must not be left in the vehicle. 
 
When an employee is on vacation or out of the area for more than five business days, the vehicle 
shall be kept at either City Hall or Public Works.  
 
Personal Use of City Vehicles 
Employees are not entitled to use their City issued vehicle for personal reasons. However, incidental 
stops on the way to and from work is acceptable as long as the route does not deviate more than five 
(5) miles. 
 
Family members are allowed to ride with the employee if they are going to the same destination or to 
a location within the City limits.   
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7A Ordinance 778 Fire Protection Permits   December 18, 2023 
Prepared by:  Marcia Westover, Community Development Director 
 
Background 
 
Our Building Official, Brenda Berends, has recently obtained the proper training to perform certain fire 
inspections.  In our discussions with the Minnesota Department of Labor and Industry (DLI), they have 
required that we update our ordinance to include language pursuant to Minnesota Rule 7512.2800.  The 
ordinance attached includes such language outlining a permit program for fire inspections.  This language 
will give the City proper authority according to DLI to acquire permits and perform inspections. 
 

Fiscal Note 
There is no direct cost to the City for this ordinance amendment. 
 

Compatibility with Strategic Goals 
The ordinance amendment is compatible with Core Strategy #4: Be responsible and flexible in 
managing the City’s administrative functions. 
 
Council Action 
Approve Ordinance 778 as presented and authorize a summary publication of the ordinance. 
 
 

Attachments 
1. Ordinance 778 
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ORDINANCE 778 
An Ordinance to amend TITLE IX General Regulations, Chapter 90 Fire Prevention to add 

language pursuant to Minnesota Rule 7512.2800-Municipal Permit Program  
 
The Cambridge City Council hereby amends the following language in Title IX General Regulations, 
Chapter 90: 

CHAPTER 90:  FIRE PREVENTION AND FIRE CODE 
 

Contents 
§ 90.01 PURPOSE……………………………………………………………………………..1 
§ 90.05 FIRE PROTECTION PERMIT PROGRAM………………………………………….1 
§ 90.15 CODES ADOPTED BY REFERENCE……………………………………………….1 
§ 90.16 DEFINITIONS………………………………………………………………………...1 
§ 90.17 OPEN BURNING……………………………………………………………………..2 
§ 90.18 APPEALS……………………………………………………………………………..6 
§ 90.19 EMERGENCY PROTECTION FIRE SERVICE FEES……………………………...6 
§ 90.20 FIRES OR BARBECURS ON BALCONIES OR PATIOS…………………………..7 

 

§ 90.01 PURPOSE 
 
(A) Adoption of Fire Code. This is an ordinance adopting the Minnesota State Fire Code, 
regulating and governing the safeguarding of life and property from fire and explosion hazards 
arising from the storage, handling and use of hazardous substances, materials and devices, and from 
conditions hazardous to life or property in the occupancy of buildings and premises in the City of 
Cambridge; providing for the issuance of permits and collection of fees. Optional appendix chapters 
shall not apply unless specifically adopted in this ordinance. 
 
§ 90.05 FIRE PROTECTION PERMIT PROGRAM 
 
(A) Permit. It shall be the duty of an applicant to secure a permit prior to commencement of any  
fire protection related activities described in this chapter. 

 
(B) Application. The application, administration and enforcement of the code shall be in the 
manner provided for in the Minnesota State Building Code, and shall be enforced within all areas 
where the City enforces the Minnesota State Building Code to the fullest extent permitted by law. 
Applications shall be submitted to the office of the Building Official for review. Following a 
review and acceptance of the proposed permit, the Building Official shall issue a permit and 
inform the applicant of any special provisions associated with the proposed fire protection related 
activities. If the application is incomplete or denied, the Building Official will inform the 
applicant as to the reason for denial and information required to complete the application. 

 
 
(C) Permit Fees. The issuance of permits and the collection of fees shall be as authorized in 
Minnesota Rules Chapter 1300 and Minnesota Statutes 326B.153, as may be amended from time to 
time. Permit fees shall be assessed for work governed by this code in accordance with the fee 
schedule adopted by the municipality on an annual basis. In addition, a surcharge fee shall be 
collected on all permits issued for work governed by this code in accordance with Minnesota 
Statutes 326B.148. 166



    
(D) Permit Program.  Pursuant to Minnesota Rule 7512.2800, municipalities may adopt local 
ordinances to require a permit to perform fire protection-related work.   

 
a. A person trained in fire protection system plan review shall provide a competent plan 

review for all permits granted under this section. 
b. A person trained in fire protection system inspection shall provide competent 

inspections. 
c. No person shall engage in any sprinkler installation, modification, changing and/or 

removal of all sprinkler protection systems within the City without obtaining a permit. 
 

 
This ordinance shall be in full force and effect from and after its passage and publication according 
to law. 
 
Adopted by the Cambridge City Council this 18th day of December, 2023, after complying with the 
statutory notice requirements contained in Minnesota Statutes §415.19. 
 
   
 James A. Godfrey, Mayor 
ATTEST: 
 
 
  
Evan C. Vogel, City Administrator 
 
 

 
Summary Publication of Ordinance 

 
The City Council of the City of Cambridge adopted Ordinance 778 amending Title IX General 
Regulations, Chapter 90 Fire Prevention, to add language pursuant to Minnesota Rule 7512.2800 
for a Municipal Permit Program for fire inspections. The complete ordinance is available for public 
inspection at the office of the City Administrator, 300 3rd Ave NE, Cambridge, Minnesota. 
 
ATTEST: 
 
 
   
Evan C. Vogel, City Administrator                         
 
Date of Publication:  December 28, 2023 
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Cambridge Planning Commission Meeting Minutes 
Wednesday November 8, 2023 

 
 
Pursuant to due call and notice thereof, a regular meeting of the Cambridge Planning Commission 
was held at Cambridge City Hall, 300 3rd Avenue NE, Cambridge, Minnesota. 
 
Members Present: Commissioners Jessica Kluck (Chair), Robert Boese (Vice Chair), Joe Morin, 

Michael Liddy, Julie Immel, David Redfield, and Aaron Berg (City Council 
Representative) 

 
Staff Present: Community Development Director Marcia Westover,  

City Planner Jacob Nosbush 
 
Call to Order and Pledge of Allegiance  
Kluck called the meeting to order at 7:00 pm and led the Pledge of Allegiance.  
 
Approval of Agenda 
Boese moved, seconded by Redfield, to approve the agenda. Upon roll call, all voted aye, no nays.  
Motion carried unanimously. 
 
Approval of Minutes 
Morin moved, seconded by Boese, to approve the October 3, 2023 meeting minutes. All voted aye, 
no nays, motion passed unanimously. 
 
Public Comment 
No public comment 
 
New Business 
Public Hearing – Ordinance 775 Amendment - Natural Landscaping 
Nosbush presented the amendment to Section 92.16 Nuisances Affecting Health, Safety, Comfort or 
Repose to change the maximum height of grass and weeds from 12 inches to eight inches to follow 
State Statute. The second amendment to the city zoning code Sections 156.007 Definitions and 
156.065 Landscaping & Screening; to allow portions of certain properties to be designated as 
managed natural landscapes. These amendments are a response to a newly adopted State Statute 
requiring cities to allow managed natural landscapes, which are defined as dedicated areas of natural 
plantings. 
 
Nosbush continued; the proposed changes define conditions which must be met to allow residents to 
submit a site plan to request areas be designated as managed natural landscapes as outlined in State 
Statute. Staff will require up to 30% be left as sod with setback buffers to property lines and right of 
ways, and annual mowing and upkeep so to not cause a nuisance.   
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Commissioners asked for clarification on sprinkler requirements noted in the ordinance, Nosbush said 
the code currently allows for sod or professionally applied hydroseed with underground sprinkler 
system. Sprinklers are required for hydroseed lawns, but optional for sod. It was requested to add a 
comma after the word ‘sod’ in Section 156.065 (B) Minimum Landscaping Item (1), Item (3) (c), (d), 
and (e) for clarification. It was also requested to replace ‘seed’ with ‘professional hydroseed’ in Item 
(3) (d) to be consistent with previous language. 
 
Berg asked if there was a site plan review fee for residential homes, and noted on the fee schedule 
the site plan review fee applies to multi-family, industrial, or commercial, but not existing single-
family homes. Westover said it could be added. 
 
Immel asked why two deciduous trees were required to be planted in the front yard, as noted in Item 
(5) (a) Planting Requirement. Nosbush said trees planted in the front yard added character that 
benefited the street as well as the home. 
 
Boese asked why the nuisance weed height was being amended from 12 inches down to eight inches. 
Nosbush stated that was a recent change in the State Statute and a requirement for the city to 
change.  
 
Public Hearing 
Kluck opened the public hearing at 7:18 pm 
 
Charles Bayton, 1145 Deer Run SW. Bayton asked for clarification on Section (B) Minimum 
Landscaping Item (3) (e) that requires a minimum six-foot buffer between property lines, making a 
total of 12 feet between properties. Nosbush said the intention was not require change of existing 
vegetation, but to prevent higher growth areas from abutting an adjacent property line. Westover 
noted this requirement applied only to Item (3) managed natural landscapes, and was not a general 
requirement. 
 
Kluck closed the public hearing at 7:23 pm. 
 
Liddy motioned, seconded by Morin, to recommend approval of Ordinance 775 as amended and 
allow for Summary Publication. All voted aye, no nays, motion passed unanimously.  
 
B       Public Hearing – Ordinance 776 Amendment - Sacred Settlements  
A request to amend Section 156.092 Places of Worship to allow sacred settlements on church 
properties under certain conditions. This change is in response to a recently adopted State Statute 
requiring cities to allow sacred communities, defined as living quarters of less than 400 sq. ft. and on 
temporary axles, on religious institution properties. Nosbush noted the wording ‘sacred settlement’ 
should be amended to reflect the State Statute language of ‘sacred communities.’ The proposed 
changes outline conditions which must be met to approve the placement of those units. The approval 
required is not whether these units should be allowed, but rather the conditions required for them to 
be approved.  
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Nosbush noted Section (F) should not be struck out and would remain in the code. The proposed 
change is the addition to Section (G). Sections (A) through (F) would remain as-is. 
 
Boese stated he spoke with a representative from Family Pathways who said the churches could 
continue to operate as the do currently through Path to Home, no more than six families and a 
maximum of 24 people. Path to Home works only with families that have children, while sacred 
communities would be cater towards helping individuals. Nosbush said, to his understanding, they 
would be for one or two individuals, or possibly a small family of up to four. 
 
Berg asked if portable toilets would be considered a shared facility for Item (G) (12), Nosbush said 
they would not meet the requirement as listed and are considered a holding tank. 
 
Liddy asked if limiting 33% to 40% of units to be occupied by volunteers, as noted in Item (G) (3), was 
restrictive, Nosbush said that was taken directly from State Statute.  
 
Public Hearing 
Kluck opened the public hearing at 7:31 pm 
Kluck closed the public hearing at 7:32 pm 
 
Boese motioned, seconded by Immel, to recommend approval of Ordinance 776 as amended and 
allow for Summary Publication. All voted aye, no nays, motion passed unanimously.  
 
Other Business/Miscellaneous 
A      City Council Update 
Berg summarized the actions of Council since the last Planning Commission meeting: it passed 
resolutions regarding 2024 street improvements to the Goldenwood neighborhood; approved 
lighting and tree plantings through the Hwy 95 corridor during reconstruction; approved the 
preliminary and final plat of Hayden Estates; approved a resolution for the vacation of drainage and 
utility easements for the Cornerstone Development; approved Ordinance 774 amending Chapter 156 
of the Zoning code; accepted the resignation of the city’s Police Chief who will be retiring in June; 
approved the conditional offer of Deputy Chief Machin to become the new Chief of Police in June; 
approved Downtown Grant applications for façade improvements for Chilson Jewelers and 
Cambridge Floral; approved installing lighting in the Taft Loop alley area in the spring; and held a 
closed session for the review of the City Administrator, to be published in the upcoming Council 
packet. 
 
B       Parks, Trails, and Recreation Commission (PTRC) Update 
Westover said the second annual Winter Festival planning has begun. Last year it was held in January 
and staff felt it was too cold, so this year it will be held on Saturday, February 24th in hopes it will be 
warmer and have more snow. There will be a snowman building contest throughout the community 
starting in January with awards for a variety of categories. In addition to the dog sledding that was a 
big attraction last year there will be horse drawn carriage rides. In addition, new this year will be a 
snowman mascot for the festival which will make its debut in the Snowflake Parade on November 
18th to advertise for Winter Fest. 
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Berg mentioned Mayor Godfrey was seeking one volunteer judge for the Snowflake Parade on 
November 18th, and encouraged anyone interested to reach out to him. Tree lighting starts at 5:00 
pm and parade starts at 5:30 pm. 
 
Adjournment of Planning Commission Meeting 
Being no further business before the Commission, Boese moved, seconded by Liddy, to adjourn the 
regular meeting at 7:30 pm. All voted aye, no nays.  Motion carried unanimously. 
 
 
 
 _____________________________ 
 Jessica Kluck, Chair 
 Cambridge Planning Commissioner 
 
ATTEST: 
 
 
_______________________________       
Marcia Westover 
City Planner 
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