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Commission Interviews 
5:15 - 7:00 PM  

 

 

AGENDA 
CHASKA CITY COUNCIL 
CHASKA CITY HALL - COUNCIL CHAMBERS & ZOOM 
Monday, January 8, 2024 
7:00 PM 

  

1. Call to Order 
    
2. Pledge of Allegiance - Lead by Chaska Boy Scout Troop #174 
    
3. Roll Call 
    
4. Adopt Agenda 
    
5. Proclamation 
    
 5.A. 50th Anniversary of Chaska Boy Scouts Troop #174 
      
6. Visitor Presentation 
    
7. Approve Previous Meeting Minutes 
    
 7.A. City Council Meeting Minutes 12-18-2023 
      
8. Consent Items 
    
 8.A. Appointment of Acting Mayor (Mayor Pro Tem) 
      
 8.B. Appointment of City Attorney  
      
 8.C. Appointment of Official Newspaper 
      
 8.D. Public Improvements - Final Release of Sureties for Club West 7th, 8th, 

9th and 10th  
      
 8.E. Public Improvements - Harvest West 1st and 2nd Addition  
      
 8.F. Adopt Resolution 2024-1 Awarding the Bid for Construction of Well #10 
      
 8.G. Adopt Resolution 2024-2 Awarding the Bid for Construction of Wells #11 & 

#12 
      
 8.H. Approve Massage Business License - Amber Laurent  
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Agenda Page 2 

 8.I. Designate City Depositories and Investment Institutions for 2024 
      
 8.J. Adopt Resolution 2024-3 Authorizing Account Signers and Electronic Funds 

Transfer 
      
 8.K. Appointment of City Trustees to the Chaska Fire Department Relief 

Association Board for 2024 
      
 8.L. Approve the City of Chaska Employee Handbook  
      
9. Action Items 
    
 9.A. Public Hearing: 2024 Development Fees, Planning Application Fees, 

Building and Fire Permit Fees 
      
 9.A.i. Adopt Ordinance 2024-1041   Amending Development, Planning, 

Building and Fire Permit Fee Schedules 
      
 9.B. Adopt Resolution 2024-4 Award Bid for Chaska Advanced Metering 

Infrastructure 
      
10. Bills 
    
 10.A. Accounts Payable Claims Roster 1-8-2024 
      
11. Other Business 
    
 11.A. City Administrator's Report 
      
 11.A.i. Biweekly 1-8-2024 
      
12. Adjourn 
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CITY OF
CHASKA MINNESOTA

“A Quality Small Town”

PROCLAMATION
In Recognition of the 50th Anniversary of 

Chaska Boy Scouts Troup #174

WHEREAS: The Boy Scout Organization was founded in 1910 by Lord Baden 
Powell to train youth in responsible citizenship, character 
development, and self-reliance through participation in a wide range 
of outdoor activities, educational programs, and career-oriented 
programs in partnership with community organizations; and

WHEREAS: The Chaska BSA Troop 174 charter organization created by Crown of 
Glory Lutheran Church began in January 1974, and is now the only 
remaining Scout BSA Troop in Chaska; and 

WHEREAS: Troop 174 has given back to the community through numerous service 
projects, many of which have been completed by individuals who have 
attained the highest level of participation by earning the status of 
Eagle Scout, 

NOW, THEREFORE, Be it Resolved, that I, Mark Windschitl, Mayor of the City of
Chaska, on behalf of the City Council and the Citizens of Chaska, do hereby
proclaim January 2024 as the 50th Anniversary Month of Chaska BSA Troup 174. 

IN WITNESS WHEREOF, I have hereunto set my hand and 
the Seal of the City of Chaska this 8th day of January in the year of 
our Lord Two Thousand and Twenty-Four.   

   __________________________________________
                                                          Mark Windschitl, Mayor City of Chaska

SEAL
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- MINUTES - 
CHASKA CITY COUNCIL

DECEMBER 18, 2023

1. Call to Order
The meeting was called to order by Mayor Pro Tem Huang at 7 p.m. 

2.Pledge of Allegiance

3. Roll Call
Roll call was taken. Present: Councilmembers Grau, Hatfield, Hubbard, and Huang. 

Absent: Mayor Windschitl.

Also Present: Matt Podhradsky, City Administrator; Noel Graczyk, Administrative Services 
Director; Kevin Wright, Community Engagement Manager; Elise Durbin, Assistant Administrator; 
Nate Kabat, Community Development Director; Ashley Cauley, City Planner; Christophe 
Morschen, City Attorney; Matt Clark, City Engineer; Ryan Seibert, Police Chief; and Matt Burt, 
Accounting Supervisor.

4. Adopt the Agenda
Motion by Councilmember Hatfield, second by Councilmember Grau to adopt the agenda as 
presented. Motion carried.  

5. Visitor Presentation
No one wished to present to the Council.

6. Approve Previous Meeting Minutes
6.A. Approve the December 4, 2023 City Council Meeting Minutes
Motion by Councilmember Hubbard, second by Councilmember Hatfield to approve the minutes 
of the December 4, 2023 City Council meeting. 
Motion carried.

7. Consent Agenda
Councilmember Grau asked staff to give a general overview regarding items A. and B.

Police Chief Seibert gave a brief overview of the Tri-City Tactical Team JPA and the Southwest 
Metro Drug Task Force JPA.

Motion by Councilmember Hubbard, second by Councilmember Grau to approve the Consent 
Agenda Items A through H:

A. Tri-City Tactical Team Joint Power Agreement
Motion to authorize the Mayor and City Administrator of the City of Chaska to act as the signing 
authority to approve the Tri-City Tactical Team Joint Powers Agreement 

B. Southwest Metro Drug Task Force Joint Power Agreement

DRAFT
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MINUTES-CHASKA CITY COUNCIL
DECEMBER 18, 2023 PAGE 2 DRAFT
Motion to authorize the Mayor and City Administrator of the City of Chaska to act as the signing 
authority to approve the Southwest Metro Drug Task Force Joint Powers Agreement. 

C. Adopt Resolution No. 2023-101 Approving an Amendment and Assignment of a Tax 
Abatement Agreement

Motion to adopt Resolution No. 2023-101 Approving an Amendment and Assignment of a 
Property Tax Abatement Agreement between the City of Chaska and IP Stream Minneapolis, 
LLC to LightEdge Solutions, LLC

D. Adopt Resolution No. 2023-102 Finance Policies
Motion to adopt Resolution No. 2023-102 to Adopting Financial Policies for Federal Awards 
Administration, Capital Assets, and Purchasing Card

E. Adopt Resolution No. 2023-103 Establish 2023 Interfund Tax Increment Loans
Motion to adopt Resolution No. 2023-103 Providing 2023 Interfund Tax Increment Project 
Financing

F. Adopt Resolution No. 2023-104 Approving Lot Split and Minor Variance for 303 & 305 
Hickory Street/Daniel Schepers/PC #2023-27

Motion to adopt Resolution No. 2023-104 Resolution to approve a lot split and minor variance 
to allow an existing driveway to encroach into the side yard setback and up to 3.4 feet/ Daniel 
Schepers/PC #2023-27

G. Memorandum of Understanding for Recreation Services Between the City of Carver and 
the City of Chaska

Motion to approve the renewal of the Carver Recreational Agreement between the City of Carver 
and the City of Chaska as defined in the Memorandum of Understanding

H. Adopt Resolution No. 2023-106 Approving the Feasibility Report for the NE Collector in 
the SW Area

Motion to adopt Resolution No. 2023-106 Accepting the Feasibility Report Amendment for the 
NE Collector in SW Chaska Development Area  
Motion carried. 

8. Action Items
8.A. Adopt Resolution 2023-105 approving the Final Site and Building Plan for the Public Safety 
Facility/City of Chaska/PC #2023-26
City Administrator Podhradsky introduced the item to the Council and asked Quinn Hutson, CNH 
Architects to provide a presentation and virtual tour of the space.  

Motion by Councilmember Hatfield, second by Councilmember Hubbard to adopt Resolution 
2023-105 Approving the Final Site Plan for the Public Safety Facility/City of Chaska/PC #2023-
26.  
Motion carried. 

8.B. Adoption of 2024 Tax Levy and General/Enterprise Fund Budgets
8.B.i. Resolution 2023-95 – 2024 Tax Levy
City Administrator Podhradsky introduced the item to the Council and reviewed various budget 
and levy details. 

Mayor Pro Tem Huang stated that the Council has been discussing the tax levy and budget for 
the last 5 months, so tonight’s information was not new to them. 
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MINUTES-CHASKA CITY COUNCIL
DECEMBER 18, 2023 PAGE 3 DRAFT
Councilmember Hatfield expressed her appreciation to the residents for being vocal and sharing 
their thoughts with the Council on these items. 

Mayor Pro Tem Huang stated he would echo Councilmember Hatfield’s comments and explained 
he had some very constructive conversations with residents.  He stated that having these 
conversations allows them to convey to the residents that these decisions had not been made 
on a whim, followed a very thoughtful process, and was being done for the long-term benefit 
of the community.

Councilmember Grau stated these are not always easy conversations, but felt that he was able 
to have many good conversations with residents on this information.  

Councilmember Hubbard stated that she thinks this has been a great process and thanked City 
staff for their work pulling together the budget information for consideration and their  
willingness to help the Council and residents understand it.  

Motion by Councilmember Grau, second by Councilmember Hubbard to adopt Resolution 2023-
95 Adopting Property Tax Levies for Payable 2024. 
Motion carried. 

8.B.ii. Resolution 2023-96 – General/Enterprise Fund Budgets
Motion by Councilmember Hatfield, second by Councilmember Grau to adopt Resolution 2023-
96 Adopting 2024 Fund Budgets.  
Motion carried. 

8.C. Establishing 2024 Utility Rates
8.C.i. Adopt Ordinance No. 2023-1039 Establishing 2024 Electric Utility Rates
Motion by Councilmember Hubbard, second by Councilmember Hatfield to adopt Ordinance No. 
2023-1039 Establishing 2024 Electric Utility Rates.  Motion carried. 

8.C.ii. Adopt Resolution No. 2023-98 Approving Summary Publication for Ordinance 2023-1039
Motion by Councilmember Hatfield, second by Councilmember Grau to adopt Resolution No. 
2023-98 Approving Summary Publication of Ordinance 2023-1039.  Motion carried. 

8.C.iii. Adopt Ordinance No. 2023-1040 Establishing 2024 Water Sewer Utility Rates
Motion by Councilmember Hubbard, second by Councilmember Hatfield, to adopt Ordinance No. 
2023-1040 Establishing 2024 Water Sewer Utility Rates.  Motion carried. 

8.C.iv. Adopt Resolution No. 2023-99 Approving Summary Publication for Ordinance 2023-1040
Motion by Councilmember Grau, second by Councilmember Hubbard to adopt Resolution No. 
2023-99 Approving Summary Publication of Ordinance 2023-1040.  Motion carried. 

8.C.v. Adopt Resolution No. 2023-100 Establishing 2024 Storm Water Utility Rates
Motion by Councilmember Hatfield, second by Councilmember Grau, to adopt Resolution No. 
2023-100 Adopting a Stormwater Utility Residential Equivalency Factor.  Motion carried. 
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MINUTES-CHASKA CITY COUNCIL
DECEMBER 18, 2023 PAGE 4 DRAFT
9. Bills
9.A. Accounts Payable Claims Roster 12-18-2023
The Council requested further information about bills on pages 4, 9, 21, and 31. 

City Administrator Podhradsky provided further information regarding those bills.

Motion by Councilmember Hatfield, second by Councilmember Grau to approve the bills as 
presented.  Roll call was taken.  Voting aye: Councilmembers Hatfield, Hubbard, Huang, and 
Grau.  Voting nay:  None 
Motion carried. 

10. Other Business
10.A. City Administrator's Report 

10.A.i  Biweekly 12-18-2023
Councilmember Hubbard:

• Chaska Human Rights Awards will be on January 15, 2024 at the Chaska Event Center 
from 7:45 to 9:30 a.m.

• Firemen’s Ice Fishing contest will be held on February 3, 2024 from 1:00 to 3:00 p.m.
• Applications were still open for various Commissions and encouraged people to apply

Councilmember Hatfield:
• Free food distribution will be held on December 21st at the old Gedney
• Coffee with a Cop will be December 20th at 9:00 a.m. – South Caribou Coffee
• Santa Parade on December 20th from 4:30 p.m. to 8:30 p.m. and will begin at the fire 

station
• Citizens Academy classes (free) will be held on Thursday evenings from 6:00-8:30 p.m.

10.B. Metropolitan Governance Task Force Update

10.C. Mosquito Control District Summary 2023

10.D. Financial Reports as of 10/31/2023

11. Adjourn
Motion by Councilmember Hubbard, second by Councilmember Grau to adjourn the meeting at 
8:10 p.m.  
Motion carried.  
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Subject:       Appointment of Acting Mayor

Prepared By: Denise Beebe, Senior Clerk

According to MN State Statute, all statutory cities must, at the first Council meeting each year, 
appoint an Acting Mayor (also known as Mayor Pro Tem) who will serve in the absence of the 
Mayor. The responsibilities include acting as the chairperson at Council meetings in the Mayor’s 
absence or filling a vacancy in the position of Mayor until such time that the position is filled by 
election or appointment. 

Council members were elected to serve on the City Council as follows:  Jon Grau and McKayla 
Hatfield were both re-elected in the General Election, November 8, 2022, and took office in 
January 2023.   While Taylor Hubbard and Mike Huang were both re-elected in the General 
Election on November 3, 2020, and took office in January 2021.  

Council Member Grau served as Mayor Pro Tem in 2020, Council Member Hatfield in 2021,  
Council Member Hubbard in 2022 and Council Member Huang in 2023. 

Based on the rotation policy used for appointing the Acting Mayor, Council Member Grau would 
be in line to serve as Mayor Pro Tem for 2024. 

At tonight’s meeting, Council needs to take formal action to fill the Acting Mayor position.  
Attached to this Request for Action is the policy that was enacted to help guide filling the Acting 
Mayor post.

CITY COUNCIL ACTION REQUESTED
Motion to appoint Council Member Jon Grau as Acting Mayor for the City of Chaska for the 
calendar year 2024. 

REQUEST FOR ACTION
CHASKA CITY COUNCIL

1/8/2024
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CITY OF CHASKA

CITY COUNCIL POLICY 
REGARDING THE APPOINTMENT OF THE MAYOR PRO TEM

Requirements and Purpose

At its first meeting of the year, the City Council is required by State law to appoint a Mayor 
Pro Tem who shall perform the duties of the Mayor in the event of disability or the absence 
of the Mayor.  The Mayor Pro Tem will also serve in the role of the Mayor if there is a 
vacancy in the position, until a successor is appointed or elected.

The purpose of this policy is to establish guidelines for the appointment of the Mayor Pro 
Tem. It is the intent of the Chaska City Council to establish a rotation for the Mayor Pro 
Tem position to allow all Council members to serve in this role. 

General Guidelines

1. Council members being considered for Mayor Pro Tem should have at least two 
years of experience on the Chaska City Council.

2.  The Mayor Pro Tem shall be appointed by the City Council at the first Council 
meeting in January as required by State law. 

3.  Council members can rotate the position of Mayor Pro Tem on an annual basis 
if so desired.

4. The order of the rotation shall generally begin with the Council member who has 
the longest tenure (total years) on the City Council, followed by the Council 
member with the second longest tenure, etc.   In the event that two Council 
members have served the same amount of time on the Council, the Council 
member whose Ward Seat has had the longest tenure of not being in the position 
of Mayor Pro Tem shall serve as Mayor Pro Tem.

5.  In the event that both the Mayor and Mayor Pro Tem are both unavailable to 
perform the duties of Mayor, the Council member next in line in years of service as 
defined in #4 above shall take over the duties of the Mayor.

6.  This policy shall, in general, establish the guidelines for the appointment of the 
Mayor Pro Tem, but the City Council shall reserve the right to deviate from this 
policy as they see fit for differing circumstances.
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Subject: Appointment of City Attorney

Prepared By: Denise Beebe, Senior Clerk

Reviewed By:  Matt Podhradsky, City Administrator 

Annually, the city needs to act on appointing the City Attorney.  Under the City code, all 
employees, except the City Attorney, are appointed by the City Administrator.  The Code 
specifies that the City Attorney will be appointed annually by the City Council.  As in the past, it 
is recommended that the City Council reappoint the firm of Melchert Hubert Sjodin Law as the 
City Attorney.    Since the firm has served as the City’s legal counsel for several years the firm 
brings a great deal of knowledge of past actions the City has taken. Besides this, the firm is 
able to provide the City with a number of different specialties, which does allow us to have 
most aspects of our general legal needs represented by one firm.     

429 Projects - $228
Other Matters - $217
Litigation Rate - $275
Meeting Rate - $80

Please note that the above rates represent only a 4% cost of living increase.  Based on this, 
Staff does feel that this is a fair proposal.
 
CITY COUNCIL ACTION REQUESTED
Motion to appoint the law firm Melchert, Hubert, Sjodin, as the Chaska City Attorney for 2024.  

REQUEST FOR ACTION
CHASKA CITY COUNCIL

01/8/2024
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Subject: Appointment of Official Newspaper

Prepared By: Denise Beebe, Senior Clerk

Annually, the City needs to act on appointing the official newspaper for the upcoming year.  In 
the past, Chaska’s official newspaper has been the “Chaska Herald.” Attached is a letter from 
the Herald indicating their interest in serving as the official newspaper for 2024. They have 
indicated that their rates will increase 5% to $8.06 per column inch, which reflects the 
increased costs for paper, labor and postal increases.  Notices will continue to be posted on the 
Chaska Herald website and Minnesota Newspaper Associations public website free of charge. 

Being appointed as the official newspaper means that the City will place all its legal notices in 
the Herald to comply with statutory requirements.  

Staff is recommending that we continue to utilize the “Chaska Herald” as our official newspaper. 

CITY COUNCIL ACTION REQUESTED
Motion to appoint the “Chaska Herald” as the official newspaper of the City of Chaska for 2024. 

REQUEST FOR ACTION
CHASKA CITY COUNCIL

01/8/2024
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December 19, 2023

Mr. Matt Podhradsky
City Administrator
City of Chaska
#1 City Hall Drive
Chaska, Minnesota 55318

Dear Mr. Podhradsky,

Please consider our request for appointment of the Chaska Herald as the offi cial newspaper for 
the City of Chaska in 2024. 

We feel very strongly that the publishing of legal notices in the newspaper is of vital importance to 
local residents who wish to stay informed about the decisions being made by your elected body. The 
rate submitted by the Chaska Herald for 2024 is $8.06 per column inch. The new rate refl ects a 5 
percent increase from that charged in 2023 and is needed to cover the rising costs for paper and 
labor, in addition to several postal increases initiated by the U.S. Postal Service over a 14-month 
period of time.

Notices submitted by the City of Chaska will continue to be posted on our newspaper website, www.
chaskaherald.com and the Minnesota Newspaper Association's statewide public notice website, 
mnpublicnotice.com, free of charge.

Our legal notice deadline is at noon on Thursday, preceding the following week’s publication date; 
during holiday weeks the deadline may be advanced.

Thank you for the opportunity to be of service to you in the past. We hope that relationship can be 
continued in the coming year.

Respectfully,

Laurie A. Hartmann
General Manager

123 West Second Street, Chaska, Minnesota 55318  ■  (952) 445-3333
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Subject:       Public Improvements – Club West 7th, 8th, 9th, and 10th 

Prepared By:   Denise Beebe, Senior Clerk

Reviewed By:  Matt Clark, City Engineer 

Installation of public improvements are completed, and all warranties have been satisfied for 
the Club West 7th, 8th, 9th, and 10th Additions.   Consistent with terms of the Development 
Agreements, Chaska is in a position to formally accept said improvements as public facilities and 
release the letters of credit in their entirety   

CITY COUNCIL ACTION REQUESTED
Accept public improvements in Club West 7th, 8th, 9th, and 10th Additions as municipal facilities, 
and release the letters of credit in their entirety.  

REQUEST FOR ACTION
CHASKA CITY COUNCIL

1/8/2024
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SHEET 26

1

LICENSE NO.DATE

DAVID NASH, PE

I HEREBY CERTIFY THAT THIS PLAN,
SPECIFICATION, OR REPORT WAS
PREPARED BY ME OR UNDER MY
DIRECT SUPERVISION AND THAT I
AM A DULY LICENSED

UNDER
THE LAWS OF THE STATE OF 
MINNESOTA

HARVEST PHASE II
PHASE III STREET AND UTILITY
CONSTRUCTION DOCUMENTS

COVER SHEET

PROJECT NO:

DRAWN:

DESIGNED:
PROJECT TEAM 

DN

CAB

216-0028

DATEBY

QA/QC REVIEW

PROFESSIONAL ENGINEER

DATE ISSUE DATE ISSUE

SUITE 300

ALLIANT ENGINEERING, INC.
233 PARK AVENUE SOUTH

MINNEAPOLIS, MN 55415
PH: 612-758-3080

CONSULTANT           

FX: 612-758-3099

SHEET INDEX                                                NO.
COVER SHEET

EXISTING CONDITIONS SURVEY

1
2-3

SURVEYOR        

ENGINEER        

DENNIS B. OLMSTEAD
LICENSE NO.  18425

DAVID NASH
LICENSE NO.  21836

CONTACT: PAT WRASE

DEVELOPER                        

4

LANDSCAPE ARCHITECT
MALEAH MILLER
LICENSE NO.  19507

SANITARY SEWER AND WATERMAIN PLAN AND PROFILES 20-22

TRADITION DEVELOPMENT
16972 BRANDTJEN FARM DRIVE
LAKEVILLE, MN 55044
PH: 952-322-8704

VICINITY MAP
NOT TO SCALE

HARVEST PHASE II
CHASKA,  MINNESOTA

14-16

OVERALL SANITARY SEWER AND WATERMAIN PLAN

CITY DETAILS
EM: mmiller@alliant-inc.com

EM: dnash@alliant-inc.com

EM: patrick.wrase@traditiondevelopment.com

EM: dolmstead@alliant-inc.com

FX: 952-322-8705

PROJECT
LOCATION

19

STORMWATER POLLULTION PREVENTION PLAN 5-8

STREET AND STORM SEWER PLAN AND PROFILES

LANDSCAPE AND TREE PRESERVATION PLAN 23-25
LANDSCAPE NOTES AND SCHEDULE 26

233 Park Ave S, Ste 300
Minneapolis, MN 55415
612.758.3080 
612.758.3099
www.alliant-inc.com 1 of6-27-2018 21836 DJN 6-27-18

6-19-18 CITY COMMENTS

CLUB WEST 7TH ADDITION

5-4-18 COLLECTOR ROAD BUFFER
4-3-18 CITY SUBMITTAL

6-27-18 UTILITY COMMENTS

13OVERALL STREET AND STORM SEWER PLAN

18INTERSECTION DETAILS

GRADING PLAN 9-11

17WETLAND 3 PLAN AND PROFILE

POND 3 DESIGN 12
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Subject:      Public Improvements – Harvest West 1st and 2nd Additions

Prepared By:    Denise Beebe, Senior Clerk

Reviewed By:   Matt Clark, City Engineer 

Installation of public improvements are complete in Harvest West 1st and 2nd Addition.  
Consistent with terms of the Development Agreements, Chaska is in a position to formally 
accept said improvements as public facilities.  Further, the letters of credit guaranteeing those 
improvements shall be reduced to 5% for a period of 2 years from the date of acceptance.

CITY COUNCIL ACTION REQUESTED
Accept public improvements in Harvest West 1st and 2nd Addition as municipal facilities and 
adjust letter of credit accordingly.  

COMMISSION INTERVIEWS
CHASKA CITY COUNCIL

1/8/2024
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STORM SEWER PLAN AND PROFILES 11-14
INTERSECTION DETAILS 15
SANITARY AND WATERMAIN PLAN 16
SANITARY AND WATERMAIN PLAN AND PROFILES 17-20
LANDSCAPE PLAN 21-24

UPDATED GRADING PLAN 5
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Subject: Award Bid for the Construction of Well #10

Prepared By: Matt Haefner, Water & Sewer Director

Public Bids were opened on December 21, 2023, for the Construction of Well #10.  Bids were 
received from 2 contractors and are attached for review.  The low bid of $424,997.00 was received 
from Keys Well Drilling, Inc. 

The winning bid did come in lower than the engineering estimate of $509,000.00.    

This well is intended to bring additional water to the future North Water Treatment Plant.

If the Council moves forward, staff will begin the process of scheduling the work so it can be 
completed in 2024.  It is important to have this well drilled and ready for use when the 
construction takes place for the North Water Treatment Plant.

The action item staff is recommending this evening is for the Council to award the project to Keys 
Well Drilling, Inc.

CITY COUNCIL ACTION REQUESTED
Motion to adopt Resolution No.2024-01 awarding the bid for the Construction of Wells #10, 
with the low bid of $424,997.00

REQUEST FOR ACTION
CHASKA CITY COUNCIL

January 8, 2024
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CITY OF CHASKA

CARVER COUNTY, MINNESOTA

RESOLUTION

DATE:  _     __January 8, 2024           RESOLUTION NO. _______2024-01________

MOTION BY COUNCILMEMBER SECOND BY COUNCILMEMBER

A Resolution Awarding the Bid for the Construction of Well #10

WHEREAS, on December 21, 2023, Public Bids were opened for the Construction of Well #10 
and,

WHEREAS, pursuant to an advertisement for bids for the construction of Well #10, bids were 
opened and tabulated according to State Statute, and the following bids were received: 

NOW, THEREFORE, BE IT RESOLVED, that the City Council of the City of Chaska, 
Minnesota, does hereby award the bid for the Construction of Well #10 to the responsible low 
bidder, Keys Well Drilling, Inc, in the amount of $424,997.00

FURTHER, BE IT RESOLVED, that the Mayor and the City Administrator are authorized to 
execute the contract documents for said improvement project.

Passed and adopted by the City Council of the City of Chaska, Minnesota, this 8th day of 
January, 2024.

_________________________________________
Mark Windschitl, Mayor

Attest      
     Chaska Deputy Clerk
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Stantec Consulting Services Inc. 
733 Marquette Avenue, Suite 1000 Minneapolis, MN 55402  

 

   
 

December 21, 2023 
 
Honorable Mayor and City Council 
City of Chaska 
One City Hall Plaza 
Chaska, MN  55318 
 
Re: Well No. 10 
 Stantec Project No. 193805386 
 Bid Results 
 
Dear Honorable Mayor and City Council: 
 
Bids were opened for the Project stated above on December 21 2023. Transmitted herewith is a 
copy of the Bid Tabulation for your information and file. A copy will also be distributed to the 
Bidders once the Project has been awarded. 
There were a total of 2 Bids. The following summarizes the results of the Bids received: 
 
 Contractor Total Base Bid 
Low Keys Well Drilling Company $424,997.00 
#2 Traut Companies. $555,110.00 

 
The low Bidder on the Project was Keys Well Drilling Company with a Total Base Bid Amount of 
$424,997.00. These Bids have been reviewed and found to be in order. 
 
If the City Council wishes to award the Project to the low Bidder, then Keys Well Drilling Company 
should be awarded the Project on the Total Base Bid in the Amount of $424,997.00. 
 
Should you have any questions, please feel free to contact me at (612) 712-2035. 
 
Sincerely, 
 
STANTEC CONSULTING SERVICES INC. 
 
 
 
Nathan Drews, P.E. 
Enclosure 

Page 32 of 214



Project Name:

City Project No.: Stantec Project No.:

Bid Opening: Owner:
Mark Janovec, P.G.
License No. 45625

BID TABULATION

Item 
Num Item Units Qty Unit Price Total Unit Price Total

SITE
1 MOBILIZATION LS 1 $30,000.00 $30,000.00 $48,860.00 $48,860.00
2 TEMPORARY CONSTRUCTION ENTRANCE EA 1 $4,000.00 $4,000.00 $1,440.00 $1,440.00
3 WATER FOR TURF ESTABLISHMENT 1000 GAL 5 $1,000.00 $5,000.00 $39.00 $195.00
4 STORM DRAIN INLET PROTECTION EA 1 $250.00 $250.00 $180.00 $180.00
5 SILT FENCE, TYPE MS LF 250 $3.50 $875.00 $3.00 $750.00
6 SEDIMENT CONTROL LOG TYPE WOOD FIBER LF 150 $10.00 $1,500.00 $5.00 $750.00
7 SEED MIXTURE TYPE 25-131 LB 55 $17.50 $962.50 $18.00 $990.00
8 EROSION CONTROL BLANKETS, CATEGORY 1 SY 200 $2.50 $500.00 $3.00 $600.00
9 HYDRAULIC SOIL STABILIZER TYPE STABILIZED FIBER MATR SY 1000 $2.50 $2,500.00 $5.00 $5,000.00

SITE TOTAL $45,587.50 $58,765.00

PRODUCTION WELL 10 BID:
10 DRILL/DRIVE 24" STEEL CASING LF 100 $215.00 $21,500.00 $320.00 $32,000.00
11 DRILL 24" OPEN HOLE LF 360 $125.00 $45,000.00 $190.00 $68,400.00
12 PLACE 18" STEEL CASING (INCLUDING STICKUP) LF 465 $107.50 $49,987.50 $170.00 $79,050.00
13 GROUT ANNULAR SPACE WITH NEAT CEMENT CY 25 $650.00 $16,250.00 $785.00 $19,625.00
14 DRILL 18" OPEN HOLE LF 207.00 $96.00 $19,872.00 $140.00 $28,980.00
15 GAMMA LOG WELL LS 1 $2,000.00 $2,000.00 $2,100.00 $2,100.00
16 FURNISH, INSTALL, AND REMOVE DEVELOPMENT EQUIPM LS 1 $7,500.00 $7,500.00 $16,180.00 $16,180.00
17 DYNAMITE DEVELOPMENT LB 600 $50.00 $30,000.00 $70.00 $42,000.00
18 VIBRATION MONITORING ALLOWANCE LS 1 $10,000.00 $10,000.00 $10,000.00 $10,000.00
19 AIR LIFTING CY 500 $150.00 $75,000.00 $150.00 $75,000.00
20 DEVELOPMENT HR 160 $425.00 $68,000.00 $490.00 $78,400.00
21 FURNISH, INSTALL, AND REMOVE TEST PUMP LS 1 $6,000.00 $6,000.00 $12,700.00 $12,700.00
22 FURNISH, INSTALL, AND REMOVE DISCHARGE PIPING LS 150 $10.00 $1,500.00 $9.00 $1,350.00

23 TEST PUMPING HR 80 $225.00 $18,000.00 $245.00 $19,600.00
24 WATER QUALITY TESTING LS 1 $3,300.00 $3,300.00 $3,840.00 $3,840.00
25 TELEVISE WELL LS 2 $2,000.00 $4,000.00 $1,900.00 $3,800.00
26 SITE CLEANUP AND STERILIZATION LS 1 $1,500.00 $1,500.00 $3,320.00 $3,320.00

PRODUCTION WELL 10 TOTAL: $379,409.50 $496,345.00

SITE TOTAL $45,587.50 $58,765.00
PRODUCTION WELL 10 TOTAL: $379,409.50 $496,345.00
TOTAL BASE BID $424,997.00 $555,110.00

I hereby certify that this is an exact
reproduction of bids received.

Well No. 10

Chaska, MinnesotaThursday, December 21, 2023 at 10:00 AM CDT

193805386

Bidder No. 1

Keys Well Drilling Traut Companies

Bidder No. 2

193805386-Bid Tabs.xlsm BT-1
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BID TABULATION

Item 
Num Item Units Qty Unit Price Total Unit Price Total

Bidder No. 1

Keys Well Drilling Traut Companies

Bidder No. 2

Phone:
Email: nickkeys@keyswell.com travisl@trautcompanies.com

Signed By: Nick Keys
Title: Vice President Vice President

Bid Bond Bid Bond
None None

Bid Security:
Addenda Acknowledged:

(651) 646-7871 (320) 251-5090

Jamie Holmstrom

1156 Homer St.
St. Paul, MN 55116

Traut Companies
32640 County Road 133
St. Joseph, MN 56374

Contractor Name and Address: Keys Well Drilling Company

193805386-Bid Tabs.xlsm BT-2
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Subject: Award Bid for the Construction of Wells #11 & #12

Prepared By: Matt Haefner, Water & Sewer Director

Public Bids were opened on December 21, 2023, for the Construction of Wells #11 & #12.  Bids 
were received from 2 contractors and are attached for review.  The low bid of $829,475.00 was 
received from Keys Well Drilling, Inc. 

The winning bid did come in lower than the engineering estimate of $850,000.00.    

These wells are intended to bring additional water to the existing water treatment plant.

If the Council moves forward, staff will begin the process of scheduling the work so it can begin 
in 2024.

The action item staff is recommending this evening is for the Council to award the project to Keys 
Well Drilling, Inc.

CITY COUNCIL ACTION REQUESTED
Motion to adopt Resolution No. 2024-02  awarding the bid for the Construction of Wells #11 & 
#12, with the low bid of $829,475.00

REQUEST FOR ACTION
CHASKA CITY COUNCIL

January 8, 2024
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CITY OF CHASKA

CARVER COUNTY, MINNESOTA

RESOLUTION

DATE:  _     __January 8, 2024           RESOLUTION NO. _______2024-02________

MOTION BY COUNCILMEMBER SECOND BY COUNCILMEMBER

A Resolution Awarding the Bid for the Construction of Wells #11 & #12

WHEREAS, on December 21, 2023, Public Bids were opened for the Construction of Wells #11 
& #12 and,

WHEREAS, pursuant to an advertisement for bids for the construction of Wells #11 & #12, 
bids were opened and tabulated according to State Statute, and the following bids were 
received: 

NOW, THEREFORE, BE IT RESOLVED, that the City Council of the City of Chaska, 
Minnesota, does hereby award the bid for the Construction of Wells #11 & #12 to the 
responsible low bidder, Keys Well Drilling, Inc, in the amount of $829,475.00

FURTHER, BE IT RESOLVED, that the Mayor and the City Administrator are authorized to 
execute the contract documents for said improvement project.

Passed and adopted by the City Council of the City of Chaska, Minnesota, this 8th day of 
January, 2024.

_________________________________________
Mark Windschitl, Mayor

Attest      
     Chaska Deputy Clerk
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Stantec Consulting Services Inc. 
733 Marquette Avenue, Suite 1000 Minneapolis, MN 55402  

 

   
 

December 21, 2023 
 
Honorable Mayor and City Council 
City of Chaska 
One City Hall Plaza 
Chaska, MN  55318 
 
Re: Wells No. 11 and 12 
 Stantec Project No. 193806013 
 Bid Results 
 
Dear Honorable Mayor and City Council: 
 
Bids were opened for the Project stated above on December 21 2023. Transmitted herewith is a 
copy of the Bid Tabulation for your information and file. A copy will also be distributed to the 
Bidders once the Project has been awarded. 
There were a total of 2 Bids. The following summarizes the results of the Bids received: 
 
 Contractor Total Base Bid 
Low Keys Well Drilling Company $829,475.00 
#2 Traut Companies. $1,097,795.00 

 
The low Bidder on the Project was Keys Well Drilling Company with a Total Base Bid Amount of 
$829,475.00. These Bids have been reviewed and found to be in order. 
 
If the City Council wishes to award the Project to the low Bidder, then Keys Well Drilling Company 
should be awarded the Project on the Total Base Bid in the Amount of $829,475.00. 
 
Should you have any questions, please feel free to contact me at (612) 712-2035. 
 
Sincerely, 
 
STANTEC CONSULTING SERVICES INC. 
 
 
 
Nathan Drews, P.E. 
Enclosure 

Page 37 of 214



Project Name:

City Project No.: Stantec Project No.:

Bid Opening: Owner:
Mark Janovec, P.G.
License No. 45625

BID TABULATION

Item 
Num Item Units Qty Unit Price Total Unit Price Total

SITE
1 MOBILIZATION LS 1 $50,000.00 $50,000.00 $88,820.00 $88,820.00
2 TEMPORARY CONSTRUCTION ENTRANCE EA 1 $4,000.00 $4,000.00 $1,440.00 $1,440.00
3 SAFETY FENCE LF 250 $5.00 $1,250.00 $5.00 $1,250.00
4 STREET SWEEPER WITH PICK UP BROOM WITH 

OPERATOR
EA 10 $185.00 $1,850.00 $594.00 $5,940.00

5 CLEAR AND GRUB TREE 65 $475.00 $30,875.00 $780.00 $50,700.00
6 COMMON EMBANKMENT (CV) CY 1625 $17.50 $28,437.50 $46.00 $74,750.00
7 SANDY CLAY LOAM TOP SOIL BORROW (LV) CY 215 $57.50 $12,362.50 $54.00 $11,610.00
8 WATER FOR TURF ESTABLISHMENT 1000 GAL 5 $1,000.00 $5,000.00 $39.00 $195.00
9 SILT FENCE, TYPE MS LF 300 $3.50 $1,050.00 $3.00 $900.00
10 SEED MIXTURE TYPE 25-151 LB 100 $15.75 $1,575.00 $8.00 $800.00
11 EROSION CONTROL BLANKETS, CATEGORY 1 SY 1400 $2.50 $3,500.00 $3.00 $4,200.00
12 HYDRAULIC SOIL STABILIZER TYPE STABILIZED FIBER 

MATRIX
SY 1200 $2.50 $3,000.00 $5.00 $6,000.00

SITE TOTAL $142,900.00 $246,605.00

PRODUCTION WELL 11:
13 DRILL/DRIVE 24" STEEL CASING LF 259 $275.00 $71,225.00 $320.00 $82,880.00
14 DRILL 24" OPEN HOLE LF 146.00 $125.00 $18,250.00 $210.00 $30,660.00
15 PLACE 18" STEEL CASING (INCLUDING 5' STICKUP) LF 410 $107.50 $44,075.00 $170.00 $69,700.00
16 GROUT ANNULAR SPACE WITH NEAT CEMENT CY 23 $700.00 $16,100.00 $785.00 $18,055.00
17 DRILL 18" OPEN HOLE LF 193 $125.00 $24,125.00 $140.00 $27,020.00
18 GAMMA LOG WELL LS 1 $2,000.00 $2,000.00 $2,100.00 $2,100.00
19 FURNISH, INSTALL, AND REMOVE DEVELOPMENT 

EQUIPMENT
LS 1 $7,500.00 $7,500.00 $14,910.00 $14,910.00

20 DYNAMITE DEVELOPMENT LB 600 $55.00 $33,000.00 $70.00 $42,000.00
21 VIBRATION MONITORING ALLOWANCE LS 1 $10,000.00 $10,000.00 $10,000.00 $10,000.00
22 AIR LIFTING CY 400 $150.00 $60,000.00 $150.00 $60,000.00
23 DEVELOPMENT HR 160 $500.00 $80,000.00 $490.00 $78,400.00
24 FURNISH, INSTALL, AND REMOVE TEST PUMP LS 1 $7,500.00 $7,500.00 $12,700.00 $12,700.00
25 FURNISH, INSTALL, AND REMOVE DISCHARGE PIPING LS 150 $10.00 $1,500.00 $9.00 $1,350.00
26 TEST PUMPING HR 80 $250.00 $20,000.00 $245.00 $19,600.00
27 WATER QUALITY TESTING LS 1 $3,300.00 $3,300.00 $3,840.00 $3,840.00
28 TELEVISE WELL LS 2 $2,000.00 $4,000.00 $1,900.00 $3,800.00
29 SITE CLEANUP AND STERILIZATION LS 1 $2,500.00 $2,500.00 $3,320.00 $3,320.00

PRODUCTION WELL 11 TOTAL: $405,075.00 $480,335.00

I hereby certify that this is an exact
reproduction of bids received.

Wells 11 and 12

Chaska, MinnesotaThursday, December 21, 2023 at 10:30 AM CDT

193806013

Bidder No. 1

Keys Well Drilling Company Traut Companies

Bidder No. 2

193806013-Bid Tabs.xlsm BT-1
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BID TABULATION

Item 
Num Item Units Qty Unit Price Total Unit Price Total

Bidder No. 1

Keys Well Drilling Company Traut Companies

Bidder No. 2

PRODUCTION WELL 12:
30 DRILL AND DRIVE 30" STEEL CASING LF 100 $450.00 $45,000.00 $590.00 $59,000.00
31 DRILL OPEN HOLE FOR 24" CASING LF 159 $200.00 $31,800.00 $330.00 $52,470.00
32 PLACE 24" STEEL CASING (INCLUDING 5' STICKUP) LF 264 $150.00 $39,600.00 $260.00 $68,640.00
33 GROUT ANNULAR SPACE WITH NEAT CEMENT CY 19 $700.00 $13,300.00 $785.00 $14,915.00
34 DRILL 24" OPEN HOLE LF 100 $135.00 $13,500.00 $170.00 $17,000.00
35 GRADATION ANALYSIS EA 1 $500.00 $500.00 $600.00 $600.00
36 FURNISH AND INSTALL LEADER AND PACKERS LS 1 $7,500.00 $7,500.00 $2,990.00 $2,990.00
37 FURNISH AND INSTALL 18" STAINLESS STEEL WELL 

SCREEN
LF 100 $400.00 $40,000.00 $530.00 $53,000.00

38 FURNISH AND PLACE GRAVEL PACK CF 140 $50.00 $7,000.00 $69.00 $9,660.00
39 FURNISH, INSTALL, AND REMOVE DEVELOPMENT 

EQUIPMENT
LS 1 $7,500.00 $7,500.00 $8,820.00 $8,820.00

40 DEVELOPMENT HR 80 $500.00 $40,000.00 $490.00 $39,200.00
41 FURNISH, INSTALL, AND REMOVE TEST PUMP LS 1 $6,000.00 $6,000.00 $10,850.00 $10,850.00
42 TEST PUMPING HR 80 $250.00 $20,000.00 $245.00 $19,600.00
43 WATER QUALITY TESTING LS 1 $3,300.00 $3,300.00 $3,840.00 $3,840.00
44 TELEVISE WELL LS 2 $2,000.00 $4,000.00 $1,900.00 $3,800.00
45 SITE CLEANUP AND STERILIZATION LS 1 $2,500.00 $2,500.00 $6,470.00 $6,470.00

PRODUCTION WELL 12 TOTAL: $281,500.00 $370,855.00

SITE TOTAL $142,900.00 $246,605.00
PRODUCTION WELL 11 TOTAL: $405,075.00 $480,335.00
PRODUCTION WELL 12 TOTAL: $281,500.00 $370,855.00
TOTAL BASE BID $829,475.00 $1,097,795.00

Phone:
Email: nickkeys@keyswell.com travisl@trautcompanies.com

Signed By: Nick Keys
Title: Vice President Vice President

Bid Bond Bid Bond
None None

Bid Security:
Addenda Acknowledged:

(651) 646-7871 (320) 251-5090

Jamie Holmstrom

1156 Homer St.
St. Paul, MN 55116

Traut Companies
32640 County Road 133
St. Joseph, MN 56374

Contractor Name and Address: Keys Well Drilling Company

193806013-Bid Tabs.xlsm BT-2
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Subject: Massage Business Application – Amber Laurent Massage Therapy

Prepared By: Denise Beebe, Senior Clerk

Amber Laurent has requested to open a Massage Therapy business called Amber Laurent 
Massage Therapy located within the Natural Point Wellness Facility at 546 Bavaria Lane, 
Chaska.  Chapter 5 of the Code of Ordinances covers individual massage parlors.  The 
storefront will be leased from Drazan Henke, CPA Investments LLC., 544 Bavaria Lane, Chaska.  
Ms. Laurent, of 501 Oakhill Circle, Chaska, Mn. 55318 has a current individual massage license.   
Approval of her business license is being requested. 

Per Chapter 5 of the Code of Ordinances, the business owner must go through a thorough 
background check. Also, each massage therapist working at the business is required to fill out 
an individual massage therapy application.  Fees for the applications are:

• $500.00 Investigation Fee for the New Business 
• $300.00 Annual Business Fee

Ms. Laurent has paid the investigation fee and upon approval will pay the annual business fee. 
The Police Department has completed their investigation of her business application, finding no 
reason to deny her request .

CITY COUNCIL ACTION REQUESTED
Motion to approve a Massage Therapy Business License No. MTB. 24-04 for Amber Laurent as 
Amber Laurent Massage Therapy, located at 546 Bavaria Lane, Chaska, Minnesota.

REQUEST FOR ACTION
CHASKA CITY COUNCIL

1/8/2024
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REQUEST FOR ACTION 

CHASKA CITY COUNCIL 

January 8, 2024  
 
Subject: Designate City Depositories and Investment Institutions for 

2024 
    
Prepared By: Noel Graczyk  
 

 
 
Background 
Reviewed By:  Noel Graczyk, Administrative Services Director 
Prepared By:  Erica Mattice, Finance Division Director 
 
As required by State Statute, any bank with City funds on deposit must annually be designated 
by the City Council as an official depository. The City’s Cash Management Program also states 
that the City Council shall annually designate financial institutions for placement of investments. 
Historically, the City Council has designated each bank that operates a local office within the 
City as a City designated depository.  U.S. Bank is designated as a City depository as it is used 
by the League of Minnesota Cities, which sponsors the 4M Fund used by the City.  The City also 
uses U.S. Bank to process lockbox transactions for Utility Billing. 
 
In 2023, Chase Bank opened a branch office in Chaska and is included as a named 
Depository.  UBS and Moreton Capital Markets, LLC are two additional broker dealers consistent 
with the City’s Investment policy will be used to benchmark competitive rates for potential 
placement of investments. 
 
It is recommended that all current designated depositories and financial institutions be 
designated for 2024. The following lists include currently designated as well as additions and 
deletions for 2024: 
 

Depositories (Nine for 2024) 
Bank Vista 
Center National Bank 
Chase Bank* 
Nicolet National Bank {F/K/A/ Charter Bank} 
Old National Bank 
Security Bank 
U.S. Bank 
Wells Fargo Bank 
Wings Financial Credit Union 
 
Current Financial Institutions (Ten for 2024) 
Computershare Corporate Trust {F/K/A Wells Fargo Corporate Trust} 
League of Minnesota Cities and PMA Financial Network (4M Fund) 
Northland Securities, Inc. 
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Oppenheimer & Co, Inc. 
Pipe Sandler Companies 
Public Financial Management (PFM) 
RBC Capital Markets, Inc. 
UBS* 
Moreton Capital Markets, LLC* 
U.S. Bank Investment Services, Inc. 
 
{* New for 2024} 
{** Removed for 2024}  

  
Update 
See above listings for changes for 2024.  
  
Recommendation 
Staff recommends approval of bank depositories and investment institutions as listed under City 
Council Action Requested.  
  
CITY COUNCIL ACTION REQUESTED 
Motion to designate the following official depositories and financial institutions.   
 
Depositories: 
Bank Vista; Chase Bank, Center National Bank; Nicolet National Bank; Old National Bank; 
Security Bank; USBank; Wells Fargo Bank; and Wings Financial Credit Union. 
 
Financial Institutions: 
Computershare Corporate Trust; Moreton Capital Markets, LLC; League of Minnesota Cities and 
PMA Financial Network (4M Fund); Northland Securities, Inc; Oppenheimer & Co, Inc; Pipe 
Sandler Companies; Public Financial Management (PFM); RBC Capital Markets, Inc; UBS, and 
U.S. Bank Investment Services, Inc.  
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REQUEST FOR ACTION 

CHASKA CITY COUNCIL 

January 8, 2024  
 
Subject: Adopt Resolution 2024-3 Authorizing Account Signers and 

Electronic Funds Transfer 
    
Prepared By: Noel Graczyk  
 

 
 
Background 
Review By:  Noel Graczyk, Administrative Services Director 
Prepared By:  Erica Mattice, Finance Division Director 
 
The City’s independent auditor recommends that account signers on bank accounts in the name 
of the City, and City officials authorized to act on electronic funds transfer be designated 
annually by a resolution adopted by the City Council. Current account signers at depositories as 
used by City include the Mayor, City Administrator, and Administrative Services 
Director/Treasurer. Signatures from all three account signers are included on checks issued by 
the City.   
 
In accordance with Minnesota Statute 471.38 the City Council must also designate City officials 
that are authorized to act on behalf of the City when electronic funds transfer payments are 
issued. Current policy and practices delegate authority to make electronic funds transfer 
payments to the Administrative Services Director/Treasurer, Finance Division Director, 
Controller, or their authorized designee. These authorizations and supporting internal controls 
are consistent with required workflow approvals currently in place for submission and approval 
of electronic fund transfers.  
  
Update 
In 2023 Mark Windschitl - Mayor, Matt Podhradsky - City Administrator, and Noel Graczyk - 
Administrative Services Director/Treasurer were designated as account signers. As of the end of 
2023, electronic fund transfers on behalf of the City are authorized by Noel Graczyk - 
Administrative Services Director/ Treasurer, Erica Mattice – Finance Division Director, and Lisa 
Nelson - Controller.  
  
Recommendation 
Staff recommends approval of the proposed resolution designating authorized account signers 
at designated depositories and authorizing electronic fund transfers.  
  
CITY COUNCIL ACTION REQUESTED 
Motion to adopt Resolution 2024-3 authorizing bank account signers and authorizing electronic 
funds transfer.  
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CITY OF CHASKA
CARVER COUNTY, MINNESOTA

RESOLUTION

DATE_________1/8/2024______   RESOLUTION NO. _____2024-3________

MOTION BY COUNCILMEMBER___________SECOND BY COUNCILMEMBER___________

A RESOLUTION AUTHORIZING BANK SIGNERS AND AUTHORIZATION OF 
ELECTRONIC FUNDS TRANSFER

WHEREAS, in accordance with the Minnesota Statutes 471.38, the City Council shall annually 
delegate authority to make electronic funds transfers, and the disbursing bank of electronic 
funds transfers shall keep on file a certified copy of the delegation of authority.

WHEREAS, Minnesota Statutes Section 471.38 allows the use of electronic funds transfer 
provided certain policy controls are in place for payment of the following:

1. for a claim for a payment from an impressed payroll bank account or investment 
of excess money;

2. for payment of tax or aid anticipation certificates;
3. for a payment of contributions to pension or retirement fund;
4. for vendor payments;
5. for payment of bond principal, bond interest, and a fiscal agent service charge.

WHEREAS, all electronic funds transfers shall be processed in accordance with accounts 
payable procedures.

WHEREAS, all electronic funds transfers shall document and comply with policy controls that 
include:

1. the initiator of the electronic transfer shall be identified;
2. the initiator shall document the request and obtain an approval from the 

designated Administrative Services Director/Treasurer, the Finance Division 
Director, or their designee before initiating the transfer as required by internal 
control policies;

3. a written confirmation of the transaction shall be made no later than one business 
day after the transaction and shall be used in lieu of a check, order check, or warrant 
required to support the transaction;

4. a list of transactions made by electronic funds transfer shall be submitted to the City 
Council at its next regular meeting after the transaction.
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NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of Chaska, Minnesota, 
that checks, drafts, or other withdrawal orders issued against the funds of the City of Chaska on 
deposit with a bank shall be signed by the following City Officials:

Mayor
City Administrator
Administrative Services Director/Treasurer

Mark Windschitl 
Matt Podhradsky 
Noel Graczyk

BE IT FU RTHER RESOLVED, that the City of Chaska City Council delegates authority to make 
electronic funds transfers to the following designated positions and individuals or their designee 
subject to the policy controls and authorization in accordance with Minnesota Statute 471.38:

Administrative Services Director/Treasurer Noel Graczyk 
Finance Division Director Erica Mattice
Controller Lisa Nelson

Passed and adopted by the City Council of the City of Chaska, Minnesota, on this 8th day of January 2024.

_________________________________________
Mark Windschitl, Mayor

Attest       
        Deputy Clerk
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REQUEST FOR ACTION 

CHASKA CITY COUNCIL 

January 8, 2024  
 
Subject: Appointment of City Trustees to the Chaska Fire Department 

Relief Association Board for 2024 
    
Prepared By: Noel Graczyk  
 

 
 
Background 
Reviewed By:  Matt Podhradsky, City Administrator 
Prepared By:  Noel Graczyk, Administrative Services Director 
 
Members of the Chaska Fire Department Relief Association (CFDRA) and the City of Council for 
the City of Chaska both approved restated and amended bylaws for the CFDRA as of October 
30, 2013. In accordance with both State Statutes and the amended bylaws, the Board of 
Trustee for the CFDRA shall consist of nine members with three member draws from officials of 
the sponsoring City. 
 
One of the three City members must be an elected official and one must be either an elected or 
appointed official. Both City members must be designated annually by the City Council. The 
third City member must be the Fire Chief. 
 
In 2023 for 2023, Council Member Taylor Hubbard was appointed to serve as the required 
elected official to the CFDRA Board. Also, for 2023, the Administrative Services 
Director/Treasurer Noel Graczyk was appointed as the second City member to the CFDRA 
Board.  
  
Update 
Staff recommends that that both Taylor Hubbard and Noel Graczyk continue in 2024 as the 
appointed and elected official and second City member to the CFDRA Board.  
  
Recommendation 
Staff recommends adoption of the motion with council appointments.  
  
CITY COUNCIL ACTION REQUESTED 
Motion to appoint _____ (Taylor Hubbard) as a required elected-official Trustee and _____ 
(Noel Graczyk) as a City Trustee to the Chaska Fire Department Relief Association Board for 
2024.  
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Subject: Consider Employee Handbook Update

Prepared By: Beth Wacholz, HR Manager

Background
The City of Chaska’s Employee Handbook was most recently updated and approved by Council in 
2019. Since that time, several minor changes have been made and two more significant policies 
have been added. The first, Earned Sick and Safe Time is an update needed to comply with a 
new State law. The second, City Paid Parental Leave, is an enhanced employee benefit. 

In order to ensure that the handbook was up to date with requirements and followed an 
organized layout, the Human Resources department worked with our broker, USI, to build and 
update the policies in the handbook. HR professionals, along with the USI legal team, assisted 
with developing the content in the handbook.

Updates to handbook
There are two significant changes to the handbook.

• Section 306 Earned Sick and Safe Time for Non-Full-Time Employees
o This is a new state law, effective 1/1/2024, that provides for up to 48 hours of 

leave for all employees and their family members that can be used for a variety of 
reasons. 

• Section 307 City Paid Parental Leave
o This policy provides parents of all genders time to bond with newborn children, or 

newly placed adopted or foster children in hopes of setting up children for long 
term health and well-being. Parents are provided with 80 hours (10 working days) 
of the employee’s regular base wage immediately after birth or placement of a 
child.

o The paid parental leave is a benefit that municipalities are moving towards for a 
number of reasons. First and foremost, the city is taking care of employees and 
providing bonding time after birth or adoption. Second, this benefit assists in 
attracting and retaining employees. This is a benefit other cities are offering for 
similar reasons. In a sampling of cities, six offer paid parental leave ranging from 5 
to 20 days. 

Other Additional Policies
Section 106: Diversity and Inclusion – The City’s commitment to diversity, equity and inclusion

A list of other minor changes to the handbook are listed below.

Minor Updates to Policies:
• Section 103: Equal Employment Opportunity – added CROWN act language

REQUEST FOR ACTION 
CHASKA CITY COUNCIL

01/08/2024
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• Section 104: Accommodations in the Workplace – revised accommodations language
• Section 107: Equal Pay Policy – added language on equity
• Section 115: Job Postings, Promotions, Advancement – incorporated promotion and 

advancement language
• Section 201: Employment Categories – added definition of Temporary employees
• Section 303: Holidays – added Juneteenth and language on starting/terminating on 

holidays
• Section 309: Training Assistance and Tuition Reimbursement – updated requirements of 

training to be job related
• Section 313: Pregnancy Accommodations – updated to incorporate new City Paid Parental 

leave policy
• Section 324: Election Judge Leave – added language for Chaska and non-city elections
• Section 402: Paydays & Pay Corrections – added language about pay corrections
• Section 504: Flexible Working Schedules – added language on alternative work options
• Section 505: Working from Home – updated language to reflect practice
• Section 509: Breaks for Nursing Mothers – updated for new law regarding paid breaks
• Section 514: Use of Vehicles, Equipment and City Property – language added regarding 

maintenance
• Section 515: Business Expenses and Reimbursement – added language on per diem and 

travel over 50 miles

Recommendation
Staff is recommending the adoption of the City of Chaska Employee Handbook, attached is 
the final draft copy of the handbook. 

CITY COUNCIL ACTION REQUESTED
Motion to approve the City of Chaska Employee Handbook.
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1

On behalf of everyone here, I welcome you to the City of Chaska and wish you every success at our City.

You will be receiving information about the City, your job, City benefits and policies during your first 
days on the job. I hope that you find the information included in this handbook helpful.
 
The City’s overall mission is to be “the best small town in Minnesota.” The City Council and staff are 
committed to achieving this goal through the provision of quality municipal services. Please review the 
City’s mission and value statements included in this handbook. Our dedicated, professional employees are 
the City’s greatest resource, and a high-quality municipal work force is essential in reaching our long-
term goals.

Hopefully, a distinguishing trait of our organization is its emphasis on customer service. Customers for 
our purposes are defined as “anyone a City employee comes in contact with”, with quality service defined 
as “meeting or exceeding customer expectations.” As you strive to deliver quality service, it is important 
that you keep in mind that in many instances, the customer’s perception is equally important as the actual 
quality of the services we provide. It is for this reason that the City has placed a high priority on soliciting 
feedback from all of our customers. Recognizing our priority of quality service, the City Council has 
adopted a formal customer service policy as a means to articulate these commitments.

Our commitment to you as a City employee is to make available the necessary resources and training 
which will provide you with the tools to meet these objectives. We are confident that the skills and 
capabilities that you bring to our organization will also enhance our ability to meet Chaska’s vision of 
being a quality small town.

The purpose of this handbook is to introduce you to our organization and provide you with important 
information about working with our organization, our employee benefits, and our employment policies. 
We expect you to read, understand, and comply with all provisions of the handbook. It describes many of 
your responsibilities as an employee and outlines the programs we have developed to benefit you and 
other employees. However, this handbook cannot anticipate every situation or answer every question 
about your employment. If you have questions about any of the policies in this handbook, please contact 
Human Resources.

Congratulations again on joining the City of Chaska team. We hope that your experience here will be 
challenging, enjoyable, and rewarding. 

Sincerely,

Matt Podhradsky
City Administrator
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THE HISTORY OF CHASKA

Chaska’s history reflects the influence of the Native American culture. The name “Chaska” is a 
Dakota word meaning, “first born male child.” In 1851, speculator Thomas Holmes founded the 
City. Originally, the settlers were mainly farmers, but a thriving industry, including the famed 
Chaska brickyards grew around the railroad and the river in the late 1800s. The 1950s and 1960s 
saw the beginning of the transition of Chaska from an agricultural trade center into a community 
experiencing the expansion of a regionally growing metropolitan area.

Population doubled from 4,350 to 8,350 in the seventies with the creation of Jonathan, a 
federally assisted planned community within Chaska. Chaska’s population grew from 2,500 in 
1960 to 8,300 in 1980. Much of that growth was due to the first federally funded “new town”, 
Jonathan, which began in newly annexed land north of the City. The development brought new 
land, new jobs, and new people to the community.

Throughout this period of transition and change, dozens of modern industries located in Chaska 
and hundreds of homes were built. Although Jonathan did not fulfill its initial concept, it 
provided Chaska the infrastructure to attract new business and industry, which began in the mid-
1980s. Along with this development focus came a form of governance that encouraged the City 
organization to be “The Best Small Town in Minnesota” through support of a process of values 
and vision. This vision was founded on the pursuit of positive attitude, values, and the feel of a 
community as a place to gather and work and call home. Significant industrial expansion due to 
City incentives kept the growth going into the eighties and nineties. By focusing on a thriving, 
vital downtown, Chaska has maintained its small-town character while continuing to grow as a 
part of the metropolitan area.

Chaska remains “The Best Small Town in Minnesota.” A large part of that is due to community 
leaders stressing strong neighborhoods, local job opportunities, parks, trails, recreation and the 
arts, community celebrations, good schools, and especially small-town values. It is made 
possible by individuals and groups who share this vision.

Through the decades of growth and change, Chaska has remained a community of strength and 
character. The traditions of good living began so many years ago on the banks of the Minnesota 
River continue to this day.

Today, Chaska combines the best of both worlds – friendly small town and modern city.
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ORGANIZATIONAL VALUES

The City of Chaska is a small-town, municipal organization responsible for delivering essential 
public services to its citizens. The overall mission of the Chaska City organization is to be the 
best small town in the State of Minnesota. As employees of the City, we are committed to a set 
of values, which enable us to individually and collectively meet the public service needs of our 
quality community. The quality of life in Chaska depends upon a partnership among citizens, 
elected officials and City employees. Each of us strives for excellence. As such, we have agreed 
upon the flowing as our organizational values and ask that you make a commitment to:

• CHASKA: Chaska is an extraordinarily special community, which is unique because it is 
a quality small town within a larger metropolitan/suburban area. Our commitment is to 
collectively strive to make Chaska the best small town in Minnesota.

• COMMUNITY VALUES: As an organization, we are committed to modeling and 
promoting the values of citizenship, environmentalism, generosity, human worth and 
dignity, integrity, learning, respect for others, and responsibility.

• EXCELLENCE IN PUBLIC SERVICE: Individually and collectively we are vested 
with the “public trust.” We have chosen public service as our responsibility and are proud 
of the excellent work performed by the City of Chaska. Consistent with this vision, 
Chaska’s citizens will be treated as our customers and their feedback will be essential.

• FISCALLY RESPONSIBLE: Careful management of our financial resources 
demonstrate our respect for the citizens whose taxes support our activities. To be fiscally 
responsible is to recognize that most problems cannot be solved with money alone; 
therefore, fresh approaches and creativity in addressing issues shall be adopted.

• PROGRESSIVE CHANGE: We are committed to progressive change, as necessary to 
accomplish our goals, while still advocating the maintenance of Chaska’s unique 
historical perspective. We reject the notion that “City Hall” should simply maintain the 
status quo. Furthermore, we are committed to being proactive rather than reactive.

• QUALITY: As the Chaska community continues to develop and redevelop; we are 
committed to aggressively pursuing quality in City facilities and infrastructure, City 
services, recreational opportunities, and private development activities.

• OUR EMPLOYEES: Our employees must be able to enjoy a respectful, exciting, 
challenging, and fulfilling work environment where they are recognized and rewarded for 
their commitment to excellence.

We are proud of the City of Chaska, our employees, and the citizens we serve.
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MISSION STATEMENT

“To Be the Best Small Town in Minnesota”

For the success of our organization, it is critical that each of the employees understand the 
purpose and mission of the City of Chaska. To clearly state our vision, the City employees and 
elected officials have jointly developed a formal mission statement and set of organizational 
values. As you review these statements keep in mind that our ultimate objective is to be a quality 
small town.

The primary mission of the City of Chaska is to enhance and maintain the high 
quality of life of its “shareholders,” the citizens of the Chaska, which has been 
nurtured in the community since its incorporation in 1852. Consistent with its 
mission the City will strive to maintain its unique, historical, small town image and 
sense of community while supporting well-planned, orderly growth. The 
mechanism for obtaining these objectives is with proper community planning, 
enforcement of local ordinances and State statutes, economic development and 
provision of quality municipal services.

Community growth is to be emphasized in the area of quality industrial and 
commercial development. Quality, balanced residential development is also 
encouraged consistent with local demand.

Orderly growth should promote expansion of the City’s tax base, supply 
employment opportunities and provide for reasonable diverse shopping 
opportunities.

The City will strive to provide quality, basic municipal services in the areas of 
Police, Fire, Public Works, Utilities and Parks & Recreation while maintaining an 
average to below average property tax level. Although the City will generally not 
look to provide “luxury municipal services,” it will seek to provide all services in 
the most cost-effective mode and administer these services to the citizens of Chaska 
fairly and equitably. The City will attempt to structure service delivery in order to 
allow that those benefiting from various services also assume the financial 
responsibility. When economically feasible the City will support innovative and 
creative service concepts.

In obtaining these goals, the City Council will attempt to be proactive and strive to initiate policy 
consistent with these objectives. Citizens will be viewed as customers of City services and a 
priority will be given to obtaining feedback and in communication with our customers. Quality 
professional staff will be encouraged to implement on a day-to-day basis the overall mission and 
goals established by the City Council.
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100 About the Handbook
Effective Date: 12/20/2018

The purpose of these policies is to establish a uniform and equitable system of personnel 
administration for the employees of the City of Chaska. They should not be construed as contract 
terms for any City employees. No supervisor or City representative has any authority to enter 
into any agreement for employment for any specific period of time, or to make any agreement 
contrary to this provision. Nothing in this handbook or in other City policies which may be 
communicated to you constitutes a contract of employment. The policies are not intended to 
cover every situation that might arise and can be amended from time to time at the sole 
discretion of the City. These policies supersede all previous personnel policies. As an employee, 
you are responsible for complying with current City policy at all times.

Every policy in this handbook has been carefully considered and is important to the successful 
operations of our organization. Except as otherwise prohibited by law, the City of Chaska has the 
right to terminate any employee at any time for any or no reason. Employees may similarly 
terminate employment at any time for any reason.  

Some employees are subject to Department of Transportation (DOT) regulations. Those subject 
to DOT regulations will be provided a separate policy that covers their responsibilities. This 
policy should be read in conjunction with the main handbook, but to the extent this handbook 
conflicts, DOT employees should follow the policy or procedure.

Scope
These policies apply to all employees of the City. Except where specifically noted, these policies 
do not apply to:

• Elected officials
• City attorney
• Members of City board, commissions and committees
• Consultants and contractors
• Volunteers, except for paid on-call firefighters

If any specific provisions of the personnel policies conflict with any current union agreement, the 
union agreement will prevail. Union employees are encouraged to consult their collective 
bargaining agreement first for information about 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 informative 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.  
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101 Respectful Workplace
Effective Date: 12/20/2018

Employees are the backbone of our success. Our achievements are due to the spirit and 
cooperation of our employees who contribute. We promote a safe and professional work 
environment that encourages teamwork and individual initiative in which courteous and 
respectful treatment is the standard. It is up to each of us to treat one another with respect and 
dignity and hold ourselves – and each other – accountable for appropriate behavior. Behavior 
that is not consistent with these policies may result in disciplinary action.

We will do our best to:
• Provide a safe working environment;
• Select and promote people on the basis of skill, training, ability, merit, attitude, and 

character without prejudice or discrimination;
• Maintain competitive wages and benefits, appropriate with our philosophies;
• Welcome employee input, ideas and constructive criticisms at all times;
• Develop people who understand and meet our objectives, and who accept with open 

minds the ideas, suggestions, and constructive criticisms of fellow workers;
• Dedicate ourselves to being the best and getting better;
• Respect individual rights, and treat all employees with courtesy and consideration;
• Maintain mutual respect in our working relationships; and
• Do all these things in a spirit of friendliness and cooperation.

Each of us, as employees, is responsible for:
• Regular and punctual attendance;
• Reporting to work, ready to work with proper attire;
• Good housekeeping skills (keeping self, work station, and surrounding areas as clean as 

possible);
• Safe working practices and good work performance;
• Cooperating with fellow employees to achieve the best results; 
• Mutual respect for those we work with;
• Constructive participation in the operation of the organization by contributing your 

individual ideas and by becoming personally involved in opportunities as they may arise; 
and

• Portraying a positive organization image, both at work and while in the community.

We believe that the work conditions, wages, and benefits we offer to our employees are 
competitive with those offered by other employers in this area and in this industry. If you have 
concerns about work conditions or compensation, you are strongly encouraged to voice these 
concerns openly and directly to your supervisors.

Our experience has shown that when employees deal openly and directly with supervisors, the 
work environment can be excellent, communications can be clear, and attitudes can be positive. 
We demonstrate our commitment to our employees by responding promptly and effectively to 
employee concerns.
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102 At Will Employment
Effective Date: 12/20/2018

Your employment with us is voluntary and is subject to termination by you or us at will, with or 
without cause, and with or without notice, at any time. Nothing in this handbook should be 
interpreted to be in conflict with or modify your status as an at-will employee.

103 Equal Employment Opportunity
Effective Date: 08/01/2023

We provide employment opportunities to all employees and applicants for employment without 
regard to race ("race" is inclusive of traits associated with race, including but not limited to hair 
texture and hair styles such as braids, locs, and twists), color, religion, sex, sexual orientation, 
and gender identity, pregnancy status, citizenship status, national origin, age, disability, military 
service, veteran status, genetic information, union membership, creed, marital status, familial 
status, status with regards to public assistance, membership in a local human rights commission, 
or any other status protected by law. In order to provide equal employment and advancement 
opportunities to all individuals, employment decisions are based on merit, qualifications, and 
abilities. 

Unless doing so would result in an undue hardship, the City will provide reasonable 
accommodations that:

1. enable qualified individuals with disabilities to perform the essential functions of their 
jobs, or 

2. enable employees with sincerely held religious beliefs to observe the requirements and 
restrictions of their beliefs. 

See the Accommodations in the Workplace (section 104) policy for more information.

We will not request or require a genetic test or collect or use any protected genetic information 
from any employee or applicant in connection with employment-related decisions.

All employees will be addressed by a name and by pronouns that correspond to the employee’s 
gender identity. A court-ordered name or gender change is not required. The disclosure of this 
information is entirely optional, as it is at the employee’s discretion to disclose. 

This policy applies to all terms and conditions of employment, including recruiting, hiring, 
compensation, selection, job assignment, promotion, disciplinary action, termination, layoff, 
recall, transfer, access to benefits, leaves of absences, training, and advancement. If you have a 
question or concern about any type of discrimination in the workplace, you are encouraged to 
bring these issues to the attention of your immediate supervisor or Human Resources (HR). You 
can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in 
any type of unlawful discrimination will be subject to disciplinary action, up to and including 
termination of employment.

104 Accommodations in the Workplace
Effective Date: 08/1/2023

The City will not discriminate against any qualified employee or applicant because of such 
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individual’s disability (physical, mental, cognitive, or sensory), pregnancy, or sincerely held 
religious beliefs. Our commitment extends to all aspects of employment, including, but not 
limited to, hiring, promotion, discharge, compensation, benefits, and training.

Right to accommodation
In addition to not discriminating, the City will provide reasonable accommodations to:

1. Qualified employees with disabilities; 
2. Qualified employees who are pregnant; and
3. Qualified employees with sincerely held religious beliefs. 

"Qualified employees” are those who meet a job’s necessary requirements and are capable of 
performing the job’s essential functions with or without accommodation.

Disability
The City will provide reasonable accommodations for job impacting needs or limitations related 
to a qualified employee’s physical or mental impairment that substantially limits one or more of 
the employee’s major life activities, unless doing so would impose an undue hardship as 
described below.

Pregnancy
The City will provide reasonable accommodations for job impacting needs or limitations related 
to a qualified employee’s pregnancy, childbirth, and related medical conditions, unless doing so 
would impose an undue hardship as described below. As part of the accommodation process, the 
City will not:

• Require qualified employees to accept accommodations other than ones arrived at 
through the interactive process described below.

• Require qualified employees to take leave (whether paid or unpaid) if another reasonable 
accommodation can be provided.

Religious Practice
The City will provide reasonable accommodations for job impacting needs or limitations related 
to a qualified employee’s sincerely held religious beliefs or practices, unless doing so would 
impose an undue hardship as described below.

Requesting an accommodation
As soon as you become aware of a disability, pregnancy, or religious-based need or limitation 
related to your job or workplace, immediately contact Human Resources (HR) to start the 
interactive process to determine whether an accommodation might be possible.

Supervisors who become aware of employee medical conditions, pregnancy circumstances, or 
religious beliefs/practices that might require accommodation or impact job performance should 
remind employees of this policy and promptly contact HR.

Interactive process to determine reasonableness
Upon receiving notice of the possible need for an accommodation, a member of HR will contact 
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you to start the interactive process, which starts with identifying the precise limitations or needs 
that you have related to your medical condition, pregnancy, or religious beliefs/practices. In most 
cases, you will be asked a number of questions about how your job is impacted by your medical 
condition, pregnancy, or religious beliefs/practices, and you will be required to provide a detailed 
description of the accommodation you would like.

If you are requesting an accommodation in connection with a medical condition or pregnancy, 
you will also be provided with a form for your doctor to complete that confirms the need for 
accommodation as well as what accommodations might be sufficient. This completed form is 
essential to our determination of whether we can provide you with an accommodation, and 
without it we may have to conclude that an accommodation is not necessary.

The City has the sole discretionary right to determine the reasonableness of any requested 
accommodation, and may not provide the accommodation you have requested if an alternative 
accommodation is available that we believe better meets organizational needs.

As the City goes through the interactive process to determine whether an accommodation is 
possible, you will be expected to perform the full functions of your job and comply with any 
applicable safety and other workplace rules at all times. However, if your disability or religious 
needs will make you incapable of meeting these expectations, we may temporarily remove you 
from your position until we can make an accommodation determination. This is particularly true 
if your circumstances could result in a threat to the safety or health of yourself or others. 

Any information we receive as part of the accommodation interactive process will be kept 
strictly confidential and will only be disclosed to those individuals who have an actual work-
related need to know about them, and then, only to the degree necessary. 

Undue hardship
Just because you request an accommodation and go through the interactive process does not 
mean the City will be able to grant your request for accommodation. An accommodation is not 
reasonable if it would result in an undue hardship. The City will determine whether a requested 
accommodation constitutes an undue hardship by considering a number of job-related factors. 

In the case of disability and pregnancy, an undue hardship results if the accommodation would 
impose “significant difficulty or expense” on our organization. In the case of religion, an undue 
hardship results if the accommodation would impose a “substantial burden” on our organization.

When evaluating requests for accommodation, the City will do a thorough analysis that takes 
into consideration the nature and cost of the accommodation in light of our financial resources. 
The City will also evaluate the accommodation’s impact on your safety and the safety of your 
coworkers, as well as its impact on individual and team performance, including the ability of 
other employees to perform their duties. In no case will the long-term reallocation of essential 
job functions or indefinite leave be considered reasonable accommodations. Similarly, items of 
daily personal use, such as eyeglasses, hearing aids, and wheelchairs will not be provided.

Freedom from retaliation
You will not be subject to any form of discipline, reprisal, intimidation, denial of employment 
opportunities, or retaliation for requesting or receiving an accommodation under this policy. If 
you feel that you or a coworker has been subjected to conduct that violates this policy, you must 
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report it immediately to HR. 

105 Lactating Employees and Pregnancy Accommodations Law Notice
Effective Date: 08/1/2023

Minnesota Statutes §181.939 gives pregnant and lactating employees certain legal rights. 
Pregnant employees have the right to request and receive reasonable accommodations, which 
may include, but are not limited to, more frequent or longer breaks, seating, limits to heavy 
lifting, temporary transfer to another position, temporary leave of absence or modification in 
work schedule or tasks. An employer cannot require an employee to take a leave or accept an 
accommodation. 

Lactating employees have the right to reasonable paid break times to express milk at work unless 
they are expressing milk during a break that is not usually paid, such as a meal break. Employers 
should provide a clean, private and secure room that is not a bathroom near the work area that 
includes access to an electrical outlet for employees to express milk. 

It is against the law for an employer to retaliate, or to take negative action, against a pregnant or 
lactating employee for exercising their rights under this law. Employees who believe their rights 
have been violated under this law can contact the Minnesota Department of Labor and Industry’s 
Labor Standards Division at dli.laborstandards@state.mn.us or 651-284-5075 for help. 
Employees also have the right to file a civil lawsuit for relief. For more information about this 
law, visit www.dli.mn.gov/newparents.

106 Diversity & Inclusion
Effective Date: 08/1/2023

The City of Chaska is committed to fostering, cultivating, celebrating, and preserving a culture 
of diversity, equity, and inclusion. The City believes we cannot be successful without a work 
environment, and community, that is diverse, inclusive, and equitable, since it is each of our 
individual perspectives and contributions that make us uniquely capable of overcoming 
challenges, driving innovation, and ultimately strengthening our organization. 

Diversity is the presence of differences that may include differences in age, color, disability, 
genetic information, ethnicity, family or marital status, sex (including gender identity and sexual 
orientation), language, national origin, physical and mental ability, political affiliation, race, 
religion, socio-economic status, veteran status, and other characteristics that make our employees 
unique. 

Equity is the process of promoting justice, impartiality and fairness within procedures and 
processes, and distributing resources. 

Inclusion ensures those who are diverse feel welcomed. Inclusion occurs when the City and its 
employees are inviting and welcoming to all. We are committed to efforts that ensure the City is 
a place where individual differences are welcomed, perspectives are respectfully heard, and 
where every individual feels a sense of belonging and inclusion.
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Therefore, it is our pledge to: 

• Develop programs and initiatives that foster and promote a diverse workforce.

• Find ways for employees with different backgrounds and experiences to collaborate, 
regardless of status, position or location. 

• Provide training, developmental, and promotional opportunities to all qualified employees 
equally and with the goal of having the diversity of our employees reflected at all levels of 
the organization.

• Be responsive to employee needs and ideas regarding inclusivity and maintaining a 
welcoming environment for everyone. 

• Structure and manage our recruiting and hiring efforts so that our workforce reflects the 
diversity in our community. 

In turn, we ask that you make it your pledge to:

• Listen in ways that allow others to be heard.

• Show curiosity about others.

• Ensure that your words and actions are welcoming and respectful.

• Avoid making or acting on assumptions about others.

• Seek to include others on projects and when resolving problems or challenges.

• Participate in any diversity, inclusion and equity programs or training we may offer. 

• Speak up when you see or experience behavior that excludes or comes at the expense of 
others.

Remember, the ways you choose to behave around others will drive their behaviors towards you. 
If you have suggestions for ways we can improve our diversity and inclusion efforts, please 
contact a supervisor or HR.

For more information regarding the City’s commitment to promoting diversity, equity, and 
inclusion reference the following sections in the Employee Handbook: Organizational Values 
(page 3), Respectful Workplace (section 101), Equal Employment Opportunity (section 103), 
and Equal Pay Policy (section 106). 

107 Equal Pay Policy
Effective Date: 08/01/2013

The City of Chaska is committed to fairness, tackling discrimination, and ensuring equal pay for 
equivalent work to employees regardless of gender, and any other characteristics or classes that 
are protected by federal, state, or local laws. We consider pay as an employee’s base pay, 
bonuses, and other cash benefits. It is our intent to provide and maintain equal pay by 
undertaking regular equal pay reviews for all employees, and repeating such reviews at regular 
intervals. We will also monitor starting salaries for new employees to ensure there is no 
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discrimination based on gender, or any other protected classes, at the outset of their employment. 
We will also provide training and guidance for those involved in determining remuneration. 

Employees that have concerns or complaints about our equal pay practices should provide 
specific details to HR. 

108 Personal Relationships in the Workplace
Effective Date: 12/20/2018

The employment of relatives or persons involved in dating relationships in the same area of the 
organization may cause serious conflicts and problems with favoritism and employee morale. In 
addition, personal conflicts from outside the work environment can be carried into day-to-day 
working relationships.

We do not prohibit employing relatives of other employees, or persons involved in dating 
relationships with other employees. Generally, relatives and persons involved in dating 
relationships will not be allowed to report to one another or otherwise work in a position that has 
control or influence over the other person’s hiring, advancement, performance evaluation, 
discipline, or termination. In these circumstances, we ask that you report your familial or dating 
relationship to your supervisor or HR. In case of actual or potential problems, we will take 
prompt action. This can include reassignment or, if necessary, termination of employment for 
one or both of the individuals involved. 

For the purposes of this policy, a relative is any person who is related by blood or marriage, or 
whose relationship with the employee is similar to that of persons who are related by blood or 
marriage.

109 Employee Medical Examinations
Effective Date: 01/01/2021

We may require you to undergo a medical examination if necessary, to comply with applicable 
state and/or federal laws, or if we wish to ensure that you are able to perform your duties safely. 
DOT, Fire, and Police employees may be subject to additional examinations and can obtain 
further information from HR.

Pre-Employment and Pre-Transfer / Promotion Physicals
You may have to successfully pass a physical exam before starting certain positions within our 
organization. If so, you will only be tested on your ability to perform job-specific tasks and 
functions, and will not be tested on your general health. If you do not pass the physical exam, we 
will withdraw the job offer or promotional opportunity, unless there is a reasonable 
accommodation that will enable you to effectively perform the position’s essential functions. 

All DOT commercial drivers will be required to undergo a medical examination as required by 
DOT regulations prior to beginning work. A copy of a valid medical card must be carried with 
the DOT employee at all times while driving for work purposes. See DOT policy for further 
details.
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Additional Employee Assessments
We may also have you evaluated or conduct an evaluation in such circumstances as follows: to 
determine or update your ability to perform in your current position, pursuant to our Section 603 
Drugs and Alcohol policy, to confirm your need for medical leave, to assess your ability to return 
to the workplace after a medical leave, to determine your need for accommodations, or to 
comply with applicable state or federal laws. 

All DOT employees will be required to undergo examinations periodically to determine fitness 
for duty or as otherwise required by DOT regulations. See DOT addendum for further details.

We keep your medical information confidential and separate from the other parts of your 
personnel file, and we strictly limit access to such information to those individuals who have a 
legitimate and necessary need to know.

110 Immigration Law Compliance
Effective Date: 01/01/2021

We employ only individuals who are authorized to work in the United States. We do not 
unlawfully discriminate on the basis of citizenship or national origin.

When hired, as a condition of employment, you must complete the Employment Eligibility 
Verification Form I-9 and present documentation establishing identity and employment 
eligibility. If you were previously employed with us, you must complete a new form if your last 
start date was more than 3 years ago, your last termination date was more than 1 year ago, 
whichever occurs later, or if your previous I-9 is no longer retained or valid, along with current I-
9 IDs or documentation.

We must terminate employees who are unable to provide appropriate documentation in support 
of their right to work in the United States within three (3) days of their start date.

If you have questions or want more information on immigration law issues, contact HR. You 
may raise questions or complaints about immigration law compliance without fear of reprisal.

111 Conflicts of Interest
Effective Date: 12/20/2018

Activities or relationships that conflict with our interests or adversely affect the organization’s 
reputation should be avoided. We cannot describe every situation that may constitute a conflict 
of interest; rather, the purpose of these guidelines is to provide general direction so that you can 
seek further clarification on issues related to conflicts of interest. Contact HR if you have any 
questions about conflicts of interest.

A conflict of interest occurs when your loyalty is, or appears to be, divided between your self-
interest or the interests of a third party and our interests. The types of conflicts of interest you 
must avoid include, but are not limited to:
 Accepting, agreeing to accept, or soliciting money or other tangible or intangible benefit 
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in exchange for favorable decisions or actions in the performance of your job or that 
might appear to influence your decision-making or professional conduct;

 Accepting employment or compensation or engaging in any business or professional 
activity that might require disclosure of confidential information or trade secrets;

 Directly or indirectly engaging in activities that compete with our business interests, 
including engaging in, owning, managing, operating, joining, controlling, consulting 
with, participating in the ownership, operation or control of, being employed by, or being 
connected in any manner with any person or entity which solicits, offers, offers to 
provide, or provides any services or products similar to those which we offer to our 
customers or prospective customers;

 Accepting employment or compensation that could reasonably be expected to impair 
your independent judgment in the performance of your duties;

 Accepting a kickback, bribe, gift costing more than $5 or special consideration as a result 
of any transaction or business dealings involving us;

 Giving preferential treatment in business dealings to any person or company in whom 
you, a relative or friend has a significant ownership interest or relationship.

You must disclose actual or potential conflicts or any relationships that may create the 
appearance of a conflict of interest to your supervisor as soon as you become aware of them so 
that safeguards can be established to protect all parties.

112 Whistleblower Protections
Effective Date: 12/20/2018

We strive to create an ethical and open work environment, to ensure we have a governance and 
accountability structure that supports our mission, and to encourage and enable you to raise 
legitimate concerns about the occurrence of illegal or unethical actions within our organization 
instead of turning to outside parties for resolution.

We expect you to report activities you consider to be illegal, unethical, or dishonest internally. 
You are not responsible for formally investigating the activity or determining fault or corrective 
measures. Instead, as discussed below, appropriate management officials are charged with these 
responsibilities. 

Examples of illegal, unethical, or dishonest activities include, but are not limited to:
• Violations of federal, state or local laws
• Activities that potentially violate healthcare reform laws
• Theft or inappropriate removal or possession of property
• Unethical, immoral, or criminal conduct in or outside of the workplace
• Falsification of records, including timekeeping records
• Violation of OSHA or other regulatory standards
• Sexual or other unlawful or unwelcome harassment
• Unauthorized disclosure of business “secrets” or confidential information
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If you have knowledge of or a concern about actual or potential illegal, dishonest, or fraudulent 
activity, you should contact your immediate supervisor, the Assistant City Administrator, or HR. 
You must exercise sound judgment to avoid baseless allegations. HR (or an outside agency as 
determined in the sole discretion of the City) will investigate your concerns and determine the 
proper course of corrective action. If someone in HR is the subject of the whistleblower 
complaint, another member of senior management will become responsible.

Insofar as possible, we will try to maintain your confidentiality. However, your identity may 
have to be disclosed to conduct a thorough investigation, to comply with the law and to provide 
accused individuals their legal rights of defense. We will not retaliate, nor permit retaliation 
against anyone who brings forward a legitimate concern under this policy. If you believe you are 
being retaliated against, contact HR, Assistant City Administrator, or City Attorney immediately. 
Protection against retaliation does not include immunity for any personal wrongdoing that is 
alleged and investigated.

If you intentionally or recklessly file a false or baseless report of wrongdoing, you will be subject 
to discipline up to and including termination. If you have questions about this policy, please 
contact your supervisor or HR.

113 Outside Employment
Effective Date: 12/20/2018

You may hold outside jobs as long as you meet the performance standards of your job with us. 
We judge all employees by the same performance standards and hold everyone to our scheduling 
demands, regardless of any existing outside work requirements. Full-time employees must 
generally prioritize our interests over outside employers, but other employment obligations may 
be taken into consideration when scheduling our part-time employees. 

You may not receive any income or material gain from individuals outside our organization for 
materials produced or services rendered while performing your jobs for us. Similarly, outside 
employment that constitutes a conflict of interests prohibited.

If we determine that your outside work interferes with performance or the ability to meet the 
requirements of your position as they are modified from time to time, you may be asked to 
terminate the outside employment if you want to remain employed by us.

Questions as to whether employment with a particular outside employer might constitute a 
conflict of interest should be directed to HR.

114 Media Requests
Effective Date: 12/20/2018

You have a responsibility to help communicate accurate and timely information to the public in a 
professional manner. Requests for private data or information outside of the scope of job duties 
should be routed to the City’s Communication Manager.
 

Page 68 of 214



EMPLOYMENT

16

Any employee who identifies a mistake in reporting should bring the error to the Communication 
Manager. 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.

With the exception of routine events and basic information readily available to the public, all 
requests for interviews or information from the media are to be routed through the 
Communications Manager. No city employee is authorized to speak on behalf of the city without 
prior authorization from the city administrator or his/her designee. Media requests include 
anything intended to be published or viewable to others in some form such as television, radio, 
newspapers, newsletters, social media postings, and websites. 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 and notify the Communications Manager of the request.

2. If the request is regarding information about city personnel, potential litigation, controversial 
issues, an opinion on a city matter, or if an employee is unsure if the request is a “routine” 
question, forward the request to the Communications Manager. 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.” Then ask the media representative’s name, questions, deadline, 
and contact information.

All news releases concerning city personnel will be the responsibility of the Communications 
Manager.

115 Job Postings, Promotions, Advancement
Effective Date: 08/01/2023

We believe strongly in employee promotion, development and workforce diversity. We 
encourage you to express your interest in open positions and advancement opportunities within 
the organization according to your skills and experience. 

Job Postings
In general, we post notices for all regular, full-time job openings, although we may not do so for 
every position. We typically post job openings on the City website, employee bulletin board, 
over email, on social media, and other recruitment media and sites. Union positions will follow 
labor contract requirements.

Promotion and Advancement Policy
To apply for an open position, submit a job posting application to HR using the online 
application at http://www.chaskamn.gov/335/Employment or if the position is open to internal 
only, please apply at https://www.governmentjobs.com/careers/chaskamn/promotionaljobs. This 
application will cover job-related skills and accomplishments. If you have recently been 
disciplined, or are on disciplinary probation, you are generally not eligible to apply for posted 
jobs without the approval of HR. We ask, but do not require that you discuss your plan to apply 
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internally with your direct supervisor.

Once you apply, your supervisor will usually be contacted to verify performance, skills, and 
attendance. Any staffing limitations or other circumstances that might affect a prospective 
transfer will also be discussed at that time.

Although we usually prefer to fill open positions with current employees who express interest in 
the positions, we may choose to hire an external candidate over a current employee if we 
determine that the external candidate best meets the needs of the position.

116 Wage Disclosure Protection
Effective Date: 01/01/2021

Under the Minnesota Wage Disclosure Protection law, you have the right to tell any person the 
amount of your own wages without being punished for doing so. Your remedies for a violation 
of the Wage Disclosure Protection law are to bring a civil action against your employer and/or 
file a complaint with the Minnesota Department of Labor and Industry at 
http://www.doli.state.mn.us/.
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201 Employment Categories
Effective Date: 08/01/2023

Your employment status and benefit eligibility depend upon your employment classifications. 
All employees in all classifications described below are subject to our employment-at-will policy 
described earlier in this handbook with the exception of contractors.

Your position is classified as either non-exempt or exempt from state and federal wage and hour 
laws. Non-exempt employees are entitled to overtime pay and other benefits under the wage and 
hour laws, whereas exempt employees are excluded from specific provisions of the wage and 
hour laws, and don’t receive overtime pay. Non-exempt employees are usually paid on an hourly 
basis, while exempt employees are usually paid on a salaried basis. We determine whether your 
position is non-exempt or exempt based on the requirements of state and federal law.

In addition to the above classifications, you also belong to one or more of the following 
employment categories:

• Full-Time employees are those who are not temporary or seasonal and who are regularly 
scheduled at least 30 hours per week. Full-time employees are eligible for our entire 
benefit package, subject to the terms, conditions, and limitations of each benefit program.

• Part-Time employees are those who are not temporary or seasonal and who are regularly 
scheduled to work less than 30 hours per week. Part-time employees hired before January 
1, 2020 may be eligible for pro-rated vacation benefits. Part-time employees hired on or 
after or who changed to part-time status January 1, 2020, will not be eligible to receive 
vacation benefits Part-time employees will receive all legally mandated benefits in 
accordance with state and federal law and are generally not eligible for medical benefits 
sponsored by the City, subject to the terms, conditions, and limitations of the medical 
plan. Effective January 1, 2024 part-time employees not accruing vacation benefits, will 
be eligible for ESST/Vacation to meet the needs of the Minnesota Earned Sick and Safe 
Time (ESST) law.

• Union employees are those who are not seasonal and who are bargaining unit members 
of any union currently recognized by the Bureau of Mediation Services. While the 
policies and benefits described in this Handbook are generally applicable to Union 
employees, the terms of any Labor Agreement that are contrary to, or different than, the 
policies and benefits described in this Handbook will ultimately determine the rights of 
Union employees.

• DOT employees are those who have been hired into positions covered by the DOT 
regulations. While the policies and benefits described in this Handbook are generally 
applicable to DOT employees, such employees may occasionally be subject to different 
policies and practices (such as drug testing or physical exams) that are different from 
those described in this Handbook.

• Seasonal employees are those who are hired on a temporary basis, which means the 
positions (1) are not for more than 67 working days in any calendar year; or (2) are not 
for more than 100 working days in any calendar year and the employees are under the age 
of 22, are full-time students enrolled in a nonprofit or public educational institution prior 
to being hired by the employer, and have indicated, either in an application for 
employment or by being enrolled at an educational institution for the next academic year 
or term, an intention to continue as students during or after their temporary employment. 
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Seasonal employees may be hired in consecutive years but will still remain seasonal.
o Seasonal employees do not receive holiday benefits. Effective January 1, 2024 

seasonal employees will be eligible for ESST/Vacation to meet the needs of the 
Minnesota Earned Sick and Safe Time (ESST) law. 

• Interns are those who are hired on a temporary basis and do not receive holiday pay.. 
Effective January 1, 2024 interns will be eligible for ESST/Vacation to meet the needs of 
the Minnesota Earned Sick and Safe Time (ESST) law. Any Department Head hiring an 
intern must specify in writing any deviations from the seasonal part-time employee 
classification. 

• Temporary employees are hired on a temporary basis, typically under 1,000 hours, at 
various times throughout the year. This position can be full or part-time. These positions 
can be eligible for medical benefits, depending on the assigned hours they will be 
working. Salaried temporary employees are eligible for paid holidays, whereas hourly 
temp employees are not eligible for paid holidays. 

• Contractors are those who have an established independent contractor relationship with 
us and who are assigned to work on an intermittent and/or unpredictable basis. 
Contractors are not employees and are ineligible for any the city benefit programs.

202 Access to Personnel Files
Effective Date: 01/01/2020

We maintain a personnel file on each employee. The personnel file includes such information as 
your job application, resume, records of training, documentation of performance appraisals and 
salary increases and other employment records.

Personnel files are the property of City of Chaska and we restrict access to the information they 
contain. Generally, we only allow supervisors who have a legitimate reason to review 
information in a file. The Minnesota Government Data Practices Act (MGDPA) classifies much 
of the personnel and other information kept by cities as private.

Employees are entitled to review their personnel files twice within a one-year period. If you wish 
to review your file, contact HR. You may review your personnel file within seven working days 
of our receipt of your written request. Your file may be reviewed in our offices and in the 
presence of an individual appointed by us to maintain the files. After our review, and upon your 
written request, we will provide you with a copy of your personnel record. We will not retaliate 
against you for asserting your rights to request a copy of or review your personnel file.

Employees are entitled to, and we comply with, all of the other rights and remedies set forth in 
Minnesota Statutes §181.960 through §181.965. We will not retaliate against employees for 
asserting their rights or remedies provided in those statutes.
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203 Background and Employment Reference Checks
Effective Date: 01/01/2020

Background Checks
We may conduct background and reference checks to ensure that individuals who work for us 
are well qualified and have a strong potential to be productive and successful. We conduct these 
checks after our initial offer for employment for any hires 18 years of age or older at the time of 
offer. All offers are contingent on the completion of a successful background check. We may 
also run these checks if an employee is given access to restricted or confidential information, or 
at other significant employment events such as promotions. The types of checks we conduct are 
dependent on the role you have applied for and may include such inquiries such as criminal 
history, credit history, degree confirmation, employment references, and licensure confirmation. 
The information we obtain via such inquiries will be considered in light of the needs and 
concerns underlying the check, and may take into account such things as customer directives or 
restrictions, the recency of the conviction, and the relevance of the information to the work to be 
performed. DOT employees will be subject to additional verification standards.

We retain the sole discretion to determine what impact the acquired information may have on the 
applicant or employee in question, including rescinding offer, removal from customer 
assignment, denying access to restricted items/information/and data, and even termination of 
employment. Decisions are made dependent on the circumstances on an individualized basis.

Driver Qualification
Any individual seeking a DOT commercial driving position must have a complete qualification 
file before beginning work, including, but not limited to:

• Motor vehicle records
• Road test; road test certificate within the past 3 years; or CDL
• Safety Performance History investigation
• Medical examiner’s certificate (if not part of motor vehicle records)
• Verification medical examiner is listed on National Registry
• Pre-employment drug screen results
• Drug and Alcohol policy violations from prior employers in the past 3 years

Please see the DOT addendum for further details.

Verification of Employment
The City provides employment information on current and former employees within the scope of 
the Minnesota Government Data Practices Act.

If you would like to authorize someone to have access to private data about you, you must 
provide the City with a written authorization. The authorization should detail the name of the 
person or agency you want information released to and the specific information that you are 
authorizing the City to release. Authorizations should be submitted to HR.
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204 Personnel Data Changes
Effective Date: 01/01/2020

We expect you to promptly notify HR of any changes with your contact information and other 
personnel data. Be sure to provide HR with your accurate and current personal mailing address, 
telephone numbers, number and names of dependents, individuals to be contacted in the event of 
emergency, educational accomplishments, and other similar information. You may be able to 
update some of these changes on our Employee Self Service site. If you cannot make the change 
yourself or you have questions on how to make the change, notify HR.

You must also notify us of any criminal convictions that occur after you are hired for your 
position. This will allow us to assess each conviction and determine whether it impacts your 
employment with us. 

205 Performance Evaluation 
Effective Date: 01/1/2020

We strongly encourage our supervisors and employees to engage in a regular and on-going 
dialogue about work performance including but not limited to; job tasks, encouraging and 
recognizing strengths, identifying areas for improvement, and discussing positive, purposeful 
approaches for meeting goals. These ongoing conversations are particularly important for new 
employees or employees who have transitioned to new positions. Training begins with an 
orientation process.
In addition to verbal discussions and individualized coaching, formalized written performance 
evaluations are also used as part of the performance evaluation process as outlined below.

Following 6 to 12 months of employment, your supervisor may provide you with a formal 
performance evaluation. Performance evaluations are also normally provided following 6 to 12 
months in any new position. In addition, your annual performance evaluation will typically be 
held with your supervisor on or near your anniversary date each year.

Where possible, we try to recognize and encourage outstanding employee performance by 
awarding pay raises from 0 to 5% within the minimums and maximums of the individual’s pay 
grade. Our decision to award such raises is discretionary and depends on goal accomplishment 
(both personal and professional), organization financial strength, market-driven factors, as well 
as the information documented during annual performance evaluations. We do not guarantee that 
you will receive a pay raise simply because you receive a performance evaluation. See the grid 
pictured below for additional information on performance increases.

SALARY REVIEW ADJUSTMENTS*
SUMMARY EVALUATION OF OVERALL PERFORMANCE ZONE C** ZONE B**** ZONE A

Not Meeting Expectations.

Quality of performance or service is not adequate. Little or no improvement 
has been demonstrated after discussions about poor performance.***

0% 0% 0%
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Building Satisfactory Performance.

Generally meets most requirements but struggles to fully meet them all. 
Inconsistent performance. May be working towards building a higher level of 
performance after not meeting expectations.

2.5% 3.0% 0%

Meets Expectations.

Considered to be a qualified, solid performer. Contributes to department’s 
goals. While minor deviations may occur, the overall performance meets 
expectations and position’s requirements.

3.0% 3.5% 3.5%

Exceeds Expectations. 

Accomplishments are regularly above expected level’s performance 
requirements. Demonstrates a high level of effort and effectiveness.

4.0% 4.5% 4.0%

Exceptional Performance. 

Consistently at a level beyond expectations in all areas of performance. 
Extraordinary work that stands out. Sets a new standard of service and effort.

4.5% 5.0% 4.5%

*Employees shall never be compensated beyond the maximum amount in their pay range.
**Individuals in Zone C are eligible for performance reviews every six months, and the 
salary adjustment percentages under the Zone C category reflect the range of adjustments 
at the six-month intervals. Zones B and A are eligible for performance reviews every 
twelve months. 
***Before assigning this rating, speak to Human Resources.
****For part-time employees, the review process occurs annually, and increases are based on 
Zone B percentages regardless of actual pay of the individual.
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301 Employee Benefits
Effective Date: 12/20/2018

The City of Chaska provides eligible employees with a wide range of employee benefits. This 
handbook may contain general descriptions of those benefits. You can find detailed descriptions 
of benefits such as medical insurance, flexible benefit plan, dental, life, long-term disability, and 
PERA in our benefit enrollment materials and the summary plan descriptions and/or insurance 
certificates for the plans, where applicable, or in policies within this handbook.

Your eligibility for benefits depends on a variety of factors, including your employee 
classification and/or status as a Union member. Some benefit programs require you to make 
contributions, some are unpaid (such as some of our leave programs), and others may be fully 
paid by the City of Chaska. Please note all benefits eligible employees are required to enroll in a 
medical plan. Union employees should consult the labor agreement for details on their employee 
benefits that may differ from this section.

302 Benefits Continuation (COBRA)
Effective Date: 12/20/2018

A federal law called Consolidated Omnibus Budget Reconciliation Act (COBRA) allows you, 
your spouse and/or dependent children to continue health insurance coverage under our health 
plan when a “qualifying event” occurs. You may continue your health coverage for up to 18 
months if you lose coverage as a result of a qualifying event.

If you, your spouse and/or dependents continue coverage under COBRA, you must pay the full 
cost of coverage at our group rates plus any applicable administration fee.  A third party will 
provide you with an important written notice describing your rights and obligations under 
COBRA.

303 Holidays
Effective Date: 12/20/2018

Observed Holidays
We observe the following holidays:
 New Year’s Day (January 1)  Labor Day (first Monday in 

September)
 Veterans Day (November 11)

 Martin Luther King Jr. Day (3rd Monday in 
January)

 Thanksgiving Day (fourth Thursday 
in November)

 Presidents’ Day (3rd Monday in February)  Day after Thanksgiving
 Memorial Day (last Monday in May)
 Juneteenth (June 19th)

 Christmas Day (December 25)

 Independence Day (July 4)  Floating Holidays (two)
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Eligibility for Paid Holidays
Eligible full-time employees receive holiday pay for 8 hours at your regular rate of pay for the 
above referenced holidays. This includes special forms of compensation. Regular, union, full-
time (non-exempt) and part-time employees receive premium pay when working on a holiday. 
Premium pay is paid at time and a half the employee’s regular rate. 

A recognized holiday that falls on a Saturday will usually be observed on the preceding Friday. 
A recognized holiday that falls on a Sunday will usually be observed on the following Monday.

With the exception of pre-approved paid time off or FMLA leave (paid or unpaid), you are 
expected to work your regularly scheduled days before and after the holiday in order to be 
eligible for holiday pay. If you call in sick or take unpaid time on the day before or after a 
holiday, you may jeopardize your ability to be paid for the holiday. If a recognized holiday falls 
during your paid time off or compensatory time you will receive holiday pay instead of the paid 
time off or compensatory time benefit. However, you will not be paid for holidays if you are on 
an unpaid leave of absence (non-FMLA). Absences for which you are receiving wage 
replacement benefits through a third-party, such as workers’ compensation, are considered 
unpaid since we are not paying you directly.

Holiday pay will be counted as hours worked for the purposes of determining whether non-
exempt employees are entitled to overtime for the week in which the holiday falls.

Employees may not start or end employment on a City-observed holiday. 

If you are a Union employee, please reference your collective bargaining agreement as it may 
differ from City policy.

Floating Holiday
All regular full-time employees will receive two floating holidays per year in addition to our 
regular holidays. New hires will receive a pro-rated amount based on start date. Eligible 
employees that are regularly scheduled under 40 hours will receive a pro-rated amount. Floating 
holidays provide you with the flexibility to take paid time off for whatever reason you want such 
as for religious observances or to supplement other leaves. In addition, employees are able to use 
floating holidays in 15-minute intervals (.25 hours). An employee is able to carry over 8 hours of 
floating holiday at year-end. If you are a Union employee, please reference your collective 
bargaining agreement for carryover details pertaining to your group. You must receive your 
immediate supervisor’s approval prior to taking a floating holiday.

304 Vacation & Sick
Effective Date: 08/01/2023

Vacation/Sick Leave
Union employees hired prior to 2001 may have previously elected to stay in the City’s prior 
Vacation & Sick plan. Employees so eligible can review the terms and conditions of the 
Vacation & Sick plan by referencing 304A Vacation & Sick Addendum.
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Full-time Vacation and Sick
Union employees hired prior to 2001 may have previously elected to stay in the City’s Vacation 
& Sick plan. Eligible employees can review the terms and conditions of the Vacation & Sick 
plan by referencing the 304A Vacation & Sick Addendum located in the back of the employee 
handbook. Please note that this plan is not available to new hires.

Part-time Vacation
Effective January 1, 2020, any new or rehired (if you haven’t worked within 6 months) part-time 
employees will no longer be eligible for vacation accrual. Eligible part-time employees accruing 
vacation prior to January 1, 2020 will continue earning vacation benefits until termination or if 
you haven’t worked a shift within 6 months, you will no longer be eligible for this benefit. This 
policy is intended to fulfill our obligations under the Minnesota Earned Sick and Safe Time 
(ESST) laws; you will not receive a separate allotment of paid leave under those laws, and you 
should plan when and how you use your PPL accordingly.

Please reference 304A for more information.

305 Paid Personal Leave & Earned Sick and Safe Time (ESST) for Full-Time Employees
Effective Date: 01/01/2024

Overview of Paid Personal Leave 
Regular full-time employees are eligible for Paid Personal Leave (PPL) under this policy.

PPL combines what would be considered sick, vacation, or personal time into one general pool 
from which you can use your accrued time for any personal reasons you may have to want or 
need to be absent from work. PPL accrual rates increase based on your number of years of 
service as set forth below.

This policy is intended to fulfill our obligations under the Minnesota Earned Sick and Safe Time 
(ESST) laws; you will not receive a separate allotment of paid leave under those laws, and you 
should plan when and how you use your PPL accordingly.

Accrual of Paid Personal Leave:
You begin to accrue PPL as of your first day of employment with the City and may start using it 
as soon as it accrues.

All full-time employees are eligible to accrue PPL based on the schedule below, which is based 
on 80 hours worked per pay period. When an employee’s status changes from part-time to full-
time, the employee will begin to accrue PPL on the official date of this change unless another 
date is agreed upon in writing prior to the change in status.
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Years of Service Annual Accrued PPL Max Accrual PPL Hours per pay 
period

Start through completion of year 5 18 days (144 hours) 36 days (288 hours) 5.536
Year 6 through completion of year 10 22 days (176 hours) 44 days (352 hours) 6.768
Year 11 23 days (184 hours) 46 days (368 hours) 7.08
Year 12 24 days (192 hours) 48 days (384 hours) 7.384
Year 13 25 days (200 hours) 50 days (400 hours) 7.696
Year 14 26 days (208 hours) 52 days (416 hours) 8.000
Year 15 27 days (216 hours) 54 days (432 hours) 8.312
Year 16 28 days (224 hours) 56 days (448 hours) 8.616
Year 17 29 days (232 hours) 58 days (464 hours) 8.928
Year 18 30 days (240 hours) 60 days (480 hours) 9.232
Year 19 or more 31 days (248 hours) 62 days (496 hours) 9.544

Use of Paid Personal Leave:
You may only use PPL once it is accrued. This means that you may not use PPL in anticipation 
of accruing leave time in the future.

To schedule planned PPL, you must request advance approval from your supervisor as soon as 
possible, but in no event less than seven days prior to the time requested, or as soon as 
practicable. All departments must be appropriately staffed to meet the needs of our customers 
and clients. This means that, unless the reason for which PPL is requested is covered by 
Minnesota’s ESST law, PPL may not be granted in all circumstances, and such requests will be 
approved or denied solely at the discretion of your supervisor, based upon current workloads, 
staffing levels, and your disciplinary status.

When one or more employees in the same area request PPL for the same time periods (for 
example, around popular vacation times such as summer or holidays), priority may be given to 
the employee whose request was submitted first (exceptions may be made when the reason for 
leave is covered by Minnesota’s ESST law). 

For an unplanned leave of absence from work due to a personal illness or to care for an 
immediate family member, you must give your Department Head or Supervisor a minimum of 
30 minutes notice before the beginning of your scheduled work time. In an emergency situation, 
please notify your supervisor of your absence as soon as possible. For absences lasting longer 
than 3 days, the Department Head or Supervisor may request that you provide the following 
documentation confirming your need for leave:
• A note from a medical provider when leave is taken for reasons related to your medical 

condition or a family member’s medical condition
• A court record, or a document signed by victim services organization, police representative, 

attorney, or anti-violence counsellor when leave is taken for reasons related to your safety or 
a family member’s safety

• A formal written statement signed by you confirming that your family member’s school or 
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daycare has been closed on the days in question (emails or other communications from the 
school/daycare are also acceptable)

• A written notice by you indicating your reason for missing work was due to a reason for 
which ESST can be used.

Any confirmed abuse of an unplanned leave may result in disciplinary action.

If a regularly scheduled holiday falls during your use of unplanned PPL, the holiday will not be 
considered part of your PPL. To be paid for a holiday, you must work or use PPL the day before 
and after the holiday.

You may be eligible for the City of Chaska Salary Continuation Program and/or Family and 
Medical Leave (FMLA). You should review those benefit provisions within this handbook and 
contact HR with any questions.

Reasons for Which PPL May be Used
PPL may be used for any reason for which you may need time off, which includes all of the 
following reasons covered by Minnesota’s ESST law:

• Your own illness, injury, health condition, and preventive care

• A “family member’s” illness, injury, health condition, and preventive care

• Leave related to your needs or family member’s needs in connection with domestic violence, 
sexual assault, or stalking

• Closure of your work location or a family member’s school/place of care due to weather or 
public emergency

• Your inability to work/telework as a result of employer-imposed quarantine due to health 
concerns related to the potential transmission of a communicable illness related to a public 
emergency, or while awaiting diagnostic test results

• When a health authority or health care professional determines that you or family member’s 
presence in the community would jeopardize the health of others

Similarly, PPL can be used for absences related to the needs or circumstances of your family 
members, which, under Minnesota’s ESST law, include your:

• Child, foster child, adult child, legal ward, child for whom you are a legal guardian, or child 
to whom you stand or stood in loco parentis

• Spouse or registered domestic partner

• Sibling, stepsibling, or foster sibling

• Biological, adoptive, or foster parent, stepparent, or a person who stood in loco parentis to 
you when you were a minor child

• Grandchild, foster grandchild, or step-grandchild

• Grandparent or step-grandparent
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• Child of your sibling (nieces/nephews)

• Sibling of your parents (aunts/uncles)

• Child-in-law or sibling-in-law

• Any of the family members listed above of your spouse or registered domestic partner

• Any other individual related by blood or whose close association with you is the equivalent 
of a family relationship

• Up to one individual per year not listed above whom you formally designate

Personal Leave Accrual, Carry-Over and Cash-Out
If you converted previously accrued vacation to PPL, a maximum amount of PPL will be 
allowed to be carried at any time during the year. At no time may accumulated PPL exceed two 
(2) times the annual rate at which you earn PPL.

In addition to carrying a maximum amount of PPL, you will be able to cash-out a maximum of 
fifty (50) hours of your PPL anytime during the calendar year. The cash-out will be at your 
current hourly rate and will be paid as taxable income or at your election, may be placed into a 
457b deferred compensation account consistent with IRS guidelines.

End of Employment
When your employment with us terminates, you typically will be paid for unused PPL that has 
been accrued through your last day of work. However, you will not be paid for unused PPL if 
you are terminated for cause, as determined solely by us, you abandon your job, or if you fail to 
provide proper written notice of resignation as set forth in our Section 615 Employment 
Resignation and Termination policy, subject to any applicable state laws. The City reserves the 
right to not pay out PPL in the case of furlough or layoff of a significant fraction of the 
workforce. 

306 Earned Sick and Safe Time/Vacation for Non-Full-Time Employees
Effective Date: 01/01/2024

Eligible employees accrue job-protected, paid Earned Sick and Safe Time (ESST) under this 
policy to use for 1) their own medical needs and the medical needs of their family members, and 
2) their own safety needs and those of their family members in connection with being victims of 
stalking, or domestic assault/violence. 

Contact HR with any questions you have about ESST that aren’t addressed in this policy.

Eligibility and benefit year
All employees who are not regular full-time employees and who perform at least 80 hours of 
work in Minnesota during the benefit year are eligible to accrue and use ESST under this policy.  
The City’s benefit year is the 12-month period starting on January 1st and running through 
December 31st.

Page 81 of 214



EMPLOYEE BENEFITS AND LEAVE OF ABSENCE PROGRAMS

29

Leave accrual and year-end
Employees begin accruing ESST/Vacation from their first day of employment. ESST/Vacation 
accrues at a rate of one hour for every 30 hours worked. Employees may accrue a minimum of 
up to 48 hours of ESST/Vacation in a year. Employees can carry over unused ESST/Vacation 
into the next year.

Reasons for which leave can be used
ESST may be used for the following reasons:

• Your own illness, injury, health condition, and preventive care
• A “family member’s” illness, injury, health condition, and preventive care
• Leave related to your needs or family member’s needs in connection with domestic violence, 

sexual assault, or stalking
• Closure of your work location or a family member’s school/place of care due to weather or 

public emergency
• Your inability to work/telework as a result of employer-imposed quarantine due to health 

concerns related to the potential transmission of a communicable illness related to a public 
emergency, or while awaiting diagnostic test results

• When a health authority or health care professional determines that you or family member’s 
presence in the community would jeopardize the health of others

Family members for whom ESST can be used include your:

• Child, foster child, adult child, legal ward, child for whom you are a legal guardian, or child 
to whom you stand or stood in loco parentis

• Spouse or registered domestic partner
• Sibling, stepsibling, or foster sibling
• Biological, adoptive, or foster parent, stepparent, or a person who stood in loco parentis to 

you when you were a minor child
• Grandchild, foster grandchild, or step-grandchild
• Grandparent or step-grandparent
• Child of your sibling (nieces/nephews)
• Sibling of your parents (aunts/uncles)
• Child-in-law or sibling-in-law
• Any of the family members listed above of your spouse or registered domestic partner
• Any other individual related by blood or whose close association with you is the equivalent 

of a family relationship
• Up to one individual per year not listed above whom you formally designate

Using ESST/Vacation
There is no waiting period for ESST/Vacation and it can be used as it accrues. However,  
employees will not be allowed to use ESST/Vacation prior to accruing it. Any time off taken in 
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excess of the accrual balance will be considered unpaid time off.

For foreseeable absences,  employees are generally required to provide at least seven (7) days of 
notice of  the need for leave or as soon as practicable. For unforeseeable absences, employees 
should notify their direct supervisors before the scheduled start of their work day if possible and 
follow the absence reporting procedures set forth in Section 608 Attendance and Punctuality.  Direct 
supervisors must also be contacted on each additional day of absence. Delayed notification to 
supervisors, or failure to follow proper reporting procedures, may result in disciplinary action.

ESST/Vacation can be used in minimum increments of 15 minutes. Employees will not be 
required to find a replacement for the time they miss as a condition of using ESST/Vacation.

ESST/Vacation is paid at the employee’s base pay rate at the time of absence. It does not include 
overtime or any special forms of compensation such as premium pay, incentives, commissions, 
or bonuses. 

If the need for leave is greater than 3 days, you may be required to provide the following 
documentation confirming your need for leave:

• A note from a medical provider when leave is taken for reasons related to your medical 
condition or a family member’s medical condition

• A court record, or a document signed by victim services organization, police representative, 
attorney, or anti-violence counsellor when leave is taken for reasons related to your safety or 
a family member’s safety

• A formal written statement signed by you confirming that your family member’s school or 
daycare has been closed on the days in question (emails or other communications from the 
school/daycare are also acceptable)

• A written notice by you indicating your reason for missing work was due to a reason for 
which ESST can be used.

ESST absences covered by both this policy and any of our other leave policies (e.g., FMLA, 
Parental Leave, etc.) will run concurrently under, and count against, both policies.

To schedule planned ESST/Vacation, you must request advance approval from your supervisor 
as soon as possible, but in no event less than seven days prior to the time requested, or as soon as 
practicable. All departments must be appropriately staffed to meet the needs of our customers 
and clients. This means that, unless the reason for which ESST/Vacation is requested is covered 
by Minnesota’s ESST law, ESST/Vacation may not be granted in all circumstances, and such 
requests will be approved or denied solely at the discretion of your supervisor, based upon 
current workloads, staffing levels, and your disciplinary status.

When one or more employees in the same area request ESST/Vacation for the same time periods 
(for example, around popular vacation times such as summer or holidays), priority may be given 
to the employee whose request was submitted first (exceptions may be made when the reason for 
leave is covered by Minnesota’s ESST law). 
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Termination/resignation of employment
Unused ESST/Vacation will not be paid out upon the termination, resignation, or cessation of 
employment. However, employees rehired within 180 days from their last date of employment 
will have their unused ESST/Vacation balances reinstated.

307 City Paid Parental Leave
Effective Date: 01/01/2024

In recognition of the importance of family and work life integration, we provide paid and unpaid 
parental leave benefits to full-time benefit-earning employees due to the birth of an employee’s 
child or the placement of an adopted or foster child within an employee’s home. This policy does 
not apply to surrogate mothers, or sperm or egg donors.

Purpose 
To provide parents of all genders time to bond with newborn children, or newly placed adopted 
or foster children in hopes of setting children up for long term health and wellbeing.

Eligibility 
To be eligible for Paid Parental Leave under this policy, an employee must meet all of the 
following: 

• Be a full time, benefit-earning City employee.

• Have been employed for at least 12 consecutive months in a full-time, benefit earning 
capacity as of the date the child is born, placed for foster care, or placed for adoption. 

• Be a new biological, foster, or adoptive parent, or someone who stands in loco parentis to 
a child who is newly born, adopted, or placed for foster care.

• Be in good standing with the City.

Policy 
The Paid Parental Leave benefit provides 100% of the employee’s regular base wage (does not 
include overtime, supplemental pay, and/or other additional pay) for regularly scheduled work 
hours, for up to 10 consecutive working days (80 hours maximum regardless of shift). The 
benefit begins on the employee’s first scheduled workday after the baby’s birth or placement for 
adoption. Multiple births or adoptions (i.e., twins, triplets), medical conditions, and/or other 
circumstances will not increase the length of paid leave granted. For the purpose of this benefit, 
holidays will be paid and will not be counted towards the total number of parental leave hours.

Paid Personal Leave (PPL) will continue to accrue during the period of Paid Parental Leave. 
Employer benefit contributions and leave accruals continue during paid parental leave. Paid 
Parental Leave will run concurrently with FMLA, MN Parental Leave and/or Salary 
Continuation and does not extend the length of these leaves or programs. Since Salary 
Continuation only pays a portion of an employee’s wages, Paid Parental Leave will be used to 
pay the difference between an employee’s regular pay and the amount they may be receiving as 
Salary Continuation (i.e., Paid Parental Leave will be used to “top off” Salary Continuation 
payments).
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Paid leave must be used in a solid block of time, and can only be used once in a 12-month 
period, regardless of the number of children that may be born, adopted, or placed for foster care.  
The maximum amount of parental leave (including both paid and unpaid leave) is 12 weeks. 

This policy is separate and distinct from any other City benefit.

Employee Responsibilities
1. Eligible employees intending to use Paid Parental Leave must submit a request form 

(attached) at least 30 days in advance before the anticipated birth or adoption of the child 
to Human Resources.

• If applicable, FMLA and Salary Continuation paperwork should also be submitted 
at this time.

• If a 30-day notice is not possible, please notify Human Resources as soon as 
practical.

2. Submit proof of birth, adoption, or placement for foster care if requested by the City. For 
birth, documentation verifying the baby’s date of birth must include the employee’s 
name. For adoption, proof that a petition for adoption has been filed with the court. 

3. A fraudulent request for Paid Parental Leave is grounds for discipline up to and including 
termination from employment. 

308 Impact of Leaves of Absence on Employee Benefits
Effective Date: 12/20/2018

In addition to paid absences, such as holidays, vacation, sick, PPL, we offer a number of other 
types of leaves of absence, which either become unpaid at some point, or are unpaid in their 
entirety. Unless otherwise noted in a specific leave policy, your employee benefits will be 
handled as described below.

Insurance and related benefits
During your leave, we will continue to provide you with the benefits in which you have enrolled 
for as long as applicable law might require us to do so, or until such time as you cease to be 
eligible under the terms, conditions, and limitations of the applicable plans.

While you are on leave, you will continue to be responsible for your share of the insurance 
premiums, and will be required to make regular payments in order to continue your coverage. 
During any parts of your leave for which you may also be using vacation, sick, or PPL, we will 
continue to make payroll deductions as normal to collect your share of the premiums.

However, at the point that your leave becomes unpaid (e.g., you use up your available leave 
bank) you will be required to submit monthly payments to HR by the 1st day of each month of 
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your leave. If the payment is more than 30 days late, your health and other coverage may be 
terminated for the remainder of your leave. 

In some cases, you may be offered COBRA or USERRA continuation coverage if you are gone 
from work long enough, or if we are not required by law to continue your benefits. If so, you will 
have to formally elect continuation in order to stay on the applicable insurance plans. See our 
Section 302 Benefits Continuation (COBRA) or Section 317 Military Leave policy for more 
information.

If you lose coverage or have elected COBRA during your leave, we will reinstate you as an 
active participant upon your return from leave, according to the terms of each plan.

Other benefits
Vacation, Sick, or PPL and other accrual-based benefits will cease accruing during any leave 
periods not being paid directly by us. Unpaid leave time or leave periods that are being paid by 
third-parties (such as work comp) will result in the cessation of accruals. However, absences 
during which vacation, sick, or PPL is being used, or that are paid by us (such as jury duty), will 
not result in accrual discontinuation. Similarly, holiday pay will not be provided during any leave 
periods not being paid by us.

309 Training Assistance and Tuition Reimbursement
Effective Date: 08/01/2023

We recognize that the skills and knowledge of our employees are critical to our success. Our 
training assistance and tuition reimbursement program encourages personal development through 
formal education and other training and development opportunities so that eligible employees 
can maintain and improve job-related skills or enhance their promotional opportunities.

Training Assistance: 
The City may provide training and educational assistance to employees who have completed 90 
calendar days of service. To obtain assistance, you must receive written approval from your 
department head before a course or series of courses. Department heads have the sole discretion 
to determine whether the training is job-related and qualifies for assistance. Department heads 
will decide if assistance is approved based on various factors, including but not limited to; 
budget, other training expenses department-wide, additional requests for education and training 
assistance, and more. 

To gain approval for a job-related training or certification program or session, a written request 
must be submitted to the department head before the beginning of the program. The written 
request must contain cost information and a general description of the training.

The City will pay the associated costs directly when possible for approved programs.

See our Section 401 Timekeeping policy for information regarding when attendance at training 
courses is considered work time. 
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Tuition Reimbursement:
This benefit is for full-time employees only. In most cases, tuition reimbursement is considered 
non-job-related. The tax-free dollar limit for non-job-related graduate and undergraduate 
reimbursements is $5,250. Any approved amount exceeding $5,250 will be considered taxable 
income.

Before seeking approval, employees must work with their supervisors to ensure room in the 
budget; if not, it must be planned for the following year's budget if all other approval criteria are 
met. Conversations regarding seeking tuition reimbursement should happen at least a year before 
courses start so Department Heads have time to plan and determine if there is room in the 
budget.

A written proposal describing how the course(s) will benefit you and the City must be submitted 
to the Department Head before approval will be granted.

For the approved course(s), you will need to provide documentation of a grade of "C" or better 
and proof of payment for the job-related course(s) from an accredited institution. You cannot use 
the educational assistance for the educational costs of a spouse or child, transportation, lodging, 
meals, or supplies you can keep after the course.

If you resign or are terminated within one year after the later of completion of your most recent 
course or our most recent educational assistance payment, you must repay the educational 
assistance according to the following schedule:

100% If you leave within the first 6 months
75% If you leave within the first 9 months
50% If you leave within the first 12 months
25% If you leave within the first 24 months

To maintain eligibility for training and educational assistance, you must:
• Remain on the active payroll,
• Perform your job satisfactorily through the completion of each course, 
• Achieve a grade of a “C” or better in each course, or a “pass” in a pass/fail course, and
• Remain employed with us for one year after the later of completion of your last course or 

our last educational assistance payment.

Contact HR for more information about how to apply for training and educational assistance. 
The City cannot guarantee that taking one or more educational courses will entitle you to 
advancement, a different job assignment, or pay increase.

310 Licensing
Effective Date: 12/20/2018

Certain positions in the City require that an employee be licensed or certified to legally perform 
the duties of the position. Certain job descriptions require that an employee maintain a license or 
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certificate for a position. When licenses or certificates are required for your position, the City 
will reimburse you for the actual cost of the licenses or certificates.

311 Family and Medical Leave
Effective Date: 12/20/2018

We grant up to 12 weeks (or 26 weeks, if leave is taken to provide care for qualifying family 
member injured during active military service) of family and medical leave during calendar year, 
12-month period to eligible employees, in accordance with the Family and Medical Leave Act 
(FMLA).

Eligibility 
In order to qualify to take family and medical leave under this policy, you must meet all of the 
following conditions:

• You must have worked for us at least 12 months (these 12 months need not have been 
consecutive);

• You must have worked at least 1,250 hours during the 12 months period immediately 
before the date when the leave would begin; and

Reasons for Leave 
In order to qualify as FMLA leave under this policy, you must be taking the leave for one of the 
reasons listed below: 

• The birth of a child; 
• The adoption of a child, or the placement of a child with you for foster care; 
• Your own serious health condition;
• To care for a spouse, child or parent with a serious health condition;
• Due to a qualifying exigency for the spouse, children, or parents of individuals who are 

on, or are about to be on, covered active duty; or
• To provide care for a covered servicemember with a serious injury or illness incurred or 

aggravated in the line of duty while on active duty.

Leave that qualifies for paid time off, workers’ compensation, or other wage replacement 
benefits may also qualify as FMLA leave and, if so, the time off will also be counted as FMLA 
leave. If you have questions about whether your leave may be covered under this FMLA policy, 
you are encouraged to consult with HR.

Duration of Leave 
12 Weeks
For all FMLA covered leaves other than leave taken to provide care for a covered 
servicemember, if eligible, you can take up to 12 weeks of leave under this policy during a 12-
month period. We use a fixed 12-month period starting on January 1st.

26 Weeks
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For all FMLA covered leaves taken to provide care for a covered servicemember, if eligible, you 
can take up to 26 weeks of leave under this policy during any single 12 months period. This 
single 12-month period begins on the first day you take FMLA leave to provide care for the 
covered servicemember. Any FMLA time taken for any other reason during this single 12-month 
period shall count against the 26 weeks of leave available to care for the covered servicemember. 
Similarly, any FMLA time taken to care for a covered servicemember shall count against the 12 
weeks of leave available to you for any other reason.

Spouses
Spouses who both work for us are limited to a combined total of 26 weeks of leave to care for a 
covered servicemember.

Employee Benefits During Leave 
While you are on leave, we will continue your medical, dental, and other benefits during the 
leave period at the same level and under the same conditions as if you had continued to work up 
to 12 weeks. For information about premium payments during your leave, see our Section 307 
Impact of Leaves of Absence on Employee Benefits policy.

Use of Paid and Unpaid Leave 
FMLA is unpaid. However, you may use any or all available paid time off during any FMLA 
leave. Notwithstanding any other policy to the contrary, during periods of intermittent FMLA 
leave, paid time off can be used in the same increment as the amount of FMLA leave taken.

For information about what happens to your insurance benefits, vacation, sick, or PPL accruals, 
and eligibility for holiday pay during leave taken under this policy, see our Section 307 Impact of 
Leaves of Absence on Employee Benefits policy.

Intermittent Leave or a Reduced Work Schedule 
In addition to taking leave in consecutive blocks of time, you may be allowed to take time off 
intermittently (i.e., reduced workweeks or reduced workdays) if needing leave for one of the 
following reasons:

• Your serious health condition;
• The serious health condition of your spouse, parent, or child;
• To provide care for a covered servicemember with a serious injury or illness incurred or 

aggravated in the line of duty while on active duty; or
• Due to a qualifying exigency if you are the spouse, child, or parent of an individual who 

is on, or is about to be on, covered active duty.
• Intermittent/reduced schedule leave may be taken to care for a newborn or newly placed 

adopted or foster care child only with your HR approval.

To qualify for intermittent leave, you must show that the intermittent leave is medically 
necessary or related to a “qualifying exigency.” If leave is taken on an intermittent or reduced 
leave schedule due to foreseeable leave needs (other than qualifying exigencies), we may 
temporarily transfer you to an alternative position with equivalent pay and benefits.
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Certification of the Need for Leave 
We may ask for certification to verify the need for leave for the reason requested by you. You 
must respond to such a request within 15 days of the request or provide a reasonable explanation 
for the delay. Failure to provide certification may result in a denial of the leave. We may also 
require recertification during the leave to verify the status of the need for continued leave.

The City may directly contact the healthcare provider or other third-party to verify and clarify 
information contained in the certification. You are responsible for signing or obtaining any 
authorization necessary to permit the healthcare provider or other third party to provide us with 
the required information.

The City have the right to ask for a second opinion of a certification of a serious health 
condition. Should we choose to do so, we will pay for you to get a certification from a second 
healthcare provider, which we will select. If it is necessary to resolve a conflict between the 
original certification and the second opinion, we will require the opinion of a third healthcare 
provider. We (you and us) will jointly select the third doctor, and we will pay for the opinion. 
This third opinion will be considered final. 

Returning from Leave 
If you take leave under this policy, you will be returned to the same job you held when your 
leave began, or you will be returned to a position that entails substantially equivalent skill, effort, 
responsibility and authority as the position you previously held. The only exceptions to this rule 
will be in circumstances of layoffs or reorganizations, where your position would have been 
eliminated even if you had not been on leave. You may be required to provide a fitness for duty 
assessment when returning from a leave of absence for your own serious health condition.

Procedure for Requesting Leave 
When you plan to take leave under this policy, you must give us 30 days’ notice. If it is not 
possible to give 30 days’ notice, you must give as much notice as is practicable. If you are 
undergoing planned medical treatment, you are required to make a reasonable effort to schedule 
the treatment to minimize disruptions to our operations. If you fail to provide 30 days’ notice of 
foreseeable leave, the leave request may be denied until at least 30 days from the date we 
received notice.

When you request leave under this policy, you must submit the request in writing to your 
immediate supervisor, with a copy to HR. Where the need for leave is not foreseeable, you must 
verbally notify your supervisor of the need for leave as soon possible and follow our normal call-
in procedures for unexpected absences. Failure to follow our normal call-in procedures under 
such circumstances will be treated like any other violation of our call-in procedures, and may 
result in discipline or termination, even though the leave itself may be covered by the FMLA. 
You may be required to confirm your need for FMLA leave in writing after giving verbal notice. 

While on leave, you may be required to periodically report to us regarding the status of your 
intent to and timing of your return to work. 

Rights, Remedies, and Additional Information 
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We fully comply with the provisions of the FMLA. Accordingly, if you have questions regarding 
this policy, contact HR. Further information on your rights and remedies under the FMLA can be 
located on our FMLA poster (which can be found in the organization break area) or online on the 
Department of Labor’s website at: https://www.dol.gov/general/topic/benefits-leave/fmla.

312 Pregnancy and Parental Leave
Effective Date: 08/01/2023

The City grants up to twelve (12) weeks of pregnancy and parental leave over a rolling 12-month 
period to all employees in accordance with the Minnesota Parental Leave Act (MPLA). In most 
cases, absences under this policy will be covered by both the FMLA and MPLA. As a result, 
FMLA and MPLA leave will run concurrently, and the leave will be counted against your leave 
allowances under both the FMLA and MPLA. 

Reasons for Leave

Leave under this policy can be taken for the reasons listed below:

• All parents: in conjunction with the birth or adoption of a child; or 

• Birth parents: in conjunction with prenatal care, incapacity due to pregnancy, childbirth, or 
related health conditions.

Eligibility

All employees are eligible for leave under this policy starting on their date of hire.

Coordination With Other Leaves

In most cases, you will be eligible for both parental leave under this policy and FMLA leave. A 
leave of absence that qualifies as both parental leave and FMLA will run concurrently (i.e., the 
time off will be counted as both FMLA and parental leave). Parental leave may also be available 
if you are not otherwise eligible for FMLA leave or if you have exhausted your available time 
under our Section 310 Family and Medical Leave policy.

Requesting and Using Leave

You should request leave under this policy from your supervisor at least 30 days before the start 
of the leave or as soon as you become aware of the need for a leave. You are required to notify 
us of the anticipated start and duration of leave. Parental leave must begin within 12 months of 
the birth or adoption of a child, except that, in the case where the child must remain in the 
hospital longer than the mother, the leave may not begin more than 12 months after the child 
leaves the hospital. However, in no case will you be permitted to take more than 12 total weeks 
of leave under this policy.

Leave under this policy is unpaid. However, you may use any or all available paid time off 
during any parental leave. Note that paid time off is taken as part of the 12 weeks of parental 
leave, not in addition to it.

Page 91 of 214

https://www.dol.gov/general/topic/benefits-leave/fmla


EMPLOYEE BENEFITS AND LEAVE OF ABSENCE PROGRAMS

39

For information about what happens to your insurance benefits, vacation, sick, or PPL accruals, 
and eligibility for holiday pay during leave taken under this policy, see our Section 307 Impact of 
Leaves of Absence on Employee Benefits policy.

At the end of your leave, you will be returned to the same job you held when your leave began, 
or to a position that is substantially equivalent to the one you previously held, unless we have 
gone through a layoff or reorganization, where your position would have been eliminated even if 
you had not been on leave. If you are unable to (or choose not to) return to work at the end of the 
approved leave, you may be considered to have resigned your position.

313 Pregnancy Accommodations
Effective Date: 08/01/2023

The City will provide reasonable accommodations to pregnant employees for known limitations 
related to pregnancy, childbirth and related conditions. 

If you need a reasonable accommodation, please contact HR. Depending on the accommodation 
you have requested, you may be required to provide medical substantiation of the need for 
accommodation. If leave is provided as a reasonable accommodation, this leave may run 
concurrently with leave under the FMLA and/or applicable state law. 

Depending on the accommodation requested, if the requested accommodation would present an 
undue hardship, we may not be able to provide the accommodation. You will not be subject to 
any form of discipline, reprisal, intimidation, or retaliation for requesting an accommodation 
under this policy.

Requests for accommodations or time off associated with pregnancy and/or childbirth that are 
not related to your medical incapacity (such as time off for bonding, pre-birth house 
preparations, or childcare) will be considered in the same manner as other requests for unpaid 
personal leave.

314 Personal Leave 
Effective Date: 12/20/2018

We understand there may be times when you will need to take a period of time away from work 
to fulfill personal obligations that are not covered by the other types of leave that we offer. With 
that in mind, we offer unpaid personal leaves on a case-by-case basis. 

If you have a need to take personal leave, you should make a written request to your supervisor 
with as much advance notice as possible. However, please understand that we may not be able to 
grant your request for personal leave, as we will evaluate each request on a case-by-case basis. In 
doing so, we will consider a variety of factors, including; input from your supervisor, current 
workloads, staffing levels, the duration and purpose of your leave, and your disciplinary status. 
Also, in most cases, personal leave may not be used to extend leaves of absence taken under 
other policies in this handbook.
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If you take personal leave, you will be required to use available paid time off as part of the 
approved period of leave until your bank reaches 20 hours or less. Once you only have 20 hours 
available you are able to take the time unpaid. For information about what happens to your 
insurance benefits, vacation, sick, or personal leave accruals, and eligibility for holiday pay 
during leave taken under this policy, see our Section 306 Impact of Leaves of Absence on 
Employee Benefits policy. If you are on unpaid leave you may continue to be covered by the 
City’s group flexible benefit plan but may be responsible for paying one hundred percent (100%) 
of the costs.

When a personal leave ends, every reasonable effort will be made to return you to the same 
position, if it is available, or to a similar available position for which you are qualified. However, 
we cannot guarantee reinstatement in all cases. If you fail to report to work promptly at the 
expiration of the personal leave period or fail to communicate with us about your possible need 
for additional leave, we will consider you to have resigned employment.

315 Salary Continuation Program
Effective Date: 08/01/2023

Summary of Benefit
Our Salary Continuation Program is meant to provide income protection for you if you are 
forced to be out of work for an extended period of time due to your own injury, illness or 
pregnancy. Salary Continuation coverage cannot be used to care for any ill or injured family 
member; it may only apply to an Employee. The policy is designed to pay a weekly benefit to 
partially replace lost income due to a disability resulting from injury, illness, or pregnancy. The 
Salary Continuation Program will provide you with up to 60% of your average standard wages, 
should your disability not allow you to earn your full weekly wage.

The maximum benefit period will be twelve (12) weeks (one (1) week of qualifying period and 
eleven (11) weeks of 60% coverage). This will start on the first day you are absent from work 
due to the disabling condition and will continue for the next twelve (12) weeks that you are not 
able to attend work because of the same condition that disabled you at the start. At the end of the 
twelve (12) weeks, if you are still out of work due to the same disabling condition, you may 
qualify for Long-Term Disability, if you enrolled for this benefit.

The benefits provided under this program do not create an independent right to leave of absence.  
Instead, Salary Continuation may be available in connection with other forms of leave that we 
may provide, such as Family Medical Leave, Parental Leave, etc. Similarly, where possible, 
benefits under this policy will be coordinated with any other available wage replacement or 
compensation programs such as Social Security, PERA, worker’s compensation, etc. See the 
Schedule of Salary Continuation Payments section below for more information.

All injuries or illnesses directly related to or occurring in the workplace should be reported 
immediately and may be covered under our workers’ compensation insurance.

Only employees that are categorized as full-time and who are on the City Paid Personal Leave 
plan are eligible for this benefit. Seasonal, interns, temporary who are not benefit-eligible, and 
part-time employees are not eligible for this benefit.
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This benefit will become available for the employee to use after their first complete day of 
employment with the City.
If at any time during the period of disability you discover you will not be able to return to work, 
even with reasonable accommodations, you must immediately report this to both your supervisor 
and HR.

Eligible Employees
If you are a full-time employee and you accrue benefits under the PPL plan, you will be eligible 
for this benefit. If you are a full-time employee and you continue to accrue Vacation & Sick 
Time, you are not eligible for this benefit. Seasonal, intern, temporary and part-time employees 
are not eligible for this benefit. This benefit will become available for the employee to use after 
their first complete day of employment with the City.

Salary Continuation Program Claim
The following is the procedure for how you make a claim for Salary Continuation Coverage.

1. Notify HR and provide proper documentation from your physician or medical provider, 
describing your condition and the need for an extended absence. This documentation 
must indicate the estimated time of absence from your work activities. HR will review 
documentation and leave request to determine if the condition qualifies for coverage. The 
employee & payroll will receive notice of the approval coverage status. To be covered, 
you must also have a current, valid FMLA certification. If you are approved for both 
FMLA and Salary Continuation, your period of absence will run concurrently.

Note: The City reserves the right to require to obtain a second opinion from a doctor of 
the City’s choosing, if there is reason to question the diagnosis by your physician or 
medical provider. The cost of this opinion would be covered by the City.

2. Once approved, there is a five (5) day qualifying period to be completed. During the first 
three (3) days of this qualifying period, PPL time must be used. During the last 2 days of 
this qualifying period, you may use any combination of PPL, comp time, floating holiday 
or banked Sick Time. Employees may not take unpaid time if you have banked time 
available. If eligible for Paid Parental Leave, this may be used to cover the 5 days of 
qualifying period.  

3. Payroll will commence Salary Continuation payments in your regular bi-weekly checks. 
A Salary Continuation claim will be reported as taxable income.

4. Coverage will continue as long as your attending physician deems time away from work 
is necessary for up to a total of twelve (12) weeks, after which Long-Term Disability will 
become available (if you have opted to enroll for this benefit). 

Note: The City may, from time to time, require your physician or medical provider to 
provide an update, what the estimated time away from your work activities will be, and if 
there are any measures the City could take to make your return to work more expedient. 
(These measures could include assisting with rehabilitation services or making your work 
schedule or environment conducive to your disability).
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5. A Report of Workability is needed to be given to HR from your physician before you 
return to all normal duties at work.

Qualifying for Salary Continuation  
In order to qualify for the use of the Salary Continuation benefit, you must first be classified as 
disabled for purposes of this policy. In order to meet the definition of disabled, you must be able 
to satisfy either the Occupation Test or the Earnings Test.

Occupation Test: An injury, sickness, or pregnancy requires that you be under the regular care 
and attendance of a physician, and the injury, sickness, or pregnancy prevents you from 
performing at least one of the material duties of your regular occupation.

Earnings Test: You may be considered disabled in any week even if you are actually working, if 
an injury, sickness, or pregnancy prevents you from earning more than 80% of your weekly pay 
in that week in any occupation for which your education, training or experience qualifies you. 
You may satisfy these tests with any injury, illness or pregnancy in which a physician 
specifically gives written notification to us that this condition will affect your workplace 
activities and abilities. However, satisfying these qualifications under the Occupation and 
Earnings tests will not automatically qualify you for Salary Continuation.

Exclusions from Salary Continuation Coverage
The City will not pay benefits for any disability or sickness caused by:

• An injury that arises out of or occurs in the course of any occupation for pay or profit that 
entitles you to benefits under any Worker’s Compensation Act or similar law

• Taking part in, attempting, or the result of taking part in committing a crime;
• A disability caused or contributed to by being engaged in an illegal occupation

The City of Chaska will not pay benefits if you are no longer employed by the City. In addition, 
benefits will cease if any of the following occur:

• We have offered you the opportunity to return to limited work while you are disabled,
• You are functionally capable of performing the limited work which is offered, and/or
• You do not return to work when and as scheduled.

If the Salary Continuation benefit is denied, you may submit an appeal to HR, they will have 10 
working days to make a final determination along with the City Administrator.

Schedule of Salary Continuation Payments
The Salary Continuation policy will pay up to 60% of your weekly earnings. At no time will you 
receive more than 60% of your weekly earnings from a combination of your Salary Continuation 
payments and disability program payments. However, you may supplement your benefit 
payment with banked PPL, Sick, and parental leave (if applicable). At no time may the 
combination between the Salary Continuation benefit equal more than 100% of your weekly pay. 
Weekly pay is defined as 40 hours at your hourly rate. This pay is determined by the rate you are 
being paid the day before the period of disability starts. Possible bonuses, overtime, and other 
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compensation including temporary increases will not be included in the calculation of your 
hourly rate.

As defined in our Section 305 Paid Personal Leave policy, while you receive Salary 
Continuation payments from the City, you will continue to receive your monthly Council 
Contribution toward your Flexible Benefit Plan.

Miscellaneous Inclusions of Policy
You will not accrue PPL while receiving Salary Continuation payments unless you supplement 
your Salary Continuation with PPL or banked Sick Time or Paid Parental Leave if applicable. If 
you supplement your pay, PPL will accrue and be pro-rated based on the amount of PPL, Sick or 
Parental Leave Time used. Holidays will be paid and will not be counted towards the total 
number of Salary Continuation hours. Salary Continuation is not eligible for PERA credits or 
wages.

Salary Continuation coverage cannot be used to care for any ill or injured family member.

Any employee receiving a denial of Salary Continuation coverage may request in writing, within 
60 days of denial, a written explanation of the denial of coverage. If you are in disagreement 
with the denial of benefits and want to appeal this decision, you must submit to HR an official 
letter of appeal. This letter must be received by HR and must include the specific reasons why 
the denial is being appealed. HR will have 10 working days from the receipt of this appeal to 
make a written decision on the appeal. If you are still in disagreement with the decision made by 
HR in regard to the appeal, you may appeal in writing to the Assistant City administrator and/or 
City Administrator. The Assistant City Administrator and/or City Administrator will then have 
10 working days to make a determination in the appeal. The City Administrator’s decision is 
final.

If at any time during the period of disability you discover that you will not be able to return to 
work, even with reasonable accommodations, you must immediately report this in writing to 
both your supervisor and HR.

316 Bereavement Leave
Effective Date: 12/20/2018

If you wish to take time off due to the death of an immediate family member, notify your 
supervisor immediately.

If you are full-time, you may be eligible for the following amounts of paid bereavement leave:

You will receive up to three (3) workdays of leave for the death of someone in your immediate 
family. Immediate family is defined as spouse, children, stepchildren, parent, stepparent, mother-
in-law, father-in-law, brother, sister, stepbrother, stepsister, grandchildren, grandparent, and 
stepparent of either you or your spouse. Up to two (2) days shall be granted for the death of 
great-grandparent, aunt, uncle, niece, nephew, or if you are asked to perform a funeral service, 
such as pallbearer. Any additional time must be taken from PPL/Vacation time, Compensatory 
time, Floating Holiday, or Unpaid Leave.
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Bereavement leave will normally be granted unless there are unusual business needs or staffing 
requirements. Bereavement pay is calculated based on the base pay rate times the number of 
hours you would have otherwise worked on the day of the absence. If eligible, you will only be 
paid for hours for which you would normally have been scheduled.

317 Jury Duty
Effective Date: 01/01/2021

You are encouraged to fulfill your civic responsibility by serving jury duty when summoned and 
will provide you with whatever time may be necessary to do so. If you are a full-time employee, 
you will be eligible to receive up to two weeks of paid jury duty leave each year. If eligible, your 
jury duty pay will be calculated by multiplying your base pay rate times the number of hours you 
would otherwise have worked on the day of absence and will not include overtime or any special 
forms of compensation such as incentives, commissions, bonuses, or shift differentials. During 
the two-week paid period, we require you to remit to the City the amount you receive from the 
court for serving jury duty. After the paid period, you may retain the amount you receive from 
the court.

As required by law, exempt employees will be paid their full weekly salary during any week in 
which they perform any work for the city while serving on jury duty. Exempt employees may be 
placed on unpaid leave for an entire work week while serving on jury duty at the discretion of 
their supervisor.

If you are required to serve jury duty beyond the period of paid jury duty leave, you may use any 
available paid time off or may request an unpaid jury duty leave of absence.

You must show the jury duty summons to your supervisor as soon as possible so that your 
supervisor may make staffing adjustments. Of course, you are expected to report for work 
whenever the court schedule permits. Where court rules permit jurors to call in the night before 
to find out whether they have to come into the courthouse the next day, you may have to provide 
written confirmation from the court that you actually were called in on the day in question in 
order to be eligible for jury duty pay or jury duty leave under this policy.

You or your supervisor may request an excuse from jury duty if, in our judgment, your absence 
would create serious operational difficulties.

For information about what happens to your insurance benefits, Vacation, Sick, or PPL accruals, 
and eligibility for holiday pay during an extended leave taken under this policy, see our Section 
306 Impact of Leaves of Absence on Employee Benefits policy. 

318 Witness Duty
Effective Date: 12/20/2018

We encourage you to appear in court for witness duty when subpoenaed. If the city subpoenas 
you or otherwise requires you to testify as a witness, we will pay you for the entire period of 
your witness duty. If a third party has asked you to appear in court as a witness, we will provide 
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you with sufficient unpaid leave to satisfy your witness duty. You are free to use any available 
paid leave benefit to receive compensation for the period of this absence.

Show the subpoena to your supervisor immediately after you receive it so that staffing can be 
adjusted. You are expected to report for work whenever the court schedule permits.

319 Military Leave
Effective Date: 01/01/2021

You are entitled to take military leave for any absences related to military service in accordance 
with the Uniformed Services Employment and Reemployment Rights Act (USERRA). For the 
purposes of this policy, military service includes time off taken in connection with National 
Guard duty. Advance notice of military service is required, unless military necessity prevents 
such notice, or it is otherwise impossible or unreasonable.

While all employees are eligible to take military leave, full-time and union employees may 
request up to 15 days of paid military leave over any one-year period. Military leave pay will be 
calculated on your base pay rate times the number of hours you would otherwise have worked on 
the day of absence. The City of Chaska will also deduct the amount you receive from the military 
from any military leave pay we may provide.

As required by law, exempt employees will be paid their full weekly salary during any week in 
which they perform any work for the city while serving on military leave. Exempt employees 
may be placed on unpaid leave for an entire work week while serving on military leave at the 
discretion of their supervisor.

The portion of any military leaves of absence in excess of 15 days will be unpaid. However, you 
may use any available paid time off for the absence.

For information about what happens to your insurance benefits, Vacation, Sick, or PPL accruals, 
and eligibility for holiday pay during an extended leave taken under this policy, see our Section 
306 Impact of Leaves of Absence on Employee Benefits policy. 

If you are on military leave for up to 30 days, you are required to return to work for the first 
regularly scheduled shift after the end of service, allowing reasonable travel time. If you are on 
longer military leave, you must notify us of your intent to return, in accordance with USERRA 
and all applicable state laws.

When you return from military leave, you will be placed in the position you would have attained 
had you remained continuously employed or a comparable one depending on the length of 
military service in accordance with USERRA. You will be treated as though you were 
continuously employed for purposes of determining benefits based on length of service. Contact 
HR for more information or questions about military leave.
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320 Civil Air Patrol Leave
Effective Date: 12/20/2018

If you work an average of 20 or more hours per week, you may be eligible to take unpaid leave 
to serve as a member of the civil air patrol on the request and under the authority of the state or 
any of its political subdivisions. The City may deny a leave under this policy if your absence 
would be too disruptive to our operations. Although leave under this policy is unpaid, you may 
use any accrued paid time off to cover your absences.

321 Military Personnel Injured / Killed in Service Leave
Effective Date: 12/20/2018

You are entitled to up to 10 working days of leave of absence without pay whenever an 
immediate family member is injured or killed while engaged in active service. For the purposes 
of this policy, “immediate family member” means your parent, child, grandparents, 
grandchildren, siblings, or spouse. You will be expected to give as much notice as practicable of 
your need for leave. This leave is not paid; however, you may use any accrued paid time off 
during the leave. This policy will run concurrently with any other applicable leave policies. 

322 Military Ceremony Leave
Effective Date: 12/20/2018

Unless doing so would unduly interrupt our operations, you are entitled to up to one working day 
of leave of absence without pay for the send-off or homecoming ceremonies of family members 
(i.e., parents, legal guardians, siblings, children, grandchildren, spouses, fiancés, or fiancées) 
who have been ordered into active service in support of a war or other national emergency. 
This leave is not paid; however, you may use any accrued paid time off during the leave.

323 Time Off to Vote
Effective Date: 01/01/2021

We encourage you to vote. Generally, you can vote before or after your regular work schedule, 
and should make every reasonable effort to do so. However, you are eligible to take the time off 
from work that is necessary to appear at your polling place, vote, and return to work. 

We encourage you to request time off to vote from your supervisor at least two working days 
prior to the election, so that proper staffing levels can be maintained, and so that voting time can 
be scheduled at a time that is least disruptive to the normal work schedule.

324 Election Judge Leave
Effective Date: 08/01/2023

You may take time off to serve as an appointed election judge. Time off under this policy will be 
paid, although we may reduce your wages by the amount paid to you by the appointing authority 
during the time spent serving as an election judge.

Page 99 of 214



EMPLOYEE BENEFITS AND LEAVE OF ABSENCE PROGRAMS

47

Employees that will serve as an election judge shall notify their supervisor immediately in order 
to provide sufficient time to cover the employee’s work assignments. Employees must notify the 
City of Chaska the hourly compensation to be paid for their service as an election judge from the 
appointing authority.

When employees are excused from election judge duty during their regular working hours, they 
are expected to return to work if practicable.

Employees will continue to accrue benefits such as PPL, Vacation and Sick leave while serving 
as an election judge.

Non-City of Chaska Elections
You will not be required to use benefit time (PPL or Vacation) to serve as an election judge for a 
non-city-related election. Employees will be paid a maximum of 8 Regular hours each day at 
their regular hourly rate if they are absent from work to serve as an election judge by using the 
comments section in their timesheet to indicate time worked as an election judge. 

City of Chaska Elections
An hourly full-time employee asked to serve as an election judge for a City of Chaska-related 
election will continue to receive their regular pay up to 40 hours/week. Any hours worked as an 
election judge above 40 hours in a week will be paid at the regular election judge rate (overtime 
rules apply.) Any compensation received for the election will reduce city-paid compensation.

An hourly part-time employee asked to serve as an election judge for a City of Chaska-related 
election will be hired into the election judge position and will receive regular election judge rate 
of pay. Any compensation received for the election will reduce city-paid compensation.

Salaried employees asked to serve as an election judge for a City of Chaska-related election will 
continue to receive their regular weekly pay and work with their supervisor to flex their schedule 
to accommodate election judge time.

325 School Conference and Activities Leave
Effective Date: 01/01/2021

You may take up to 16 hours of unpaid leave within a rolling 12-month period to attend school 
conferences or school-related activities related to each of your child(ren) (including foster 
children), provided the conferences or school-related activities cannot be scheduled during 
nonwork hours. If your child receives childcare services or attends a prekindergarten or special 
education program, you may use the leave time to attend a conference or activity related to your 
child or to observe and monitor the services or program, provided the conference, activity or 
observation cannot be scheduled during non-work hours. When the leave cannot be scheduled 
during non-work hours and the need for the leave is foreseeable, you must provide your 
supervisor with reasonable prior notice of the leave and make a reasonable effort to schedule the 
leave so as not to unduly disrupt our operations. This leave is not paid; however, you may 
substitute any accrued paid time off or other appropriate paid leave for any part of the leave in 
fifteen-minute increments.
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326 Donor Leave
Effective Date: 12/20/2018

We will provide you with up to 40 business hours of paid leave immediately after donating, per 
each donation for the purposes of undergoing medical procedures related to the donation of bone 
marrow, an organ or a partial organ. If your leave need extends beyond 40 hours, you may use 
any available Vacation, Sick, or PPL, or take unpaid leave. A doctor’s statement verifying the 
purpose and length of the leave is required. In order to take leave under this policy, you must be 
regularly scheduled to work at least 20 hours per week.

327 Workers’ Compensation Insurance
Effective Date: 12/20/2018

We provide a comprehensive workers’ compensation insurance program at no cost to our 
employees. This program covers any injury or illness sustained in the course of employment that 
requires medical, surgical, or hospital treatment. Subject to applicable legal requirements, 
workers’ compensation insurance may also provide wage replacement benefits after a short 
waiting period.

If you experience or witness a work-related injury or illness, you must tell your supervisor or 
Department Head immediately even if the injury or illness seems minor. Next, you must contact 
HR for instructions to make a wage claim, receive benefits, return to work, etc.

You have a right to report all work-related injuries and illnesses. Reporting the injury or illness 
timely will enable an eligible employee to qualify for coverage under our workers’ compensation 
insurance program as quickly as possible. We will not discriminate or retaliate against you for 
reporting work-related injuries or illnesses. However, failure to report workplace injuries or 
illnesses may result in discipline, up to and including termination of employment.

In general, we will make reasonable efforts to make accommodations and find light duty work if 
you suffer a work injury. Where such work is possible, we will make sure the work provided 
stays within the restrictions established by your doctor. Similarly, if you return to a light duty 
position, you must agree to work within those restrictions, and are forbidden from working 
beyond them. If you turn down a light-duty or alternative work position, you may lose your 
ability to receive wage replacement from our workers’ compensation insurance company.

You will not be eligible for workers’ compensation benefits for injuries that occur during your 
voluntary participation in any off-duty recreational, social, or athletic activity that we sponsor.

328 Employee Assistance Program
Effective Date: 12/20/2018

Our Employee Assistance Program (EAP) and Police & Fire Enhanced EAP provide confidential 
counseling and referral services if you need assistance with any of the following issues/topics:

• Medical 
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• Legal
• Childcare 
• Financial

You can obtain more information about the City’s EAP from HR.

329 Workout on Duty
Effective Date: 12/20/2018

The City offers a great benefit to full-time employees. The workout on duty program allows 
employees a maximum of one hour of time per week to work out, as part of their 40 hours. The 
purpose of this privilege is to encourage movement while at work. The details of how this will 
occur for individuals will need to be worked out and approved by department heads.
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401 Timekeeping
Effective Date: 01/01/2020

All employees must report time through the Executime system, even if you are paid on a salary 
basis.

In order to properly calculate your pay and benefits, federal and state laws require us to keep an 
accurate record of all time you work, no matter how small the increment. As a result, it is your 
responsibility to record all of the time you spend working. Working off the clock is prohibited 
for hourly non-exempt employees.

Time worked is all the time actually spent performing assigned duties, including work performed 
away from our workplace, such as at job sites, or from your home. You should accurately record 
the time you begin and end your work in Executime, as well as the beginning and ending time of 
each meal period. You should also record the beginning and ending time of any split shift or 
departure from work for personal reasons. You must obtain your supervisor’s approval before 
performing any overtime work.

Attendance at lectures, meetings, training programs, and similar activities is not counted as 
working time if all four of the following criteria are met:

• Attendance is outside of the employee’s regular working hours. 
• Attendance is voluntary. 
• The course, lecture, or meeting is not directly related to the employee’s job
• The employee does not perform any productive work during such attendance.

You may be subject to disciplinary action, up to and including termination of employment, if you 
alter, falsify, or tamper with time records, or record time on another employee’s time record.

You are responsible for verifying the accuracy of all time you record in Executime. Your 
supervisor will review and then certify your time record before submitting it for payroll 
processing. If corrections or modifications are made to the time record, both you and your 
supervisor must verify the accuracy of the changes to the time record.

DOT employees must properly document and differentiate between driving hours and other 
hours (such as service, plant or office hours, etc.) in compliance with DOT Hours of Service 
rules. See DOT addendum for further details.  

402 Paydays & Pay Corrections
Effective Date: 12/20/2018

Employees are paid biweekly every other Friday (Council members and Mayor are paid 
monthly). Each paycheck will include earnings for all work performed through the end of the 
previous payroll period. We encourage you to have your paycheck directly deposited into your 
bank account and sign up for online pay stub delivery. If you choose direct deposit, you will 
receive an itemized statement of wages when we directly deposit your paycheck. You are also 
able to obtain all paystubs on the Employee Self-Service (ESS) website. Each individual 
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employee is responsible for the understanding and reviewing their pay stub. Reach out to HR if 
you have questions about how to log in to ESS.

If a regularly scheduled payday falls on a day off such as a bank holiday, you will be paid the 
day preceding the holiday.

Pay Corrections
The City takes all reasonable steps to ensure that employees are correctly and promptly paid. 
However, mistakes sometimes happen, so all employees are encouraged to carefully review their 
pay statements. If you notice an error in the amount of your pay, bring the discrepancy 
immediately to the attention of Payroll so that corrections can be made as quickly as possible.

403 Deductions from Pay
Effective Date: 11/01/2017

The law requires us to make certain deductions from your pay. We must deduct applicable 
federal, state, Medicare and local income taxes. We also must deduct Social Security taxes on 
your earnings up to a specified limit that is called the Social Security “wage base.” The City is 
also required to deduct and submit eligible employees’ contributions to the Public Employees 
Retirement Association (PERA). More PERA information here www.mnpera.org.

From time to time, we may be required to make deductions to pay off a debt, loss, or other 
obligation you may owe to us or to a third party (such as garnishments, liens, or child support 
orders). 

We offer various programs and employee benefits beyond those required by law. If eligible for 
such programs and/or benefits, you may voluntarily authorize deductions from your paychecks to 
cover the costs of participation.

Additionally, if you are a salaried, exempt employee, deductions from your regular salary may 
be made under the following circumstances:

• Absences from work for one or more full days for personal reasons other than sickness or 
disability; 

• Absences of one or more full days due to sickness or disability if the deduction is made in 
accordance with our Vacation, Sick, or PPL plans; 

• To offset amounts, you receive as jury or witness fees, or for military pay; 
• For unpaid disciplinary suspensions of one or more full days imposed in good faith for 

workplace conduct rule infractions;
• Days not worked during your initial or terminal week of employment; 
• Penalties imposed in good faith for infractions of safety rules of major significance; or 
• For any increments of time taken as unpaid leave under FMLA. 

We will make sure that any such deductions will be in full compliance with the wage and hour 
regulations under the Fair Labor Standards Act (FLSA). In the event of an overpayment, the City 
will follow MN State legal limits on any deductions or wage garnishments.
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You should carefully review every paystub you receive. If you think a deduction has been 
improperly taken from your salary, you should notify Payroll as soon as possible. We will review 
the deduction promptly and if a deduction was made improperly we will immediately correct the 
error. 

If you have other questions concerning why deductions were made from your paycheck or how 
they were calculated, contact Payroll.

Page 105 of 214



WORK CONDITIONS & HOURS

53

501 Safety
Effective Date: 12/20/2018

To assist in providing a safe and healthy work environment for our employees, customers, and 
visitors, we have established a safety committee. Supervisors and the Safety Committee have the 
responsibility for implementing, administering, monitoring, and evaluating the safety across all 
city facilities. Everyone at our organization must be involved and committed to safety. This must 
be a team effort. Together, we can prevent accidents and injuries.

We provide information to you about workplace safety and health issues through new hire 
orientation and regular internal communication channels such as supervisor-employee meetings, 
bulletin board postings, memos, or other written communications. We may provide more 
formalized periodic workplace safety training, where necessary.

Safety Suggestions and Concerns
Some of the best safety improvement ideas come from our employees. If you have an idea, 
concern, or suggestion for improved safety in the workplace, you are encouraged to raise it with 
your supervisor, or bring it to the attention of a member of the Safety Committee. All reports and 
concerns can be made without fear of reprisal.

Employee Conduct and Responsibilities
You are expected to perform the functions of your position in a safe manner. We are only truly 
efficient when high productivity is achieved with safe work habits. No job is so important, nor 
any service so urgent, that time cannot be taken to perform work safely. The use of proper safety 
devices and tools and equipment and wearing appropriate clothing and footwear is essential.

Horseplay at work is inappropriate. No matter how playful or well intentioned, horseplay is by 
its nature unpredictable, and may inadvertently result in accident, injury, or unsafe conditions. 
As a result, anyone engaging in horseplay may be subject to discipline, up to and including 
termination of employment.

You are expected to take ownership of your surroundings, to obey safety rules, and to exercise 
caution in all work activities. This includes being familiar with and observing all rules and 
policies for health, safety, and preventing injuries while at work. You must immediately report 
any unsafe condition to the appropriate supervisor. In the case of accidents that result in injury, 
regardless of how insignificant the injury may appear, immediately notify HR or the appropriate 
supervisor. Such reports are necessary to comply with laws and initiate insurance and workers’ 
compensation benefits procedures.

You are expected to comply with the hands-free law addressed in our Section 513 Use of 
Vehicles, Equipment and City Property policy while driving.

Unsafe Behavior
Supervisors are authorized to send an employee home immediately when the employee’s 
behavior violates the city’s personnel policies, department policies, or creates a potential health 
or safety issue for the employee or others.
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502 Access to Gender-Segregated Activities and Areas
Effective Date: 12/20/2018

With respect to all restrooms, locker rooms or changing facilities, employees will have access to 
facilities that correspond to their affirmed gender identity, regardless of their sex at birth. The 
city maintains separate restroom and/or changing facilities for male and female employees and 
allows employees to access them based on their gender identity.

In any gender‐segregated facility, any employee who is uncomfortable using a shared facility, 
regardless of the reason, will, upon the employee’s request, be provided with an appropriate 
alternative. This may include, for example, addition of a privacy partition or curtain, provision to 
use a nearby private restroom or office, or a separate changing schedule. However, the city will 
not require a transgender or gender-diverse employee to use a separate, nonintegrated space, 
unless requested by the transgender or gender-diverse employee.

Under no circumstances may employees be required to use sex‐segregated facilities that are 
inconsistent with their gender identity.

503 Work Schedules
Effective Date: 12/20/2018

Work schedules vary throughout our organization but are typically 40 hours per week for full-
time employees. Work hours may vary depending on the position, the season, and the 
department. Your supervisor will normally determine your work schedule, as well as any 
variations from week to week. We expect you to be on time and ready to work during your 
scheduled hours. This is true regardless of whether you are exempt or non-exempt, salaried or 
hourly. In the end, we have determined that our scheduled hours are those that are most critical 
to properly serving our clients and customers, which is why it is so important for employees to 
be present during these hours.

Staffing needs, operational demands, and individual workloads may necessitate variations in 
starting and ending times, as well as variations in the total hours that may need to be worked 
each day and week. This can be particularly true if you are an exempt employee, since although 
you are normally expected to be available during our core business hours and work at least 40 
hours per week, you may find that the job you are performing requires additional time over and 
above the regular work week.

DOT employees must abide by the work hours/driving limits as set forth in DOT Hours of 
Service rules. See the DOT policy for additional details.

504 Flexible Work Schedules
Effective Date: 01/01/2021

We are committed to helping you face the demands of juggling work, family and other personal 
obligations by offering a number of flexible work arrangements. These arrangements are 
intended to provide you with the opportunity to adjust your work schedule depending upon your 
personal demands, while allowing us to maintain a progressive and productive work 
environment.
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Consideration for flexible work scheduling is made on a case-by-case basis in situations where 
creative work schedules or telework opportunities have been shown to accomplish both work and 
personal goals, provide coverage for individual department operations and serve our City as a 
whole with increased productivity at no expense to quality output.

Work arrangements will be denied or approved at your supervisor’s discretion based on your 
position and business need. Types of flexible work arrangements and potential schedules must be 
approved with consent of HR prior to announcement and implementation.

The arrangement may be canceled at any time for any reason by your supervisor or Department 
Head. If you wish to change or cancel an alternative work arrangement, you must obtain written 
approval from your supervisor.

Flexible work arrangements are not appropriate for all employees or positions and are not a 
universal employee benefit. There are a number of conditions that must be met for a flexible 
work schedule or telework to be approved. You must have a satisfactory attendance record, meet 
all performance expectations in your current role, and consistently demonstrate the ability to 
complete tasks and assignments on a timely basis. The nature of your work and responsibilities 
must be conducive to a flexible work arrangement without causing significant disruption to 
performance and/or service delivery.

505 Working from Home
Effective Date: 01/01/2021

Certain positions in our organization may be capable of, and eligible for, being performed remotely 
from an employee’s home, while other positions are not (such as those that involve face-to-face 
interactions with members or coworkers), which means that working from home is not an option 
for all employees. For those positions that can be performed remotely from home, some may be 
eligible to do so on a limited or occasional basis or emergency circumstances (e.g., logging in over 
the weekend to finish a project up or working from home during inclement weather, rather than 
driving into work). 

If you seek to work from home on a situational or emergency basis, you should work directly with 
your manager to obtain approval, along with any other restrictions or requirements that go along 
with doing so.

Regardless of the circumstances for which working from home is being sought, no employee is 
entitled to work from home. The approval to work from home is at our sole discretion, and we can 
revoke our approval to work from home at any time, and for any reason. If you have an approved 
work-from-home arrangement, you must be prepared to come into work when requested, even if 
the request is with short notice or is on a day previously approved for home-work.

Work from home arrangements must be formally approved by both your supervisor and HR. The 
decision to approve a work-from-home arrangement will be based on factors such as position and 
job duties, performance history, related work skills, and the impact on the organization. 
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In general, if you have been approved to work from home, you will be expected to carry out the 
same duties, assignments, and other work obligations as you would if you were working on our 
premises. Similarly, the scheduled hours and amount of time you are expected to work per day or 
per pay period will not change while you are working from home, unless an alternative 
arrangement is formally agreed upon between you and your supervisor and HR. The performance 
of employees who are working from home will be evaluated on the same basic terms as those 
who are working from the office, with the focus being on work output, completion of objectives, 
etc.

If you are non-exempt (eligible for overtime) and approved to work from home, you will be 
required to carefully track all hours you work, and, unless otherwise directed, will continue to 
use our electronic timekeeping system in the same fashion as if you had physically been at work. 
Non-exempt employees working from home should not exceed the approved scheduled hours or 
work overtime without first obtaining advance approval from your supervisor. Working from 
home should not make you less efficient, so unexpected overtime shouldn’t be necessary. 

During working hours, your at-home workspace will be considered an extension of our 
workspace. Therefore, workers’ compensation benefits may be available for job-related accidents 
that occur in your at-home workspace while you are working during working hours. In the case 
of an injury while working from home, you should immediately report the injury to HR. 

We assume no responsibility for injuries occurring in your at-home workspace outside the 
agreed-upon work hours or while engaging in activities unrelated to the performance of work. 
You agree to maintain safe conditions in your at-home workspace and to practice the same safety 
habits as those followed on our premises.

In general, you should not provide primary care for young children or any other person on a 
regular basis while working from home. If young children or any other person needing primary 
care will be home during your working hours, another individual should be present to provide 
that care. However, if young children or any other individual is ill you may on a temporary basis 
provide primary care for that individual subject to advanced approval of your supervisor. 

506 Emergency Closings and Business Shut-Downs
Effective Date: 01/01/2021

On occasion, we may close City Hall and other City-operated facilities for emergencies, extreme 
weather, or business slowdowns and operational upgrades. 

Unless an emergency closing or business shutdown is announced, we expect you to report to 
work in a timely manner and in accordance with applicable policies. In the event of inclement 
weather, use your own discretion in deciding whether you can commute safely to work. You 
should follow the call-in and notice procedures set forth in our Section 609 Attendance and 
Punctuality policy.

During emergency situations it may be required for certain staff members to report in to work. 
This decision and communication will be handled by the Department Head and/or the City 
Administrator.
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Decisions to Close and Communication 
We may decide to close an office or facility for business or economic reasons. For example, we 
may close a facility due to repairs and annual service. Generally, we make and communicate 
these decisions in advance.

If we decide to close an office or facility due to inclement weather, we may make that decision 
during our normal operating hours or before the start of the day. For foreseeable closings, we 
will communicate the closing in advance. In the event the decision is made prior to the start of 
the workday, we will contact local television and radio stations as early as possible.

Leave Use and Compensation
Non-Exempt Employees (hourly): When severe weather or a closing, as determined by the City 
Administrator, prevents you from reporting for regularly scheduled work assignments, or when 
severe weather conditions require you to leave work prior to the regularly scheduled time, you 
will be paid only for the hours worked. Hours not worked can be taken as (a) unpaid, (b) charged 
to Vacation/PPL or Floating Holiday Leave, or (c) upon the discretion of your immediate 
supervisor or Department Head, you may work additional hours, within the same work week, to 
make up for lost time provided work is available.

Exempt Employees (salaried): Exempt employees who do not report to work due to severe 
weather conditions, may work from home, if available, or will have time-off charged to 
vacation/PPL or Holiday leave. If you report to work but are sent home early due to severe 
weather, conditions, you will be paid for your normal workday.

All employees who are not able to report to work on time due to severe weather conditions are 
required to notify their immediate supervisor or Department Head and report to work when 
safety permits. If we decide to stay open, but you choose not to work, you must use any accrued 
and available Vacation/PPL or Floating Holiday. If you do not have any of these time off options 
available, you must take the day unpaid. In the event of an employer-initiated leave of absence, 
i.e., we furlough you, we reserve the right to require or prohibit the use of Vacation/PPL or 
Floating Holiday.

507 Rest and Meal Periods
Effective Date: 12/20/2018

Non-exempt employees who work an eight-hour day will be provided with one unpaid meal 
period of 30 minutes in length, and two paid rest periods of 15 minutes in length. Within each 
four consecutive hours of work employees will be provided a paid rest break of 15 minutes in 
length. To the extent possible, rest periods will be provided in the middle of work periods. Since 
rest periods are counted and paid as time worked, you must not be absent from your workstations 
beyond the allotted rest period time. 

Non-exempt employees who work an eight-hour shift are generally required to take an unpaid 
30-minute meal period and are not permitted to perform work during this time (unless 
specifically authorized by a supervisor to work during a meal period, which will be 
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compensable). Supervisors are responsible for scheduling meal breaks and may use discretion in 
determining meal periods based on the needs of the business. Some positions may be required to 
take a working lunch; such arrangements should be confirmed with your supervisor.

Employees are strongly encouraged to take their breaks, and not to perform work while on break. 
Typically, employees are not allowed to combine breaks, take them with meal periods, or use 
them to leave early with pay. 

508 Smoking and Tobacco Use/Breaks 
Effective Date: 01/01/2020

We prohibit smoking, the use of tobacco products (such as chewing tobacco) and vaping in all 
city facilities and vehicles. This policy also applies to e-cigarettes, vaporizers, and similar 
products, whether they are used for tobacco, nicotine, oils, chemicals, flavorings, or other 
substances.

If you smoke, vape or use tobacco products, you will not be permitted any greater number of 
breaks than those who do not. As a result, you should only smoke, vape or use tobacco products 
before or after work, or during designated breaks or meal periods. In doing so, you must confine 
your use to designated smoke/vape/tobacco-use areas, which, in turn, must be kept clean, 
presentable, and well-maintained.

When at client sites, you must follow whatever guidelines or restrictions apply at those sites, 
even if they are more restrictive than our policy.

509 Breaks for Nursing Mothers
Effective Date: 12/20/2018

Reasonable break time each day to employees who need to express breast milk for their infant 
children are provided up to 12 months from the birth of the child. Break time under this policy 
runs concurrently with any meal and/or break times that may already be provided. If additional 
breaks are approved, they will be at least 20 minutes in length and may not be paid.

We provide a private area as well as breastfeeding kits where employees are able to express 
milk. Please contact your supervisor or HR for information about the designated area in your 
building.

This policy may not apply when you are at customer sites or job sites, since we will have little 
ability to control the availability of private and secure locations for the expression of breast milk. 
To ensure you are accommodated under this policy if you have a need to express milk, you must 
contact HR to make the necessary arrangements.

510 Overtime
Effective Date: 12/20/2018

Overtime hours are sometimes necessary when our operating requirements or other needs cannot 
be met during regular working hours. Sometimes overtime may be necessary for a group of 
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employees due to workload and project needs, while at other times individual employees may 
have a specific need to work extra hours. Regardless, you must receive prior approval from your 
supervisor before working any overtime. Hourly employees are strictly prohibited from working 
off the clock.

We pay overtime compensation to all non-exempt employees in accordance with federal and 
state wage and hour laws. Overtime pay is based on actual hours worked and will be paid for 
time worked over 40 hours in the workweek. Paid time off and leaves of absence will be 
considered hours worked for purposes of performing overtime calculations for non-union 
employees. We define the workweek as the seven-day period starting at 12:01 on Saturday 
morning, and continuing through midnight the following Friday.

Please note that union employees may have different overtime agreement and must refer to their 
collective bargaining agreement. Also, Fire Department employees need to reference their 
employment agreement in regard to overtime pay.

511 Compensatory Time
Effective Date: 12/20/2018

All full-time, non-exempt employees are entitled to earn and use compensatory time. 
Compensatory time may be earned in lieu of authorized overtime, at the City’s option and as 
directed by the Department Head. All hours claimed must be authorized by the Department Head 
and will be paid or “banked” at the rate of one and one-half times (1.5) the regular rate of pay 
unless the compensatory time is a work schedule adjustment to accommodate a personal 
commitment in which case time-off and comp time worked will be coordinated in the same week 
at straight time.

Earned compensatory time will be accumulated on personnel records by the Payroll Department. 
The maximum amount of compensatory time an employee can carry over into a new calendar 
year is 60 hours. In the final paycheck each year, any accumulated compensatory time in excess 
of sixty (60) hours is paid out in a lump sum.

512 Weekend Duty and Emergency Call-Out
Effective Date: 12/20/2018

For employees on weekend duty or emergency call-out, please refer to your collective bargaining 
agreement for more information. 

513 City-Sponsored Events
Effective Date: 12/20/2018

Attendance at City-sponsored employee events during non-scheduled work hours is optional and 
is not a requirement of your work schedule. If you attend City-sponsored employee events during 
non-scheduled work hours you will not be compensated for the non-scheduled work hours unless 
you are working at the event. 

Attendance at City-sponsored employee events during scheduled work hours is expected unless 
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absence from the event is approved by your Department Head. If you attend City-sponsored 
employee events or are absent with approval during scheduled work hours, you will be 
compensated consistent with your approved work scheduled during the City-sponsored event.

Work schedules will generally not be adjusted to permit you to be compensated for attending a 
City-sponsored employee event.

514 Use of Vehicles, Equipment and City Property
Effective Date: 01/20/2020

You cannot use City equipment, vehicles, facilities, or materials for personal purposes except as 
allowed by established City policy. No personal business of any kind shall be permitted during 
business hours.

Copy and Fax Machine
You may make personal photocopies or send and receive local faxes on City machines at the 
City’s cost, provided the use is reasonable and it does not interfere with City business. However, 
this practice is not encouraged. An effort must be made to conduct such business after normal 
business hours.

Postage Machine and City Letterhead
You are not permitted to use the postage machine or City letterhead for personal business.

Keys and Security 
The security of City buildings, equipment, and files is of great importance and efforts must be 
made to protect the property from theft. Keys for City buildings and vehicles are issued only to 
employees with an absolute need. The keys are not to be shared with anyone outside the 
organization and are considered to be the responsibility of the employee to whom they are 
issued. Lost keys must be reported immediately to your immediate supervisor or Department 
Head. If you are entrusted with safes or confidential files, you are required to make sure that 
these items are secure at the end of the day.

Vehicles and Equipment
As a City employee, you may be expected to drive for work purposes. To reduce the risk of 
causing harm to yourself or others, you are expected to exercise care, perform required 
maintenance, and follow all operating instructions, safety standards, and guidelines, when using 
city property, or while driving for city work purposes. You are expected to obey all traffic laws 
and safety rules when driving City vehicles. Any tickets or traffic violations received while on 
official City business or while operating a City vehicle are your responsibility and may subject 
you to disciplinary action.

You must obey all traffic laws and all safety rules concerning the safe operation of motor 
vehicles while driving company vehicles or driving your own vehicles for work purposes. In 
particular, you must refrain from reading or sending e-mails, text messages, and/or instant 
messages, searching or scrolling for audio, and accessing the Internet from your cell phones or 
other wireless devices while operating a motor vehicle at any time the vehicle is in motion, part 
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of traffic (e.g., while sitting at a stop sign or stop light), or is anything other than parked. In 
addition, if you must make or receive a call while driving for work purposes and you do not have 
hands-free technology, you must pull off the roadway and park your vehicle for the duration of 
the call. Initiating or participating in a cellular phone call while you are driving or a part of 
traffic is only permissible if you can do so solely in a voice-activated or hands-free mode. You 
may use your wireless device for navigation or audio-based content so long as you do not type or 
scroll while the vehicle is in motion or a part of traffic, and so long as you do not hold the device 
with one or both hands. DOT employees, by law, may not use a hand-held electronic device 
while driving for work purposes if it requires pressing more than a single button.

DOT employees will be asked to annually self-report all motor vehicle violations, other than 
parking tickets, received in the past 12 months.  

Employees who are driving an authorized emergency vehicle while performing official duties are 
excepted from the hands-free requirements. 

In the event of an accident, you are required to immediately report the accident to your 
supervisor and, if directed, obtain a police report. Any damage to City property, vehicles, or 
equipment must be reported to a Department Head within 24 hours of occurrence. It is the 
Department Head's responsibility to document the damage and report it to the Assistant to the 
Administrator. For all claims estimated to be over $1,000, the Assistant City Administrator must 
complete the necessary paperwork and submit the claim to the City’s insurance carrier.

DOT employees may be required to undergo post-accident drug testing, pursuant to DOT rules.  
Following an accident, a DOT employee’s safety history will be reviewed, and a determination 
made regarding possible disciplinary action.

DOT employees are also required to provide notification of any moving violations received 
(whether during working or nonworking hours). They are also required to notify the state (where 
licensed) of any motor vehicle traffic enforcement (other than parking violations) or violation 
that occurs in another state within 30 days. DOT employees should notify the City within one 
business day if their license has been suspended, revoked, or cancelled. See the DOT policy for 
further details.

If an individual other than a City employee, incurs property or physical damage and wishes to 
submit a claim, the Department Head must report the damage to the Assistant City 
Administrator. The Assistant City Administrator will then submit the claim to the City's 
insurance carrier. Any documents related to the claim should also be submitted to the Assistant 
City Administrator. If the individual has any questions related to the claim, he or she should be 
directed to the Assistant City Administrator. All other employees may not answer questions or 
address the individual without authorization.

The City reserves the right to revoke any employee’s privilege to operate a City vehicle, 
equipment, or property at any time.

City-Owned Vehicles:
City-owned vehicles may be used for authorized local government business, including 
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transportation to and from work, minimal travel between locations, and incidental personal use 
(i.e., stopping for lunch). Travel to and from work in a city-owned vehicle is only available to 
employees if there is a written agreement/understanding due to the nature of work and the needs 
of the City. City vehicles are for the exclusive use of employees and other individuals directly 
involved in city business. Use of a city-owned vehicle is a taxable fringe benefit and will be 
taxed to the employee using IRS guidelines. 

To comply with DOT regulations, and to identify maintenance issues, DOT employees are 
required to complete pre- and post-trip inspections. See DOT addendum for further details.

• Employees provided with a city vehicle should use a city assigned purchase card for 
parking, garage fees, tolls and emergency repairs as necessary (a personal credit card is 
authorized when an employee does not have access to a city purchase card). Detailed 
receipts must be submitted for reimbursement of transportation expenses with the 
monthly purchase card statement or when submitting the expense claim form within 
fifteen (15) business days.

• Due to potential liability considerations, transportation of persons not on official city 
business is prohibited in city vehicles.

• Employees must keep any City-owned vehicle clean that they may drive. Employees 
must notify a supervisor if any equipment, machines, tools, or vehicles need repair. 
Prompt reporting of damages, defects, and the need for repairs could prevent 
deterioration of equipment and possible injury to others. Supervisors can answer any 
questions about employee responsibility for maintenance and care of equipment or 
vehicles used on the job.

Privately-Owned Vehicles:
The use of a privately-owned vehicle is always discouraged if an employee can use a city-owned 
vehicle. 

• The City Council has adopted the Standard Mileage Rate established by the IRS for 
official city business travel. Mileage reimbursements using the standard mileage rate are 
paid as tax excludible income to employees. 

• This reimbursement is designed to defray costs relating to operating a personal vehicle 
for city business use. It is the employee’s responsibility to maintain their own insurance 
and maintenance of their vehicle.

• In the event that more than one employee shares the use of the automobile only one 
passenger is eligible for a mileage reimbursement.

• Mileage will be paid using the most reasonable direct route. Normal commuting miles 
will not be reimbursed. Commuting miles are the distance you travel to and from your 
home and your usual workplace. Mileage is calculated as follows:

o An employee that commutes 20 miles round trip (10 miles each way) who travels 
to a business meeting (8 miles) and then home from the meeting (6 miles) would 
be reimbursed for 4 miles. Computed as the 20 normal commute miles minus 24 
total miles driven for the day.

o If an employee is required to attend a meeting that is not part of their normal 
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schedule, miles from home to work location are reimbursable. For example:
▪ If an employee normally works until 4:30pm and travels home after work 

but must return to work at 7:00pm for a night meeting. The distance from 
home to the night meeting is reimbursable.

▪ If an employee does not regularly work on Saturday but is required to 
come in for a meeting or to staff an event, the distance from home to the 
meeting or event is reimbursable. 

• Each reimbursement claim must include a listing of “From” and “To”; this should be 
mapped out in a format like Google Maps or Waze, or another mapping service of the 
employee’s choice. The claim should also include the number of miles driven and 
purpose of travel. 

• In instances when the employee is receiving a car allowance, Minnesota State Statute 
does not allow additional mileage reimbursement.

Rental Vehicles:

• The use of a rental vehicle must be approved prior to booking and justified as a 
reasonable need – not a matter of personal convenience. The rental vehicle chosen must 
be the most economical available, given the purpose for which the vehicle will be used. 
When traveling together, employees should share vehicles to minimize costs.

• The city is not responsible for expenses related to the use of a rental car to accommodate 
family members or non-business associates traveling with the employee.

• The City of Chaska’s insurance with the League of Minnesota Cities Insurance Trust 
provides coverage for damages because of bodily injury or property damage arising 
from the ownership, maintenance, or use of any automobile while conducting city 
business. Physical damage coverage applies automatically on a blanket basis to all 
vehicles the city owns, leases, rents, or borrows. However, when a city employee or 
volunteer uses his or her personal vehicle on city business, that vehicle is not considered 
to be a “borrowed” vehicle and is not covered for physical damage. Employees are 
personally responsible for any expenses related to accepting optional insurance for 
collision and comprehensive coverage offered by the car rental agency. 

• Employees are encouraged to fill the gasoline tank prior to returning the vehicle to the 
rental company whenever possible.

515 Business Expenses and Reimbursements
Effective Date: 12/20/2018

The City assumes responsibility for expenses incurred while performing City duties, including 
those incurred while traveling for City purposes. Minnesota Statutes require that expenditures of 
public funds serve a public purpose. The definition of a public purpose is an activity that will 
serve as a benefit to the community as a body and which, is directly related to the functions of 
government. The activity does not have as its primary objective the benefit of private interest.

When traveling on City business the expense categories include: transportation (airplane, car 
rental, city or personal vehicle mileage); lodging; and per diem (for meals and related incidental 
travel expenses). Events such as conferences, conventions, workshops, seminars, educational and 

Page 116 of 214



WORK CONDITIONS & HOURS

64

training courses, forums and other business activities need to be related to the betterment of the 
functioning of the City of Chaska. All employees conducting official city business are expected 
to show good judgment in the nature and amount of expenses incurred while conducting city 
business. 

Air Travel
• When air travel is necessary, the employee should use their city purchase card and 

reservations should be made for coach/economy class. 
• The city covers the cost for one piece of luggage if the airline charges to check luggage. 

Employees are responsible for any additional fees for exceeding weight or size limits. 
Any exceptions must have the City Administrator’s prior approval.

Personal Vehicle Mileage
• The City will reimburse employees for personal use of a vehicle for City business. 

Normal commuting miles should be deducted unless the travel occurs on a Saturday or 
Sunday or when the employee travels to work first or return to work before going home.

• Examples for calculating reimbursable mileage:
o Employee travels to a one-day seminar that is 50 miles from home. The 

employee’s normal commute is 10 miles. The employee is eligible for 
reimbursement for 40 miles each way.

o Employee travels 10 miles to work and leaves during the day to attend a meeting 
in another city that is 20 miles away then travels 25 miles to home. The employee 
is eligible for reimbursement for the 20 miles traveled to the meeting and 15 miles 
for the trip home (25 miles less 10 normal commute miles).

Lodging
• Employees should book and pay for lodging expenses using their city purchase card in 

accordance with the following: 
o Lodging expenses are authorized if the travel requires on overnight stay and is more 

than 50 miles away from City Hall. Any exceptions must have the City 
Administrator’s prior approval.

o The city covers lodging expense at the single accommodation rate.
o Charges for lodging for the night prior to the formal start of the conference, meeting, 

etc. Shall require the approval of the department director.

516 Compensable vs Non-Compensable Time While Traveling for Work
Effective Date: 08/01/2023

The provisions discussed below apply only to non-exempt employees. Union employees, refer to 
the Collective Bargaining Agreement for more information related to compensable time.

Traveling During Scheduled Work Time
An employee who drives a truck, bus, automobile, boat, or airplane, or an employee who is 

Page 117 of 214



WORK CONDITIONS & HOURS

65

required to ride therein as an assistant or helper, is working while riding. If travel time is spent as 
a passenger, not engaged in work activities, in an automobile, or on an airplane, boat, train, or 
bus it is compensable. If an employee is offered public transportation for travel away from home 
but requests permission to drive instead, the City may count either the time the employee spent 
driving the car, or the time the employee would have used the public transportation as hours 
worked. Meal periods and sleep time will not be counted towards payable worked time.

Traveling Outside Scheduled Work Time
Travel away from home is work time when it cuts across the employee’s workday. The time to be 
considered is not only hours worked on regular working days during normal working hours, but 
also during the corresponding hours on non-working days. If travel time is spent away from home 
outside of normal working hours as a passenger, not engaged in work activities, it is non-
compensable. All time spent driving an automobile is considered time worked and is compensable.

Per Diems for Meals & Incidental Expenses (M&IE)
Per Diem pay is available for meals and incidental expenses when an employee travels overnight 
for City business for the area that the conference, convention, seminar, etc. occurs. The City 
Council implements the IRS standard CONUS (Continental United States) per diem rate for 
M&IE (meals and incidental expenses) as established by the GSA (United States General 
Services Administration). City issued purchasing cards may not be used to purchase travel meals. 
Employees may purchase meals as needed and submit per diem reimbursement within 15 days 
after travel is complete. 

Employees are not required to submit receipts of purchases to claim per diem, however, they are 
required to submit the following:  

• A fully filled out per diem claim form (provided by the Finance department) with 
claimant signature and department head approval signature. 

• A copy of the GSA per diem rate for the area of travel. 
• A schedule of events or itinerary of the event as provided by the event host showing all 

meals that were provided.

When meals are included as part of a conference, seminar or registration fee, or provided by/or 
paid for by third parties, employees are only authorized reimbursement for incidentals. When 
employees receive meal tickets as part of the registration with overnight lodging provided by the 
sponsor, employees are not authorized reimbursement for meals or incidentals. Registration for a 
banquet is considered an appropriate expense when an employee is attending the function on 
behalf of the city. Cost of the banquet should be paid using the city purchase card if possible and 
is not subject to the M&IE limitations above (meal is not claimed for per diem).

Approval for travel is not a blanket approval of all expenses incurred during travel. The city will 
not pay the expenses of accompanying spouses or others, personal items, childcare, eldercare, pet 
boarding or other indirect expenses. The city will also not pay travel related expenditures related 
to the attendance at events sponsored by or affiliated with political parties. Additionally, the city 
will not pay for travel related expenses once an employee has announced their intention to 
resign, however, a new employee may attend training before starting with prior approval.
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The following are considered incidental expenses:

• Maid or housekeeping services.
• Baggage handling.
• Parking attendant.

The following are examples of expenses that are not considered incidental and should be paid 
using the city purchase card when traveling on official business. If unable to use a personal city 
purchase card, receipts are required to be submitted with the expense claim in order to be 
reimbursed. 

• Ferry fares and bridge, road, and tunnel tolls.
• Transportation tips.
• Taxi, airport limousine, ride sharing or bus fares from the airport to hotel and return trip 

to airport. Reasonable efforts must be made to obtain the most economical transportation 
to and from airports.

• Fees for storing or parking vehicles.
• Reasonable business-related postage, telephone, fax or internet connection charges 

related to the business of the city.

Visit the following websites for more information on: 

• GSA Per Diem: https://www.gsa.gov/travel/plan-book/per-diem-rates
• GSA Meal & Incidental Expense breakdown: http://www.gsa.gov/portal/content/101518

517 Phones and Electronic Devices
Effective Date: 12/20/2018

Personal Calls – City-Issued Telephone
Personal phone calls made or received during office hours shall be limited to those calls 
absolutely necessary and shall be completed as quickly as possible. You are not permitted to use 
City landline telephones to make long distance personal calls.

Personal Calls – City-Issued Cellular Phone 
If the City purchased a cellular telephone for you to be used for official City business and to 
increase your availability in the case of emergencies, you are encouraged to keep the phone on 
during non-working hours. The phone may be used for limited personal calls as long as the use 
does not exceed the monthly allotted use included with the providers’ monthly plan. If the 
allotted time is exceeded or personal roaming calls are made resulting in extra cost to the City, 
you must inform the Administrative Services Department and reimburse the City for these 
additional costs.

Whether it is using City phones or your own electronic devices, we know that you may 
occasionally want to text, make/take phone calls, and otherwise use them for personal purposes. 
When possible, any such use should be confined to nonworking times such as breaks or meal 
periods and should not interfere with your ability to effectively perform in your position, or 
distract your coworkers.
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518 Computer, Internet and E-Mail Usage
Effective Date: 08/01/2023

We provide computers, e-mail and Internet access to assist you in completing your work, 
improving your efficiency and obtaining City-related data and technology. The City recognizes 
that some personal use of City-owned computers and related equipment has and will continue to 
occur. Employees are responsible for exercising good judgment regarding the reasonableness of 
personal use. If there is any uncertainty, employees should consult their supervisor or manager. 
Personal use should never preempt or interfere with work and must comply with this policy. We 
have established the following policy to help ensure responsible and productive computer usage.

Computers (which, for the purposes of this policy, includes not only computer hardware, such as 
PCs, phones, tablets, and laptops, but our systems, documents, networks, software, remote access 
abilities, e-mail and other communication tools, internet access, etc.) are our property, and are 
intended for City use. You have no right to privacy for any city-provided computer usage. We 
reserve the right to monitor any and all use to which our computers may be put, regardless of 
whether the use is personal in nature, or occurs during non-working time. Do not use a password 
to protect access to files or other stored information unless authorized by a supervisor to do so. 

You should take all anti-virus precautions available and prescribed by Information Technology 
(IT). You should not attempt to bypass or disable any anti-virus precautions installed on our 
computers. When required, you should only send confidential, sensitive and/or proprietary 
information using City approved encryption or secure email methods. 

You must comply with any and all potentially applicable laws (e.g., industry regulations, 
harassment laws, copyright restrictions, contractual obligations or restrictions, etc.) each and 
every time you use our computers for any purpose, as well as during any time you may be using 
your own personal computer networks, systems, or equipment in ways that may directly or 
indirectly be associated with the City of Chaska.

All data that is composed, transmitted, or received via our computer system is considered to be 
part of our official records and, as such, is subject to disclosure to law enforcement or other third 
parties, and may be used by us in any ways we feel may be necessary.

Prohibited Usage
Our e-mail system is City property and intended for City business. The system is not to be used 
for employee personal gain or to support or advocate for non-City related business or purposes.

Due to concerns about privacy, security, and copyright infringement, generative AI programs 
should not be used for work purposes unless explicit supervisory approval has been obtained 
prior to each incident of usage.

We purchase and license the use of various computer software for business purposes and do not 
own the copyright to this software or its related documentation. Unless authorized by the 
software developer, we do not have the right to reproduce such software for use on more than 
one computer. You may only use software on local area networks or on multiple machines 
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according to the software license agreement. We prohibit the illegal duplication of software and 
its related documentation.

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or 
patented material on the Internet is expressly prohibited. As a general rule, if you did not create 
material, do not own the rights to it, or have not gotten authorization for its use, you should not 
put it on the Internet or transmit it through the e-mail system.

The following behaviors are examples of actions and activities that are prohibited and can result 
in disciplinary action up to and including termination of employment: 

• Sending or posting messages or images that are disruptive, offensive, discriminatory, 
obscene, threatening, harassing, intimidating, or harmful to morale

• Using City email to solicit for outside commercial ventures, religious or political causes, 
outside organizations, or other non-business matters

• Downloading large files, streaming audio/video
• Using our computers for personal gain
• Revealing your account password to others or allowing use of our account by others
• Using or disclosing someone else’s code or password without authorization
• Sending or posting confidential material, trade secrets, or proprietary information outside 

of the organization (such information includes, but is not limited to, information outlined 
in our Section 109 Confidentiality and Non-Disclosure policy) 

• Failing to observe licensing agreements
• Engaging in unauthorized transactions that may incur a cost to the organization or initiate 

unwanted Internet services and transmissions
• Viewing or exchanging pornography or obscene materials
• Sending or posting messages that defame or slander other individuals
• Attempting to break into the computer system of another organization or person
• Refusing to cooperate with a security investigation or destroying, concealing, or 

disclosing information protected by attorney-client privilege, legal hold or spoliation 
order 

• Sending or posting chain letters or advertisements not related to business purposes or 
activities

• Using the computer for gambling of any sort
• Using City provided email address or website addresses to register for any social 

networking website or online blog without prior written approval
• Jeopardizing the security of the organization’s electronic communications systems
• Sending or posting messages that disparage other organizations
• Passing off personal views as representing those of the City of Chaska
• Sending anonymous e-mail messages
• Using the computer for purposes of seeking outside employment or preparing or posting 

a resume
• Loading personal software without permission
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• Connecting personal peripheral tools or equipment (such as printers, digital cameras, 
disks, USB drives, or flash cards) without permission

• Storing personal files
• Engaging in any other illegal activities
• Engaging in any other computer related activity determined by us to be inappropriate or 

unacceptable

Passwords
While you have a confidential password, users should be aware that this does not suggest that the 
system is for personal confidential communication, nor does it suggest that e-mail is the property 
right of the employee. The use of the e-mail system is for City business. Passwords should be 
periodically changed to ensure security of the e-mail system. Users should not share their 
password with anyone else.

If you receive a suspicious email, you should not reply to it, click on any links in the email, or 
hand over sensitive financial or company information. You should forward any suspicious emails 
to the IT team.

If you have questions about acceptable usage of the computer or networks we provide you, 
please contact the IT Manager.

519 Social Networking Websites and Online Communications
Effective Date: 12/20/2018

Social Networking Websites 
Social networking sites present unique opportunities for you to communicate with others and 
express yourself in a public forum. However, social networking also poses significant risks to the 
workplace, even if your social networking activities are conducted completely on your own time 
and on your personal devices and networks. As a result, you need to always be mindful of how 
the things you post and do online might impact your coworkers, our reputation, and your 
professional reputation.

Online Code of Conduct 
Although you are solely responsible for what you post or endorse online, what you say and do 
can impact the City and your coworkers. Here are some examples of online behaviors that we 
consider to be unacceptable:

• Sending, posting or making discriminatory, defamatory, harassing, bullying or 
threatening messages or images (including photographs or videos)

• Posting comments or opinions regarding our products or services, and which may be 
construed as violating state or federal law (e.g. the FTC’s Endorsement Guidelines)

• Posting any confidential information pertaining to employees or customers, which may 
otherwise be protected under state and federal laws such as state privacy and disability 
laws, Red Flag Regulations, The Data Privacy Act, ADA, HIPAA or GINA

• Disclosing any information protected by attorney-client privilege, legal hold or spoliation 
order
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• Representing (or otherwise giving the impression) that you are speaking on the City’s 
behalf

• Failing to use proper disclaimers with anything that might be connected back to the City, 
such as “postings on this site are my own and do not represent others’ opinions, 
philosophies or business strategies”

• Posting photographs, videos or images of other employees without proper authorization, 
or failing to remove such images when requested by another employee

• Using the City logo for commercial gain, or otherwise using our logo in a non-
commercial setting that would be inconsistent with our code of ethics and organizational 
brand

• Unlawfully gaining access to another employee’s social networking website or profile
• Demanding or otherwise requiring applicants or employees to give you their social 

networking passwords

Connecting with Employees and Customers Online 
You are free to network online with your coworkers during non-working time. If you receive 
social media connection requests from coworkers, you should not feel compelled to accept such 
requests if you desire to keep your personal information confidential. You are also encouraged to 
utilize all appropriate privacy settings to ensure your information is shared and viewed only by 
those you intend to have access.

In some situations, you may be permitted to network with our customers or other employees 
using professional networking websites such as LinkedIn, but you are required to exercise 
professional judgment when communicating on these professional networking websites and must 
comply with all of the policies contained in this handbook. You cannot give an endorsement or 
referral for another City employee on a social networking site without prior authorization from 
HR. If you have any question as to whether a website or post would violate City policy, you are 
encouraged to seek input from HR without fear of reprisal or retaliation.

Monitoring and Consequences for Policy Violations
While we have no general practice of reviewing your personal profiles on social media sites, you 
should be aware that if such profiles contain information suggesting conduct that violates this or 
any other City policy, such information may form the basis for an appropriate investigation 
and/or discipline. 

Nothing in this policy prohibits you from exercising any legal right under any state or federal 
law, nor will you be subject to discipline for any posts that are legally protected. However, you 
should be aware that most posts to personal social networking sites are not entitled to legal 
protection, and any such posts may result in disciplinary action up to and including termination 
of employment, if they violate this or any other City policy.

If you have been the subject of online harassment or bullying by a city employee or city 
constituent, notify HR or any member of management.

520 Workplace Monitoring
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Effective Date: 12/20/2018

From time to time, we conduct workplace monitoring to ensure quality control, employee safety, 
security, and customer satisfaction.

We reserve the right to monitor your computer, Internet, and e-mail usage as described in our 
Section 516 Computer, Internet and E-mail Usage policy, including any personal usage to which 
you may put our systems, networks, or equipment. We may also use GPS units on vehicles to 
help us track the times, locations, and routes you may drive in connection with work, for safety, 
efficiency, and compliance purposes.

We perform workplace monitoring in an ethical and respectful manner, and we are sensitive to 
the privacy concerns of employees. By acknowledging receipt of access to this handbook, 
employees are indicating their understanding that we may conduct the monitoring described in 
this policy and constitutes their authorization for such monitoring, particularly with respect to 
recording telephone conversations, making audio recordings, or reviewing computer and email 
usage.

If you have questions, please check with IT or HR. 

521 Recording Devices in the Workplace
Effective Date: 08/01/2023

Employees are prohibited from using cameras or other audio or visual recording devices in areas 
and/or meetings where private information may be compromised. Additionally, in general you 
should not record or take photographs of people without the prior agreement of those people 
being recorded or photographed.

522 Transmissible Illness
Effective Date: 01/01/2021

We want to make sure all employees have a safe and healthy place to work, including protections 
from transmissible or infectious illnesses.

We expect all employees to engage in good hygiene practices while at work, especially frequent 
hand washing with soap and water or, if water is not available, using alcohol based disposable 
hand wipes or gel sanitizers. You are also encouraged to get a flu shot every year.

We also ask that you respect your coworkers and not come to work if you are feeling sick, since 
not only will you be less productive, but you may put your coworkers at risk of getting sick. 
That’s one of the reasons we provide you with access to PPL/Vacation/Sick, so as to make it 
easier for you to stay home when you’re sick. 

In addition to the things we ask you to do to help maintain a healthy work environment, there are 
things we may need to do, as well. For instance, if we have reason to suspect that you have been 
exposed to a transmissible and dangerous illness or disease (such as measles, hepatitis, 
tuberculosis, or a pandemic-type virus), we may require you to provide us with a medical 
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assessment of your fitness for duty, how contagious you might be, and whether you will need 
leave. 

If your illness or disease is particularly contagious or dangerous, we may require you to stay off 
work for quarantine purposes until your risk of infecting your coworkers subsides, even if you 
feel well enough to work.
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601 Unsatisfactory Performance, Inappropriate Conduct and Work Rules
Effective Date: 12/20/2018

In order to maintain the excellent reputation we have earned with our constituents and to provide 
the best possible work environment for you and your coworkers, we expect you to follow the 
rules of conduct set forth in this policy.

Performing with Integrity and Honesty
Any time you are interacting with someone connected to the workplace, their perception of your 
words, actions, and behaviors is more important than your intent. As a result, we expect each 
employee to perform with the highest level of integrity possible and to be honest and fair when 
you interact with customers, management, and coworkers.

If you are ever in doubt about whether a particular course of action is appropriate, seek guidance 
from your direct supervisor or HR.

Treating Others with Respect
Treat all co-workers, constituents and customers with respect and demonstrate genuine concern 
for their needs. Consideration, respect and courtesy plays an important role in maintaining 
positive and productive working relationships with your supervisors and coworkers.

Unsatisfactory Work Performance and Unacceptable Conduct

We own the results of our individual performance and actions, we treat each other with honesty, 
respect and dignity, and we hold ourselves and each other accountable for delivering results.

It is the shared responsibility of your supervisor and you to gain a mutual understanding of 
performance expectations and to engage in an interactive dialogue to constructively address any 
discrepancies. We strive to handle work-related performance issues in a reasonable and timely 
manner. Unsatisfactory performance results when you do not meet the performance standards 
and expectations of the position as determined by your supervisor. Some examples include:

• Failure to achieve required work results
• Poor work quality, carelessness with work assignments
• Missed deadlines

While it is not possible to list all the forms of behavior that are considered unacceptable in the 
workplace, the following are examples of actions and behaviors that may result in disciplinary 
action, up to and including termination of employment:
 Theft or inappropriate removal or possession of city or coworker property
 Unethical, immoral, or criminal conduct in or outside of the workplace
 Dishonesty or misrepresentation including, but not limited to, falsification of timekeeping 

records, misrepresentation on employment applications, or dishonesty in an investigation
 Falsification of records or making false statements 
 Working under the influence of alcohol or illegal drugs
 Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, 

while on duty, or while operating tools and equipment
 Fighting or threatening violence in the workplace
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 Boisterous or disruptive activity in the workplace
 Negligence or improper conduct leading to damage of city-owned or customer-owned 

property
 Insubordination or other disrespectful conduct
 Violation of safety or health rules
 Smoking or using tobacco in prohibited areas
 Sexual or other unlawful or unwelcome harassment
 Possession of firearms, explosives or other dangerous or unauthorized materials, in the 

workplace or while on duty elsewhere, unless you are required to carry a weapon for your 
job. (This prohibition applies even if you have a legal permit to carry a weapon.)

 Unauthorized absence from work station during the workday
 Performing work outside of your scheduled workday without prior authorization from 

your supervisor
 Refusing to do assigned work, or failing to carry out a reasonable assignment
 Use of abusive or profane language
 Being repeatedly or continuously absent or late, being absent without notice, and
 Conducting yourself in any manner which is offensive, abusive, or contrary to a 

respectful workplace
 Unauthorized or excessive use of computers, telephones, mail system, or other employer-

owned equipment or networks
 Unauthorized disclosure of business “secrets” or confidential information
 Inappropriate words, actions, or conduct, inside or outside of the workplace that may 

reflect poorly upon, or cause harm to, the City of Chaska. This prohibition applies even to 
words, actions, or conduct that occurs completely on personal time, including on Internet 
social networking sites. However, this does not prohibit you from exercising in protected 
concerted activity, nor will you be disciplined or retaliated against for engaging in 
protected concerted activity

 Violation of any personnel policies

Duty to Report Violations
Report any matter that you believe violates this policy and/or may result in any of the following: 
monetary loss, damage to reputation, or harm to an individual(s). Reporting such matters is 
essential so that we can respond appropriately. We do not retaliate against any employee who, in 
good faith, reports suspected violations of our policies. Employees can report violations to their 
Supervisor, HR, or City Attorney.

602 Drugs and Alcohol
Effective Date: 08/01/2023

We maintain a substance-free workplace. We do not tolerate the misuse of controlled substances 
or being under the influence of alcohol or illegal substances at work. DOT employees must 
consult their governing policies for additional duties and obligations.

Prohibited Uses of Alcohol, Illegal Drugs, and Legal Drugs
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While on city premises or conducting City-related activities off our premises, you may not use, 
possess, distribute, sell, or be under the influence of alcohol, illegal drugs, or any legal drugs 
(including prescribed drugs) that might cause you impairment or impact your ability to fully or 
safely perform the functions of your position.

Employee Assistance Program
The City’s Employee Assistance Program (EAP) through the medical carrier provides 
confidential counseling and referral services if you need assistance with such problems as drug 
and/or alcohol abuse or addiction. We encourage you to address any questions or concerns you 
may have about substance dependency or abuse through the EAP, and to review the treatment 
programs that may be covered under our health insurance program or any other health insurance 
program that provides coverage to you. You may discuss these matters with your supervisor or 
HR to receive assistance or referrals to appropriate resources in the community.

Alcohol in City-Approved Situations
From time to time, the consumption of moderate amounts of alcohol may be permitted at City-
sponsored events or with the express approval of management. If you consume alcohol under 
such circumstances you must be of legal drinking age, drink responsibly, must not become 
intoxicated, and must not return to work after drinking. Similarly, if you bring guests to functions 
where the consumption of alcohol has been approved, you are responsible for the conduct of any 
such guests, must not allow underage guests to consume alcohol, and must prevent your guests 
from becoming intoxicated or getting out of control.

If you have any questions on this policy or issues related to drug or alcohol use in the workplace, 
please raise your concerns with HR.

603 Drug, Marijuana and Alcohol Testing
Effective Date: 08/01/2023

Using or being under the influence of drugs, marijuana, or alcohol on the job poses serious safety 
and health risks. To help ensure a healthful and safe working environment, job applicants and 
employees may be asked to provide body substance samples (such as urine and/or blood) to 
determine the illicit, illegal, or impermissible use of drugs and alcohol. Refusal to submit to 
testing under this policy may result in disciplinary action, up to and including termination of 
employment.

There are a variety of circumstances under which we might test for drugs, marijuana, or alcohol, 
including, but not limited to, in connection with a workplace accident or injury, randomly (only 
for safety-sensitive positions), with reasonable suspicion, and on applicants to whom a 
conditional job offer has been made.

To the extent that a drug test is conducted in connection with a workplace accident or injury, we 
will not require post-injury or post-accident drug testing unless the circumstances of the injury or 
accident are such that there is a reasonable possibility that alcohol, marijuana, or drug use could 
have been a contributing factor to the occurrence of the injury or accident.

Employees and applicants have the right to refuse to submit to testing under this policy.  
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Consequences of an applicant’s refusal will result in withdrawal of a job offer. Employees who 
refuse to submit to alcohol and/or drug testing may be disciplined up to and including 
termination of employment.

If you consent to testing, you will be tested at an appropriately certified lab. The lab will take an 
initial test, followed by a confirmatory test if the initial test is positive. If either the initial or 
confirmatory tests are negative, the test will be deemed a negative test result (i.e. the employee 
passed the test). A positive result on both the initial and confirmatory test will be deemed a 
positive test result (i.e. the employee failed the test).

An employee or applicant who has a positive test may request a retest of the original sample by 
the same or a different certified laboratory at his or her own expense. An employee or applicant 
who wishes to conduct a retest must notify the City in writing of their intention to conduct such a 
retest within five working days after being notified of the positive test result. If the results of the 
retest are negative, the test will be considered a negative test result.

An employee or applicant has the right to request and receive from the City a copy of the test 
result report on any drug or alcohol test.

The City will not discharge an employee for a first positive test result. Instead, the employee will 
be given the opportunity to participate in an appropriate drug or alcohol counseling or 
rehabilitation program as determined by a certified chemical use counselor or physician trained 
in the diagnosis and treatment of chemical dependency chosen by the City. The employee is 
responsible for all costs associated with the evaluation and treatment. An employee who refuses 
or fails to participate in, cooperate with or complete the evaluation or recommended treatment 
may be terminated. 

HR maintains a lengthier and more detailed policy setting forth the various steps, procedures and 
consequences of a positive drug and/or alcohol test in our drug testing program. Copies of our 
comprehensive drug testing policy are available for inspection by employees and applicants in 
HR during regular business hours. In addition, a copy of the drug and alcohol policy will be 
provided to you prior to being tested. You will be asked to sign an acknowledgement form 
indicating that you have received a copy of the comprehensive drug testing policy. Union and 
DOT employees must also consult their CBA and/or governing policies for your duties and 
obligations.

Information and records relating to test results, drug and alcohol dependencies, and legitimate 
medical explanations shall be kept confidential and maintained in secure files separate from 
normal personnel files to the extent required by law. Questions concerning this policy, or its 
administration should be directed to HR.

DOT Drug Testing
DOT regulations will be followed with respect to alcohol and drugs and testing, including pre-
employment, random testing and post-accident. DOT employees will be required to sign the 
City’s DOT Drug & Alcohol policy and acknowledgment.

DOT applicants or employees who violate drug and alcohol regulations will not be allowed to 

Page 129 of 214



EMPLOYEE CONDUCT & DISCIPLINARY ACTION

77

drive, which may result in loss of employment status. See the DOT addendum for further details.

604 Harassment, Bullying & Offensive Behavior
Effective Date: 08/01/2023

We are committed to providing a work environment where you and all other employees are 
treated with dignity, decency, and respect. In keeping with this policy, we will not tolerate 
bullying, harassment, offensive behaviors, or retaliation (hereinafter, “harassment,” unless 
otherwise noted). This policy extends to workplace harassment involving non-employees, such 
as outside vendors, suppliers, consultants, or customers. Conduct prohibited by this policy is 
unacceptable in the workplace and in any work-related setting outside of the workplace, such as 
during business trips, business meetings and social events, or where there is an impact in the 
workplace.

What is Harassment?
Harassment is hostile or offensive physical conduct, verbal comments, or written comments 
including, but not limited to, electronic communications, such as online posts or text messaging 
if that conduct:

• Has the purpose or effect of creating an intimidating, hostile or offensive working 
environment; 

• Unreasonably interferes with an individual’s work performance or opportunities; or 
• Otherwise affects the terms and conditions of employment.

Harassment because of the individual’s race ("race" is inclusive of traits associated with race, 
including but not limited to hair texture and hair styles such as braids, locs, and twists), color, 
religion, sex (including sexual orientation and gender identity), pregnancy, citizenship, national 
origin, age, disability, military service, veteran status, genetic information, union membership, 
creed, marital status, familial status, status with regards to public assistance, membership in a 
local human rights commission, or any other status protected by law is unacceptable and will not 
be tolerated.

Definition of Sexual Harassment
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, sexually 
motivated physical contact, comments (verbal or written), or physical conduct of a sexual nature 
when:

• Submission to the conduct is made either explicitly or implicitly a term or condition of 
an individual’s employment; or 

• Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting that individual; or 

• The conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance; or 

• The conduct has the purpose or effect of creating an intimidating, hostile or offensive 
working environment.

Sexual harassment may involve individuals of the same or different gender.
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Examples of Harassment
Examples of harassment include, but are not limited to:

• Unwanted sexual advances
• Offering employment benefits in exchange for sexual favors
• Making or threatening reprisals after a negative response to sexual advances
• Leering or making sexual gestures
• Displaying or circulating sexually suggestive objects, pictures, cartoons, e-mails or 

posters
• Displaying or circulating offensive objects, pictures, cartoons, e-mails or posters based on 

a legally-protected characteristic such as race, religion or sexual orientation
• Making or using derogatory comments, epithets, slurs, or jokes
• Electronic communications, such as online posts or text messaging, which are offensive 

or derogatory in nature about an individual due to their membership in a protected class
• Graphic verbal commentaries about an individual’s body, sexually degrading words used 

to describe an individual, or suggestive or obscene letters, notes, or invitations
• Unwelcome physical conduct including touching, assaulting, impeding or blocking 

movements, or threatening and intimidating behavior

Reporting Procedure
You are responsible for, and have an obligation to, report harassing or inappropriate behavior; 
whether it is directed at you or is something you saw or heard that was directed at someone else. 
Any supervisor who learns of or observes harassing or inappropriate behavior, or receives a 
complaint about this kind of behavior, must immediately report the behavior or complaint to HR.

If you experience harassment in the workplace or at an offsite work event, whether by employees 
or non-employees, take the following steps:

• Take immediate action rather than ignoring the problem and waiting for it to go away;
• Tell the offending person, if you feel comfortable doing so, that his or her actions or 

comments are unwelcome, that the behavior is offensive and it must stop immediately;
• Report the incident as soon as possible to a supervisor or HR; and
• Remember that we will not tolerate any retaliation against you for reporting concerns 

about harassing behavior or conduct.

If you witness harassment, take the following steps:
• Take the incident(s) seriously;
• Refuse to condone or participate in the behavior; 
• Encourage the victim to speak with his or her supervisor or HR; and
• Express suspicions or concerns to the appropriate supervisor, or HR so that we can be 

alerted to any possibly harassing situations.

If you engage in harassing behavior or have been accused of engaging in harassing or 
inappropriate behavior, take the following steps:
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• Stop the behavior immediately;
• Listen to the person complaining about the behavior; and
• Learn from the experience and do not repeat it.

If you are not comfortable making a complaint to HR, your complaint may be submitted to the 
City Administrator or City Attorney. 

Investigations
We will promptly investigate any report of harassment, either internally through the HR 
department or City Administrator, or the City may choose to engage an outside investigator 
depending on the situation. We will take swift and appropriate action at the end of our 
investigation. Complaints will be handled as discreetly as possible, although we cannot guarantee 
absolute confidentiality, since the alleged harasser is entitled to answer the charges, particularly 
if discipline or termination is a possible outcome. 

Failure to participate fully and honestly in the investigative process, or in any fact-finding 
process initiated by us, is a serious violation of City policy and grounds for disciplinary action, 
which may include termination from employment.

Retaliation
We do not tolerate any retaliation against any employee who reports an incident of alleged 
harassment, sexual harassment, or inappropriate workplace behavior, or provides information 
during an investigation, and will take measures to protect all such employees from retaliation. 
Engaging in retaliatory behavior is a violation of this policy, and is grounds for corrective action, 
up to and including termination of employment. 

Consequences for Engaging in Harassment or Sexual Harassment
If you violate this policy, you will be subject to disciplinary action, up to and including 
termination from employment. You may also be subject to personal legal liability for violation of 
this policy.

Supervisors
If you are a Supervisor and if you engage in harassment, permit others under your supervision to 
engage in such harassment, retaliate or permit retaliation against an employee who reports such 
harassment, you are guilty of misconduct and shall be subject to immediate disciplinary action 
that may include termination of employment.

If you want more information about our harassment policy or complaint process, please contact a 
supervisor or HR.

605 Workplace Violence 
Effective Date: 10/01/2017

Threatening and violent behavior is prohibited throughout the workplace, and we have adopted 
this policy to ensure that all employees can work in an environment that is safe from, and free of, 
such behaviors.
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Employees, customers, vendors, and other members of the public should be treated with courtesy 
and respect at all times. You are expected to comply with our Safety and Employee Conduct and 
Work Rules policies, and refrain from fighting, “horseplay,” and other conduct that may be 
dangerous to others. You may not bring firearms, weapons, and other dangerous or hazardous 
devices or substances into the workplace, unless the device or substance was provided by us and 
is necessary to perform your job.

At no time may you commit an act of violence against anyone you come into contact with while 
working. Similarly, you may not threaten or otherwise intimidate any employee, vendor, 
customer, or other member of the public.

If you receive or observe a threat of violence or actual violence, report it immediately to your 
supervisor or a member of management. This includes threats or conduct by employees, 
customers, vendors, and other members of the public. Be as specific and detailed as possible 
when reporting a threat or act of violence.

You must also immediately report any suspicious activities to your supervisor or a member of 
management. Do not place yourself in peril. If you see or hear commotion or a disturbance, do 
not try to intercede.

In the event of an active shooter or other situation posing imminent danger, you should:
• Run if there is an accessible escape path; 
• Hide if evacuation is not possible; and 
• Fight if your life is in imminent danger and you have no option other than to attempt to 

disrupt and/or incapacitate the active shooter.

We will promptly and thoroughly address all reports of threatened or actual violence, as well as 
suspicious individuals or activities. Employees found to have engaged in threatening or violent 
behavior will be subject to prompt disciplinary action, up to and including termination of 
employment.

We encourage you to bring concerns and disputes to the attention of your supervisor, a member 
of management, or HR without fear of retaliation.

606 Weapons in the Workplace
Effective Date: 12/20/2018

Weapons are defined to include all legal or illegal firearms, switchblade knives, or any other 
object that has been modified to serve as a weapon or that has the primary purpose of serving as 
a weapon.

Possession or use of a dangerous weapon is prohibited on city property, in city vehicles, or in 
any personal vehicle, which is being used for city business. This includes employees with valid 
permits to carry firearms.
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The following exceptions to the dangerous weapons prohibition include:
• Employees legally in possession of a firearm for which the employee holds a valid 

permit, if required, and said firearm is secured within an attended personal vehicle or 
concealed from view within a locked unattended personal vehicle while that person is 
working on city property.

• A person who is showing or transferring the weapon or firearm to a police officer as part 
of an investigation.

• Police officers and employees who are in possession of a weapon or firearm in the scope 
of their official duties.

607 Political Activity
Effective Date: 12/20/2018

City employees have the right to express their views and to pursue legitimate involvement in the 
political system. However, no City employee will directly or indirectly, during hours of 
employment, solicit or receive funds for political purposes. Further, any political activity in the 
workplace must be pre-approved by the City to avoid any conflict of interest or perception of 
bias such as using authority or political influence to compel another employee to apply for or 
become a member in a political organization.

608 Attendance and Punctuality
Effective Date: 12/20/2018

To help us maintain a safe and productive work environment, we expect you to be reliable and 
punctual in reporting for scheduled work. Unapproved absenteeism and tardiness place a burden 
on us and the rest of your team. As a result, we do not pass judgment on, nor give consideration 
to, the reasons why you may need to be absent from work. Instead, we focus only on the fact and 
frequency of absences. Similarly, just because you may have some amount of paid leave 
available does not mean that an absence will be “excused,” nor will not be counted against your 
attendance. However, absences protected by law will not be counted against your attendance 
record, although we may require medical or other documentation to substantiate these absences.

In the rare instances when you cannot avoid being late to work or are unable to work as 
scheduled, notify your supervisor as soon as possible in advance of the anticipated tardiness or 
absence. Calling coworkers rather than the supervisor will not be acceptable. Similarly, calls 
from friends, family members, or coworkers to report tardiness or absences will not be accepted 
– unless it is an emergency situation such as your hospitalization or incapacitation.

Manageable absences (such as doctor’s appointments) should be scheduled outside of normal 
working hours whenever possible, or at least at times that are as minimally disruptive to the 
workplace as possible. In most cases, if you are absent for two or more days without proper 
notification (i.e., are a no-call/no-show for those days), you will be considered to have 
abandoned or voluntarily terminated your position and will not be entitled to payout of any 
unused vacation.

Poor attendance and excessive tardiness negatively impact the workplace. Similarly, failure to 
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follow proper reporting procedures can be very disruptive. As a result, attendance will be taken 
into consideration during employee performance appraisals. Moreover, any of these problems 
may lead to disciplinary action, up to and including termination of employment, so we expect 
that you will make punctuality and attendance a top priority.

609 Uniform Allowance
Effective Date: 12/20/2018

In certain departments in which uniforms are required, there may be a uniform allowance 
available to employees. Please talk to your direct supervisor for detailed information on this.

610 Personal Appearance
Effective Date: 08/01/2023

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees 
and affect the business image we project to customers and visitors.

During business hours or when representing us, you are expected to present a neat, clean and 
professional appearance and limit natural or artificial scents that could be distracting or annoying 
to others. You should dress and groom yourself according to the requirements of your position 
and accepted social standards. This is particularly true if your job involves dealing with 
customers or visitors in person. Where necessary, reasonable accommodation may be made for 
employees with disabilities, or who have religious requirements.

Your supervisor or HR is responsible for establishing a reasonable dress code appropriate to the 
job you perform. If your supervisor feels your personal appearance is inappropriate, you may be 
asked to leave the workplace until you are properly dressed or groomed. Under such 
circumstances, you may not be compensated for the time away from work.

At the discretion of your supervisor, in special circumstances you may be permitted to dress in a 
more casual fashion than is normally required. On these occasions, you are still expected to 
present a neat appearance and are not permitted to wear ripped, frayed, or disheveled clothing. 
Likewise, tight, revealing or otherwise workplace-inappropriate clothing is not permitted.

Consult your supervisor if you have questions as to what constitutes appropriate appearance.

611 Personal Property in the Workplace
Effective Date: 12/20/2018

If you bring personal property into the workplace – whether in a parking area, at a job or 
customer site, or in a building or workspace – you are solely responsible for such property. We 
are not responsible for any damage to, theft, or loss of personal property, and we do not have 
insurance to cover any such loss, damage, or theft. As a result, if you are concerned about the 
safety of your personal items you should leave them at home and not bring them to work.
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612 Security Inspections
Effective Date: 12/20/2018

In an effort to maintain a safe work environment, including one that is free of illegal drugs, 
alcohol, firearms, explosives, or other improper materials, and to discourage theft or 
unauthorized possession of our property or yours, we reserve the right to inspect all work areas, 
including vehicles, desks, storage containers, lockers, and areas where personal belongings may 
be kept. We require the cooperation of everyone in administering this policy.

Because of the urgency underlying such searches, we may conduct inspections at any time, and 
without advance notice to you.

613 Solicitation
Effective Date: 12/20/2018

We recognize that you have interests in events and organizations outside the workplace and that 
you may make solicitations as a result of your involvement. However, you may not solicit or 
distribute literature concerning these activities during working time, unless we are sponsoring the 
activity. Working time does not include lunch periods, work breaks, or any other periods in 
which employees are not on duty.

In addition, posting materials or sending electronic announcements are permitted only with prior 
approval from HR. 

614 Employment Resignation and Termination
Effective Date: 12/20/2018

Termination of employment is an inevitable part of personnel activity within any organization, 
and many of the reasons for termination are routine. Below are examples of some of the most 
common circumstances under which employment is terminated:

Job Abandonment occurs any time you have unauthorized absences from work or fail to report 
to work or contact your supervisor for two (2) or more scheduled workdays. Your official 
termination date will be the end of the last date you were actually at work.

Layoff and call back occur due to a work shortage, lack of funds, the elimination of a position, 
a change in the organization, or other factors which are outside of your control and do not reflect 
upon your performance. Your duties may be reassigned to other employees. Job relevant 
qualifications are generally the basis for determining layoffs. When job-relevant qualifications of 
employees are equal, length of continuous service within a given job classification and total 
length of continuous service will be considered.

When possible, you will receive a written notice of the proposed layoff at least fourteen (14) 
days prior to the effective date of the layoff. You will be allowed personal time off during the 
notice period for the purpose of job interviews. A copy of the notice will be forwarded to HR.
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Discharge/Termination occurs when we make the decision to terminate your employment for 
performance or conduct reasons. You are employed on an at-will basis (unless otherwise 
specifically agreed upon), which means that neither of us is obligated to continue the 
employment relationship, and either of us can choose to end it at any point.

Your employment with us is voluntary and is subject to termination by you or us at will, with or 
without cause, and with or without notice, at any time. You will receive your final pay in 
accordance with applicable state laws.

Severance Pay for employees hired prior to January 1, 1986. The City will pay one third 
(1/3) of the accumulated unused sick leave up to a total of 30 days upon severance of 
employment from the City after five (5) years of continuous employment for all of those 
employees hired prior to January 1, 1986. An employee who voluntarily terminates his or her 
employment must notify the City at least two weeks ahead of termination date or the employee 
will forfeit the above severance pay. No severance pay will be given to an employee who is 
discharged from his or her position because of disciplinary reasons by the employer. Accrued 
vacation time shall be paid to employees as taxable income at the time of termination if the 
employee leaves in good standing and provides the City with a minimum of two weeks’ notice.

615 Resignation and Retirement
Effective Date: 12/20/2018

Resignation/Retirement occurs any time you notify us of your intent to end your employment 
with us. If you wish to resign from your employment with us, please notify your supervisor or 
HR in writing at least 2 weeks prior to your last day of employment with us. Failure to give at 
least 2 weeks’ notice can result in forfeiture of unused Vacation, Sick, or PPL and ineligibility 
for rehire. Your written notice should include:

• An indication that the resignation is voluntary
• The reason for leaving
• Your last day of actual work, excluding accrued leave
• Your signature

If you resign, we will send an exit survey to receive your feedback. We may schedule an in 
person exit interview with you during your notice period to discuss the reasons for your 
resignation and the effect of the resignation on your benefits. In some circumstances, we may 
need to adjust your last day of employment to a date sooner than the date you requested in your 
resignation.

616 Return of Property
Effective Date: 12/20/2018

You are responsible for the safety and security of items that we issue to you or that are in your 
possession or control, including, but not limited to, the following:

• Cell phones
• Computers/laptops

• Security passes
• Tools
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• Credit cards
• Customer data and information
• Equipment
• City issued IDs

• Vehicles
• Written materials
• Keys

You must return all of our property immediately upon request or upon termination of 
employment. Failure to return our property could result in legal action.

617 Employee Concerns and Suggestions
Effective Date: 12/20/2018

Effective communication between employees and management is essential to maintain a 
productive working relationship. If you have questions or concerns about your job or the City’s 
policies, we ask that you talk it over with your supervisor or HR. 

In addition, recognizing that on-the-job work experience is the best source of suggestions for 
improvement in the workplace, we welcome and solicit ideas from all employees. We consider 
those suggestions that identify specific problems and propose suitable solutions to enhance our 
efficiency and effectiveness through increased productivity, reduced costs, improved and safer 
working conditions, conservation of resources and improved public services.

Please submit your concerns or suggestions to your supervisor or HR.
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CITY OF CHASKA
2024 EMPLOYEE HANDBOOK ACKNOWLEDGEMENT

I acknowledge receipt and access to the City of Chaska Employee Handbook which outlines 
policies and responsibilities of which I am to comply.

I acknowledge this handbook is neither a contract of employment nor a legal document.

I understand that I have entered my employment relationship with the City of Chaska 
voluntarily and acknowledge there is no specified length of employment. My employment is 
at-will, and unless otherwise provided by state statute or an applicable collective bargaining 
agreement, either I or the City can terminate the relationship at will, with or without cause, 
at any time, so long as there is no violation of applicable federal or state law. 

I understand that it is my responsibility to read and comply with the policies contained in the 
handbook and any revisions made to it. Since the information, policies, and benefits 
described here are subject to change, I acknowledge that revisions to the handbook may 
occur, except to the policy of employment at-will.

I understand I have been given access to this handbook and may consult with Human 
Resources regarding any questions. My agreement is effective Jan 1 of the applicable year 
and/or my start date.

Employee Printed Name

Employee Signature

Signature Date
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Subject: Public Hearing: 2024 Development Fees, Planning Application Fees, 
Building and Fire Permit Fees

Prepared By: Nate Kabat, Community Development Director

Background
The fees for Development, Planning, Building Inspections and Fire relate to expenditures on the 
City’s part that would not have been expended if the development activity did not occur.  These 
fees cover a variety of areas from infrastructure expenditures (ie., sewer, water, and park) to staff 
time involved in development review (ie., researching and writing staff reports, site inspections) to 
administrative costs (ie., publishing public hearing notices). Generally, the development fees 
imposed are in-line with what other communities charge.

2024 Development, Planning, Building Inspection and Fire Fees
City Ordinance provides that annually the City of Chaska will review its water, sewer, sanitary 
sewer, and storm sewer connection charges.  It is recommended that the Development and 
Planning fees, Building Permit fees, and Rental Dwelling License fees be increased by five percent 
(5%), to cover increased costs and other inflationary factors for 2024. This percent increase is 
consistent with the inflation factor used for the 2024 general budget process. 

You will note that there are some exceptions to this within building permit fees. For one, Table 1-A, 
Building Permit Fees are established under guidance by MN State Statute which we follow for 
consistency. The other, are increases in the Other Inspections and Fees. These are fees that are 
applied for inspections outside of normal business hours, inspections and inspections where a fees 
is not otherwise defined. These fees have not been updated in some time and have become out of 
alignment with actual staff costs. As a result, staff are proposing increases in these areas to bring 
fees into better alignment with accrual staff costs to conduct these inspections.

The changes to the fee structure would be effective January 18, 2024.

A public hearing is required for this action.

CITY COUNCIL ACTION REQUESTED
Following a public hearing, Motion to adopt Ordinance 2024-1041, establishing the 2024 
Development, Planning Application, Building Inspection, and Fire Fees. 

REQUEST FOR ACTION
CHASKA CITY COUNCIL

January 8, 2024
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CITY OF CHASKA
ORDINANCE MC 2024 - 1041

AN ORDINANCE AMENDING CHAPTERS 5 AND 11 OF THE CHASKA CODE
OF ORDINANCES TO INCLUDE 2024 DEVELOPMENT FEES

WHEREAS, In the event of any conflict between this ordinance and any other
provisions of the Code of Ordinances of the City of Chaska, this ordinance shall control.

WHEREAS, This ordinance shall not limit or preclude any other fees, charges, costs,
or rates as required by the Code of Ordinances of the City of Chaska, or as otherwise
established by ordinance or resolution.

WHEREAS, Pursuant to Minnesota Statutes Section 412.191, Subd. 4, the council
hereby finds that publication of the title and a summary of this ordinance will clearly inform the
public of the intent and effect of this ordinance. The text of the summary of this ordinance
which reads as follows: Official Summary of ORDINANCE 2023-1041, AN ORDINANCE
AMENDING CHAPTERS 5 AND 11 OF THE CODE OF ORDINANCES TO INCLUDE
2024 DEVELOPMENT FEES amends Chapters 5 and 11 of the Chaska City Code to update
the City’s zoning application fees for the year 2024, and establishes the City’s policy on
unclaimed builders’ deposits. The full text of the Ordinance is available for public inspection
during regular office hours at the office of the City Clerk, City Hall, One City Hall Plaza,
Chaska, Minnesota 55318, and will also be posted at City Hall. Further, any person may
request the City to send the full text of the Ordinance via standard or electronic mail by calling
City Hall at (952)-448-9395. The summary is hereby approved, and the council determines
that it clearly informs the public of the intent and effect of this ordinance.

WHEREAS, The City Administrator is hereby directed that only the title of this
ordinance and the attached summary be published with a notice that a printed copy of this
ordinance is available for inspection by any person during regular office hours at the office of
City Hall. A copy of the entire text of the ordinance shall also be posted at the Chaska City
Hall, One City Hall Plaza, Chaska, Minnesota 55318.

WHEREAS, After adoption and publication according to law, this ordinance shall be
in full force and effect on January 8, 2024.

NOW THEREFORE, be it ordained by the Council of the City of Chaska, in the
State of Minnesota, as follows:

SECTION 1: AMENDMENT “5.48.010 Development Area Fees” of the
City of Chaska Municipal Code is hereby amended as follows:

A M E N D M E N T
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5.48.010 Development Area Fees

Development Area Fees: 

Water Area $2,812 2,952 per acre

Sanitary Sewer Area $3,774 3,963 per acre

Storm Water Area - Commercial $19,616 20,597 per acre

Storm Water Area - Industrial $13,568 14,247 per acre

Storm Water Area – Single Family Residential $8,536 8,962 per acre

Storm Water Area – Multi-Family Residential $11,554 12,131 per acre

Park Dedication – Commercial & Industrial $12,164 12,773 per acre

Park Dedication – Single Family & Duplex $4,202 4,413 per unit

Park Dedication – Multi-Family/ 3 or more
units

$1,932 2,029 per unit

Trails – One & Two family dwellings $468 491 per unit

Trails – Townhouse (detached) $374 393 per unit

Trails – Townhouse (attached) $374 393per unit

Trails - Apartments $284 298 per unit

Trails - Commercial & Industrial $1,400 1,471 per acre

Underground Electrical – Single Family $343 360-$487 511 per lot 

Street - Name Sign $68 71 each

Street - Traffic Sign $206 216 each

SECTION 2: AMENDMENT “5.48.020 Connection Charges (Paid With
Building Permit)” of the City of Chaska Municipal Code is hereby amended as follows:

A M E N D M E N T

5.48.020 Connection Charges (Paid With Building Permit)

Connection Charges (Paid With Building Permit):

Water Connection $4,715 4,951 per SAC unit

Sanitary Sewer Connection $3,869 4,062 per SAC unit

Metropolitan Council Environmental Service
(MCES) SAC

$2,485 per SAC unit
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SECTION 3: AMENDMENT “5.48.030 Planning Application And
Processing Fees” of the City of Chaska Municipal Code is hereby amended as follows:

A M E N D M E N T

5.48.030 Planning Application And Processing Fees

Planning Application And Processing Fees:

Case Type: Application Fee Plus Processing Fee

Concept Plan/Rezoning/Comprehensive Plan
amendment – residential (1-10 units)

$461 485+
$12.73
13.37/unit

+ $428408

Concept Plan/Rezoning/Comprehensive Plan
amendment – residential (11+ units)

$638669 +
$12.73
13.37/unit

+ $428408

Concept Plan/Rezoning/Comprehensive Plan
amendment – Commercial/Industrial (0-3.0 acres)

$638669 +
$68.08
72.24/acre

+ $681649

Concept Plan/Rezoning/Comprehensive Plan
amendment – Commercial/Industrial (3.1+ acres)

$851 893+
$68.79
72.23/acre

+ $681649

Preliminary Plat

$638669 +
$26.25
13.01/acre +
$12.39/lot

+ $1,383.241,317

Final Plat $249 262 +
$7.82 8.21/lot

+ $801763

Variance (residential) $208198 + $437416

Variance (commercial/industrial) $349333 + $515490

Variance (with site & building plan review) $208198 + $0

Lot consolidation/division or vacation (residential) $208198 + $262249

Lot consolidation/division or vacation
(commercial/industrial)

$349333 + $507483

Special Use Permit – residential $268255 + $429409

Special Use Permit – commercial/industrial $416397 + $801763

Special Use Permit – pylon sign $277264 + $262249
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Special Use Permit – dish antenna/tower $208198 + $262249

Site & Building Plan – single family & townhouse
$387369 + $8.97
9.42/unit

+ $972926

Site & Building Plan – addition (multi-family) $265252 + $541515

Site & Building Plan – addition
(commercial/industrial)

$416397 + $801763

Site & Building Plan – new (multi-family)
$526501 +
$19.13
20.08/unit

+ $972926

Site & Building Plan – new (commercial/industrial) $671639 + $1,3421,278

Mining/Filling $748713 + $0

PUD’s – Residential (Concept)
$662630 +
$12.99
13.64/unit/unit

+ $801763

PUD’s – Residential (Preliminary)
$397416 +
$12.99
13.64/acre

+ $526501

PUD’s – Residential (Rezoning)
$397416 +
$12.99
13.64/acre

+ $526501

PUD’s – Residential (Final)
$249262 + $5.24
5.50/acre

+ $420400

PUD’s – Other (Concept)
$895940 +
$26.25
24.57/acre

+ $1,3351,271

PUD’s – Other (Preliminary)
$511536 +
$12.99
13.64/acre

+ $942897

PUD’s – Other (Rezoning)
$513536 +
$12.99
13.64/acre

+ $942897

PUD’s – Other (Final)
$244256 + $8.69
9.13/acre

+ $429409

Mailing List (preparation) $0 + $131125

Sign Permit (wall sign) $110105 + $0

Permit (monument sign) $221210 + $0
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SECTION 4: AMENDMENT “11.04.060 Table 1-A Building And Fire
Permit Fees” of the City of Chaska Municipal Code is hereby amended as follows:

A M E N D M E N T

11.04.060 Table 1-A Building And Fire Permit Fees

Permit fees shall be assessed for work governed by this Code in accordance with the fee
schedule adopted by the City of Chaska in Code of Ordinances, Table 1-A and included in this
ordinance. When submittal documents are required, a plan review fee shall be collected at 50%
for residential plans and 65% for commercial/industrial plans of the normal building permit fee.
The plan review fees specified in this section are separate fees from the permit fees specified
and are in addition to the permit fees. In addition, a surcharge fee shall be collected on all
permits issued for work governed by this Code in accordance with Minn. Stat. § 326B.148.

The City shall collect a deposit from applicants for building permits at the time a building
permit is issued to ensure compliance with the requirements of the permit. The deposit will be
released to the applicant when the City determines that the requirements of the permit are
complete. The amount of the deposit for single family homes and townhome units shall be
$3,000.00 Deposits which are unclaimed by the applicant for more than three years after the
date on which a Temporary Certificate of Occupancy is issued for the subject property shall be
deemed abandoned and shall be transmitted to the State of Minnesota pursuant to the
Minnesota Uniform Disposition of Unclaimed Property Act, Minnesota Statutes Section
345.31 et. seq., or its successor statute. 

Table 1-A: Building Permit Fees

Total Valuation Fee

$1.00 to $500.00 $30.0028.00 Minimum Permit Fee $6560 plus State Surcharge 

$501.00 to $2,000.00
$30.0028.00 for the first $500.00 plus $3.70 for each additional
$100.00, or fraction thereof, to and including $2,000.00.

$2,001.00 to $25,000.00 
$85.5083.50 for the first $2,000.00 plus $16.55 for each
additional $1,000.00, or fraction thereof, to and including
$25,000.00.

$25,001.00 to $50,000.00 
$466.15464.15 for the first $25,000.00 plus $12.00 for each
additional $1,000.00, or fraction thereof, to and including
$50,000.00.

$766.15764.15 for the first $50,000.00 plus $8.45 for each
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$50,001.00 to $100,000.00 additional $1,000.00, or fraction thereof, to and including
$100,000.00.

$100,001.00 to
$500,000.00

$1,188.651,186.65 for the first $100,000.00 plus $6.75 for each
additional $1,000.00, or fraction thereof, to and including
$500,000.00.

$500,001.00 to
$1,000,000.00

$3,888.653,886.65 for the first $500,000.00 plus $5.50 for each
additional $1,000.00, or fraction thereof, to and including
$1,000,000.00.

$1,000,001.00 and up
$6,638.656,636.65 for the first $1,000,000.00 plus $4.50 for each
additional $1,000.00, or fraction thereof.

State Surcharge Computation

Construction Value Range Surcharge Computation

Up to $1,000,000.00 .0005 x Valuation

$1,000,001.00 to $2,000,000.00
$500.00 + .0004 x Valuation -
$1,000,000.00 

$2,000,000.00 to $3,000,000.00 
$900.00 + .0003 x Valuation -
$2,000,000.00

$3,000,000.00 to $4,000,000.00
$1,200.00 + .0002 x Valuation -
$3,000,000.00

$4,000,000.00 to $5,000,000.00
$1,400.00 + .0001 x Valuation -
$4,000,000.00

$5,000,000.00 or more
$1,500.00 + .00005 x Valuation -
$5,000,000.00

Flat Fees

Residential
Re-Roof / Re-Side / Windows-Doors

1-2 units $100.00 + State Surcharge + Tech
Fee
$95.003-6 units $200.00 + State
Surcharge + Tech Fee

$95.00 7-9 units $301.00+ State
Surcharge + Tech Fee

$95.00 10+units $335.00 + State
Surcharge + Tech Fee
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Re-Roof $95.00 + State Surcharge

Re-side $95.00 + State Surcharge

Windows/Doors $95.00 + State Surcharge

Plumbing - residential existing $60.00 Minimum + State Surcharge (using
1.5% of value)

Plumbing - residential new $226.00215.00 Minimum + State Surcharge +
Tech Fee

Pools – above ground $131.00125.00 + State Surcharge + Tech Fee

Pools – below ground $315.00300.00 + State Surcharge + Tech Fee

Fireplace $100.0095.00 + State Surcharge + Tech Fee

Basements (Finish/Remodel) $17.0016.00/square foot + State Surcharge +
Tech Fee

Decks (existing homes)
$21.0020.00/square foot + State Surcharge +
Tech Fee

Manufactured Homes
$205.00195.00 + State Surcharge + Tech
Fee

House – move
$210.00200.00 + State Surcharge + Tech
Fee

House – demolition
$131.00125.00 + State Surcharge + Tech
Fee

Minimum Building Permit Fee $65.00 + State Surcharge + Tech Fee60.00

Fence Permit (Zoning Permit) $50.00

Technology (Fee) $6.005.00/permit

New Home Permit Valuation
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Housing - attached
$114.00 per square foot + State
Surcharge + Tech Fee

Housing – detached
$124.00 per square foot + State
Surcharge + Tech Fee

Basement - finished
$32.00 per square foot + State
Surcharge + Tech Fee

Basements – unfinished/crawl space/slab on
grade

$23.00 per square foot + State
Surcharge + Tech Fee

Garage – wood frame
$47.0045.00/square foot + State
Surcharge + Tech Fee

Garage – slab on grade
$23.0022.00/square Foot+ State
Surcharge + Tech Fee
foot $30.00/square foot$22.00/square foot

Porch – 3 season
$109.00/square foot$49.0047.00/per square
foot+ State Surcharge + Tech Fee

Porch – screen porch
$34.0032.00/per square foot+ State
Surcharge + Tech Fee

Porch – front stoop

$15.00/square foot$118.00/square
foot$34.0032.00/per square foot+ State
Surcharge + Tech Fee

DecksDecks (new homes)
$16.00 per square foot+ State
Surcharge + Tech Fee

Fence (zoning permit) $10.00

Residential Mechanical/Plumbing

Commercial Mechanical/Plumbing Plan
Review Fee

50% of permit fee

Landscape Escrow for New Single
Family/Townhomes

$3,000.00 each unit
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Residential

Residential Additions/Alterations

$17.00 per square foot + State
Surcharge + Tech Fee

Residential Plan Review for
Additions/Alterations

50% of permit fee

Residential Mechanical and Plumbing
Additions/Alterations

Valuation x 1.5% ($65.00 minimum) +
State Surcharge + Tech Fee

Commercial

Commercial Permit Fee

75% ICC Building Valuation Data from
February 2023 + State Surcharge +
Tech Fee

Commercial Plan Review Fee 65% of permit fee

Commercial Mechanical and Plumbing
Valuation x 1.5% ($65.00 minimum) +
State Surcharge + Tech Fee

Other Inspections and Fees:

A. Inspections outside of normal business hours (per hour) (minimum charge—two
hours) ..... $60.0047.001

B. Reinspection fees assessed under provisions of CMCO 11.04.020 (per hour) .....
$60.0047.001

C. Inspections for which no fee is specifically indicated (per hour) (minimum charge—
one-half hour) ..... $60.0047.001

D. Additional plan review required by changes, additions or revisions to plans (per hour)
(minimum charge—one-half hour) ..... $60.0047.001

E. For use of outside consultants for plan checking and inspections, or both ..... Actual
costs 2
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1 Or the total hourly cost to the jurisdiction, whichever is the greatest. This cost shall
include supervision, overhead, equipment, hourly wages and fringe benefits of the
employees involved. 
2 Actual costs include administrative and overhead costs.

Rental Dwelling License Fee

Single Family Dwelling $92.7388.31 for entire dwelling

Duplex Dwelling $150.69143.51 for entire dwelling

Triplex Dwelling $185.45176.62 for entire dwelling

Four-Plex Dwelling $220.23209.74 for entire dwelling

Multi-Family Dwelling 5-11 units
$220.23209.74 for first five units plus
$46.3744.16 each additional unit

Multi-Family Dwelling 12 or more units
$672.32640.30 for first twelve units plus
$17.3616.53 each additional unit

Late fee (March 1st until April 1st) 50% of rental license fee

Late fee (after April 1st) 100% of rental license fee

(Ord. No. 970, Sec. 1, 11/18/19)
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AYE NAY ABSENT ABSTAIN

Councilmember Grau

Councilmember Hatfield

Councilmember Huang

Councilmember Hubbard

Mayor Windschitl

PASSED AND ADOPTED BY THE CITY OF CHASKA COUNCIL
_______________________________.

    

    

    

    

    

Presiding O fficer  Attest

Mark Windschitl, Mayor, City of
Chaska

Denise Beebe, Senior Clerk, City of
Chaska
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Subject: Award Bid for Chaska Advanced Metering Infrastructure

Prepared By: Matt Haefner, Water & Sewer Director; Pete Wyffels, Electric Director; Noel 
Graczyk, Administrative Services Director

Public bids, after required public notice, were requested and opened on September 28, 2023 for 
an Advanced Metering Infrastructure (AMI) system.  A proposed new AMI system includes 
hardware, Software as a Service (SaaS), professional services, billing system integration, electric 
meter exchanges and water module exchanges, where applicable.

An AMI system is not like a traditionally bid project where the low bid can cover all needs of the 
City for the project.  An extensive evaluation was needed to determine the best fit for Chaska’s 
AMI needs.  SaaS availability, data storage, data retention, radio frequency backhauls, annual 
fees, warranties, support of a customer portal all play a role in determining the best overall value 
to the City.  In reviewing quality, suitability, and adaptability of each AMI bid, staff is 
recommending not the lowest cost bid but a vendor that is the “lowest responsible bidder”.  
Attached is a memo from Christophe Morschen, Attorney with MHS, the City Attorney’s office, 
that outlines the process followed by the City in selecting the lowest responsible bidder for the 
AMI system.

Staff utilized the services of Power Systems Engineering, Inc (PSE) throughout the AMI bidding 
process.  PSE is a consulting firm that specializes in providing services to municipalities for 
deploying AMI systems.  PSE assisted with drafting bid documents and assisted with extensive 
evaluation of each of the bidders and their proposed bids.  They also provided many useful tools 
in helping staff to select the lowest responsible bidder.

It was determined by the City and PSE that six of the eight bids received did not provide a 
complete response to the Request for Bid.  The remaining two bids were reviewed in detail and 
each vendor made an onsite presentation to the City to review their bid and to confirm the content 
of their bid.  A two-year pricing summary prepared by PSE of each of the eight bidders is attached.  
Also attached is a recommendation by PSE which outlines features and reasons that support the 
selection of the Eaton AMI system as the lowest responsible bidder.

The AMI solution as proposed by Eaton best aligns with various needs of the City’s Electric, Water 
and Sewer Utilities.  A key feature of the Eaton AMI system across all three utilities is the ability 
for electric and water meters to be sourced from multiple vendors and still be compatible with 
the Eaton AMI system.  Electric meters using a retro fit communications card will allow the City 
to source future electric meters based on availability of meters using multiple vendors.  The Eaton 
AMI system is also able to provide a variable interval period as low as every minute instead of a 
standard fifteen-minutes.

REQUEST FOR ACTION
CHASKA CITY COUNCIL

January 8, 2024
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Eaton AMI nodes for water meters, located on the exterior of most residential homes, have a 
battery that can be replaced in the future without having to replace the entire node.  Multiple 
vendor sources for electric meters and battery replacement for water nodes are features not 
available to the City with the current legacy AMI system.

Eaton has also agreed to ensure full coverage of the planned AMI deployment area.  If any 
additional collectors and repeaters are identified as needed in the AMI deployment area, Eaton 
will provide the additional equipment as part of the bid.

Expectations regarding what Chaska Utility Customers will experience when electric meters and 
water nodes, or meters, will be replaced were evaluated by both PSE and the City in detail as 
part of the two vendor presentations.  Eaton will use a third-party contractor (based out of 
Minnesota) that will provide online and phone options for customers to schedule a meter 
replacement when access to the meter equipment from the outside of the building is not possible.  
The Eaton water node mounted on the exterior of most homes will be contained in an enclosed 
unit that should minimize the impact to the footprint on the home when the current node is 
replaced.

The adopted 2024 Budget in the Electric, Water, and Sewer Funds each include appropriations 
for the selection of a new AMI system as well as an installation process in two phases, extending 
across years 2024 and 2025.  The Eaton bid is consistent with amounts as estimated and included 
in the 2024 Budget.

Currently, City staff puts in considerable time every month manually reading failed electric and 
water readings in the legacy AMI system.  The amount of staff time, not only in the field obtaining 
reads, but also by staff in Utility Billing to manually enter meter reads is significant both in terms 
of time and costs.  With manual meter readings, risks from lost revenue as billed and human 
error also greatly increase.

Because of the factors as discussed above and as attached, staff are recommending Council 
award the AMI System bid based on a SaaS solution from Eaton in the amount of $5,333,839.00 
as the lowest responsible bidder.  The proposed resolution accepting this bid states that awarding 
this bid is contingent on the City completing an Agreement and Statement of Work with Eaton 
for the AMI project.

CITY COUNCIL ACTION REQUESTED
Motion to adopt Resolution No. 2024-4 awarding the bid for an Advanced Metering 
Infrastructure System to Eaton in the amount of $5,333,839.00 contingent on completion of an 
Agreement and Statement of Work for the AMI project.
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CITY OF CHASKA
CARVER COUNTY, MINNESOTA

RESOLUTION

DATE 1/8/2024 RESOLUTION NO. 2024-4 

MOTION BY COUNCILMEMBER SECOND BY COUNCILMEMBER

A Resolution Awarding the Bid for an Advanced Metering Infrastructure System to 
Eaton in the amount of $5,333,839.00.

WHEREAS, the City has published on July 27, 2023, in the Chaska Herald an advertisement of a 
Solicitation For Bids and Notice to Bidders for an Advanced Metering Infrastructure (AMI) System; 
and,

WHEREAS, in reviewing the AMI System Bids the lowest responsible bidder was determined based 
on responses to the Request for Bids, according to the evaluation criteria listed in the 
advertisement including consideration of the quality, suitability, and adaptability of the proposed 
AMI systems described in the bids in addition to price and value received for the total cost; and  

WHEREAS, pursuant to the advertisement for bids for the AMI System, bids were opened and 
tabulated, and the following bids were received:

_ Contractor Total Bid (Phase 1 and 2)
Response to Request for Bids, Lowest Responsible Bidder:

Eaton $5,333,839

Other Response to Request for Bids:
Aclara $4,010,699

Non-Responsive Bids:
OATI $3,371,279
Vision $4,648,414
Honeywell $5,265,299
Itron-Wesco $5,265,299
Sensus $6,133,380
Landis and Gyr $6,760,674

WHEREAS, City staff, working with the City’s consultant, determined that Eaton’s bid is the lowest 
responsible bidder based on the proposed system’s responsiveness to the City’s needs including, 
among other factors, the quality of the Eaton system design, the quality of Eaton’s proposal for 
the meter exchange work, and the Eaton system’s compatibility with systems currently employed 
by the City such as the Tyler Enterprise ERP (powered by MUNIS) system; 
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NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Chaska, that:

1. The recitals above are hereby incorporated in this resolution as findings of fact;
2. The AMI System is found to be necessary, cost-effective, and feasible; 
3. The City hereby orders said AMI System Project and authorizes the City Administrator to 

prepare an Agreement with a Statement of Work (SOW) with Eaton;
4. The Mayor and the City Administrator are authorized to execute the said Agreement and 

other AMI System Project documents. 
5. That the City Council of the City of Chaska, Minnesota, does hereby award the bid for an 

AMI System to Eaton as the lowest responsible bidder in the amount of $5,333,839.00 
contingent on completion of a final Agreement and Statement of Work for the AMI System 
Project.

Passed and adopted by the City Council of the City of Chaska, Minnesota, this 8th day of January 
2024.

Mark Windschitl, Mayor

Attest:
Chaska Deputy Clerk
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MELCHERT • HUBERT • SJODIN, PLLP

MEMORANDUM

DATE: January 2, 2024

TO: Mayor and City Council of Chaska

FROM: Christophe Morschen

RE: Bids Received for a Replacement AMI System

Introduction and Background
This memorandum discusses how the Minnesota public bidding law applies to bids the City of 
Chaska (the “City”) received for a replacement Advanced Metering Infrastructure (“AMI”) system 
for the City’s water and electric utilities. Specifically, it addresses how the “lowest responsible 
bidder” requirement of Minnesota law applies in this context. 

By way of background, the City solicited bids from vendors for a new AMI system and received 
eight bids. City staff and the City’s consultant, Power System Engineering, Inc. (“PSE”), have 
prepared a report for the Council that details the outcome of that bidding process, how the bid 
submissions compared to one another, and the bid staff recommends accepting. The bid 
response staff recommends accepting is not the lowest price. Staff has determined, however, 
that it is the lowest responsible bid because it provides the City with the best value overall, 
considering the features of the proposed system and the needs of the City.

Analysis
Minnesota Statutes chapter 471.345, the Uniform Municipal Contracting Law (the “UMCL”), 
applies when Minnesota municipalities, such as the City, enter contracts for equipment which 
exceed certain price thresholds. The UMCL requires that contracts be let to the “lowest 
responsible bidder”, not the “lowest bidder”. Cities are entitled to reasonable exercise of 
discretion in determining the “lowest responsible bidder”.

For many publicly bid projects, when the item or service to be provided is standardized, with 
specifications that do not vary significantly in terms of price and function, such as a bid to provide 
certain quantities of asphalt, labor, or other fungible items, price is the controlling factor in 
determining which bid must be considered the lowest responsible bid. However, in choosing a 
vendor where the proposed products vary in many respects, the City may consider other items 
that contribute to the overall value received.

Page 156 of 214



For example, in the case of Otter Tail Power Co. v. Village of Elbow Lake1, the Minnesota Supreme 
Court specifically found that, in addition to price, cities may consider the “quality, suitability, and 
adaptability of the article to be purchased” in determining the lowest responsible bidder. Cities 
are not required to choose inferior products, or products which will not serve the city as well as 
another, simply because they are less expensive. 

The AMI system is complex and not capable of precise specifications because of the variety of 
approaches and varying equipment types that may be employed to create the system. The City’s 
bid solicitation document asked that the bidders propose a system solution that allows the City 
to remotely read, track, and report information from electric and water meters. The approaches 
proposed by the vendors who submitted bids to the City vary significantly from one another in 
terms of technology, design, and equipment, and as a result the bids have varying functionalities, 
compatibility, and overall performance capabilities, depending on the equipment and 
methodologies proposed. These variables also affect the total price of the proposed system. 

The City’s situation and needs from the AMI system are uniquely affected by the City’s 
combination of electrical and water utilities and the City’s layout and topography, among other 
factors, and this in turn requires a measure of flexibility in vendors’ approaches to the system. 
When an item to be purchased is not susceptible to precise specifications, as is the case here, 
Minnesota courts have allowed cities to exercise reasonable discretion in awarding this contract, 
even where the winning bid is not strictly the lowest price. Staff and PSE have prepared a 
thorough analysis of the bids received by the City. The report details why the bidder selected by 
staff provides the best value in response to the City’s needs.

1 Otter Tail Power Co. v. Village of Elbow Lake, 49 N.W.2d 197 (Minn. 1951); see also Leskinen v. Pucelj, 115 N.W.2d 
346 (Minn. 1962).
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Chaska - AMI Pricing Summary

# Category Phase I Phase II

AMI INFRASTRUCTURE: Controllers, Collectors, Gateways, Repeaters, 
base stations, etc.  All Upfront Costs

323,935$   2,821,018$   

29,706$     836,039$      

Total Cost by Phase $353,641 $3,657,057
Total Cost, First Two Years (Phase-I and Phase-II) $4,010,699

Total Recurring Costs

Total Upfront Costs

ACLARA - SaaS
ACLARA
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Chaska - AMI Pricing Summary

# Category

AMI INFRASTRUCTURE: Controllers, Collectors, Gateways, Repeaters, 
base stations, etc.  All Upfront Costs

Total Cost by Phase
Total Cost, First Two Years (Phase-I and Phase-II)

Total Recurring Costs

Total Upfront Costs

Phase I Phase II

215,625$   3,722,986$   

122,183$   1,273,045$   

$337,808 $4,996,031
$5,333,839

EATON - SaaS
EATON
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Chaska - AMI Pricing Summary

# Category

AMI INFRASTRUCTURE: Controllers, Collectors, Gateways, Repeaters, 
base stations, etc.  All Upfront Costs

Total Cost by Phase
Total Cost, First Two Years (Phase-I and Phase-II)

Total Recurring Costs

Total Upfront Costs

Phase I Phase II

305,790$   3,271,904$   

92,860$     977,860$      

$398,651 $4,249,764
$4,648,414

HONEYWELL - SaaS
HONEYWELL
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Chaska - AMI Pricing Summary

# Category

AMI INFRASTRUCTURE: Controllers, Collectors, Gateways, Repeaters, 
base stations, etc.  All Upfront Costs

Total Cost by Phase
Total Cost, First Two Years (Phase-I and Phase-II)

Total Recurring Costs

Total Upfront Costs

Phase I Phase II

687,834$   2,952,630$   

211,495$   1,413,340$   

$899,329 $4,365,970
$5,265,299

ITRON-WESCO - SaaS
ITRON-WESCO
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Chaska - AMI Pricing Summary

# Category

AMI INFRASTRUCTURE: Controllers, Collectors, Gateways, Repeaters, 
base stations, etc.  All Upfront Costs

Total Cost by Phase
Total Cost, First Two Years (Phase-I and Phase-II)

Total Recurring Costs

Total Upfront Costs

Phase I Phase II

393,807$   3,714,925$   

169,912$   2,482,030$   

$563,719 $6,196,955
$6,760,674

LANDIS+GYR - SaaS
LANDIS+GYR
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Chaska - AMI Pricing Summary

# Category

AMI INFRASTRUCTURE: Controllers, Collectors, Gateways, Repeaters, 
base stations, etc.  All Upfront Costs

Total Cost by Phase
Total Cost, First Two Years (Phase-I and Phase-II)

Total Recurring Costs

Total Upfront Costs

Phase I Phase II

363,022$   2,109,610$   

49,540$     849,107$      

$412,562 $2,958,717
$3,371,279

OATI - SaaS
OATI
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Chaska - AMI Pricing Summary

# Category

AMI INFRASTRUCTURE: Controllers, Collectors, Gateways, Repeaters, 
base stations, etc.  All Upfront Costs

Total Cost by Phase
Total Cost, First Two Years (Phase-I and Phase-II)

Total Recurring Costs

Total Upfront Costs

Phase I Phase II

504,963$   3,428,375$   

223,889$   1,976,153$   

$728,852 $5,404,528
$6,133,380

SENSUS - SaaS
SENSUS
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Chaska - AMI Pricing Summary

# Category

AMI INFRASTRUCTURE: Controllers, Collectors, Gateways, Repeaters, 
base stations, etc.  All Upfront Costs

Total Cost by Phase
Total Cost, First Two Years (Phase-I and Phase-II)

Total Recurring Costs

Total Upfront Costs

Phase I Phase II

53,007$  2,282,000$   

25,725$  1,322,236$   

$78,732 $3,604,236
$3,682,968

VISION - SaaS
VISION
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City of Chaska 1 AMI Procurement Recommendation
Power System Engineering, Inc.

TO: City of Chaska AMI Evaluation Team
FROM: Kyle Kopczyk, Power System Engineering
DATE: December 29, 2023
SUBJECT: PSE AMI Vendor Selection Recommendation

In response to the Advanced Metering Infrastructure Project, Power System Engineering (PSE) is 
providing this recommendation for the best fit vendor and future AMI system for the City of 
Chaska. 

Background

The current meter reading solution has been prematurely abandoned and left unsupported by your 
current AMI vendor. The inability and the lost support from the vendor are a certain cause for 
concern and puts in jeopardy the City’s ability to meet the long-term strategic goals, let alone 
reliably bill its customers without extensive manual intervention. To address the needs of the City, 
PSE, the Chaska AMI team, and the City’s legal counsel collaborated in creating an AMI Bid with 
functional requirements, cost, contractual terms, and clear goals for the future AMI solution. 

RFP Process Overview

PSE has assisted numerous utilities in procuring a best and right fit AMI vendor. The process 
includes system requirements, total cost of ownership comparisons, and long-term support and 
contracting agreements. 

With input from City staff, PSE developed an AMI Bid package which was advertised to 
industry AMI vendors. PSE solicited and received numerous RFP responses. Each response was 
then reviewed for completeness, accuracy, long and short-term cost, functionality, training, and 
overall support. 

PSE Vendor Recommendation

PSE considers many factors when reviewing AMI bids. Of those, they include; pricing, long-
term data storage and retention, installation services, support of a customer portal, coverage/read 
rate, outage and restore, overall system requirements, future ready items and growth, integration 
to existing systems, contractual terms and length of time in the AMI industry, current support 
and system requirements, references, and input from City staff.

Based on our evaluations, discussions, meetings, reference checks, and overall cost proposal. We 
recommend that the City select Eaton to be the City of Chaska’s long term meter reading vendor 
and that the City should negotiate a long-term (15-year) contract with Eaton.
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City of Chaska 2 AMI Procurement Recommendation
Power System Engineering, Inc.

Why Eaton?

Based on our evaluations, discussions, and team meetings we feel Eaton provides the highest 
value to the City and that the City can obtain required long-term commitments from Eaton. 

We are recommending Eaton’s radio frequency (RF) metering system. 

1. Functionality
a. Eaton is able to provide all of the current and future needs for the AMI system. 

i. Remote disconnect/reconnect capabilities
ii. Outage and restoration messages

iii. Voltage readings
iv. Power quality alarms 
v. Detailed interval data to support engineering

vi. Reporting
vii. High-bill investigations

viii. Complex rates (time of use, demand billing, etc.) support
ix. Phase detect
x. Customer messaging (emails, text, customer portal alerts)

xi. 3-year data storage and reporting/data extraction
xii. Coverage and read rate percentage designed to eliminate manual readings

1. A network guarantee with additional hardware covered by Eaton
xiii. Supports both electric and water services. The system could be expanded 

to support other services (distribution automation, load management, etc.)
b. Ability to retrofit with the L+G meter

i. Eaton can and will add their own RF communications device to the City’s 
existing L+G meter stock (both in the field and inventory). Allowing for 
the City to re-use or re-purpose a portion of the electric meters. 

ii. Eaton supports all of the current existing water meters being used in the 
field today. Additionally, the water module will fit in the existing 
external enclosure currently being utilized by the water department. 
Meaning a majority of the water installations can be easily retrofitted 
without affecting customer aesthetics. 

2. Simplicity by comparison
a. The Eaton system has several tools and components needed to be installed to 

meeting the coverage and read rate needs. 
b. Collectors are placed in several strategic areas within the service territory 

providing strong coverage across a large geographical region. 
c. Eaton is providing a single point of resposibility for all portions of the project:

i. AMI network and meters
ii. Installation and meter/module exchange

iii. Customer portal 
iv. Existing system integrations

3. Integration and Customer Applications
a. The system includes support and design for meter billing integration to the 

existing CIS, the proposed Customer Portal, GIS, and the Meter/Module 
Exchange system. Eaton has a proven track record of integration with Tyler 
Munis ERP.  
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City of Chaska 3 AMI Procurement Recommendation
Power System Engineering, Inc.

4. Local Presence
a. Eaton’s AMI support team, software development, and marketing team are in 

Plymouth, MN.
b. Eaton’s customer portal partner is based in St. Paul, MN. 
c. Eaton’s installation partner has their crew and team based in Baxter, MN. 

Potential Risks and Mitigation:

Eaton, similar to others, does not come without risks to the City of Chaska. The first being the 
need to have the electric meter or a relay/repeater by available to retrieve a water reading.  
However, PSE and the legal team have requested strong language to be in the final contract 
negotiation to assure coverage and read rates are met – including acknowledgement of damages 
to the City. We have also requested a 5-year warranty to be included on all electric hardware, 
and that a 5-Year coverage warranty also be provided. The water department was provided an 
industry standard 10-year full replacement and a total of 20-year prorated warranty. However, 
Eaton has only committed to providing a 3-year warranty with their bid on the electric 
equipment. A 5-year warranty is available, but for an additional cost. It would be prudent to 
negotiate a 5-year warranty at no additional costs.

Eaton does not currently manufacture a meter. They rely on Itron, Honeywell, and L+G for their 
electric meters. Although this allows for Eaton to provide retrofits (this is a positive, as noted 
above), this can also be a risk for market pricing fluctuations as they do not manage the meter 
production as closely. Eaton could push to have surcharges added to the future equipment orders. 
To mitigate this risk, PSE has pricing holds and escalation clauses in the contract. It is worth 
noting here the contract offers protections and limits but cannot eliminate future cost adjustments 
to the City. 

The current contract as submitted to the City through this process needs further work to get it to 
an acceptable document and one which PSE would not be comfortable signing off on in its 
current state. More work is needed to further negotiate a long-term agreement. 

Eaton meets many of the overall and long-term goals for the City. With their local presence, the 
professionalism of their team and their sub-contractors, and their length of time in the industry 
PSE suggests Eaton be the City’s next generation metering system. 

We recommend continuing to engage with the Eaton team to secure a strong, long-term contract 
with clearly defined scope of work and roles. With the continued assistance of Power System 
Engineering and the City’s legal team, we will negotiate a long term and protective contract. 
Ensuring your next generation AMI system is supported and protected with strong contracting 
terms, backwards compatibility clauses, and financial penalties if Eaton were to not perform as 
proposed.  

Sincerely,

Kyle Kopczyk
Manager of Utility Automation, Power System Engineering
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COUNCIL MEETING/WORK SESSION SCHEDULE
Below is a list of the upcoming Council Meetings and Work Sessions to plan for:

January 22nd:  Because the third Monday of the month is MLK Jr. Day (January 15th) we will 
not be having a meeting that night.  Instead, we will be having the second meeting of January 
on the 22nd.  As has been past practice, we will be finishing up Commission Interviews prior to 
this meeting, with them being appointed at the first meeting in February.

January 29th: There is a 5th Monday in January this year.  We are looking at having a Work 
Session that evening with two topics.  The first topic would be an update from Carver County 
on the designs that are being finalized on 82nd Street.  With this project moving towards a 
summer of 2025 construction, they are working to finalize designs now so that they have the 
time to go out and go through any property acquisition that will be needed for the project.  
They want to make sure that before they start this project that there are not any major 
concerns from Chaska on how they are planning to align the road.

The second topic for a work session that night will be going over the final draft of the 
Pedestrian and Bicycle Master Plan that has been worked on the past couple of years.  Marshall 
will be there to provide an overview of the highlights of the plan, public feedback that has been 
received along with task force work, and to discuss what is being recommended for approval.

February Meetings:  Because of President’s Day is falling on the third Monday of February, 
we will have a change in meeting dates for the month.  The first meeting of the month will fall 
on its normal date of February 5th.  However, our second meeting of the month will be on 
February 26th instead of the 19th, which is President’s Day.  It should be noted that we are 
looking at doing my Annual Performance Review prior to the February 5th meeting, with a 
potential work session prior to the February 26th meeting.  Elise will be getting out to all of you 
to make sure that the February 5th Date works for you to hold my review.

If you have any questions about this meeting schedule or are unable to attend a meeting, 
please just let me know. 

Biweekly Report
January 8, 2024

By: 

Matt Podhradsky

Matt Podhradsky
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2024 COUNCIL/DEPARTMENT HEAD RETREAT
At this time, I have heard back from most of you about your availability for our 
Council/Department Head Retreat.  Based on the responses I have received, it is looking like we 
are going to have to find a different date for the retreat than the dates I had originally put out.  
We are working with our facilitators, Richard and Irina, to come up with a date hopefully in that 
late March or early April timeframe.  As soon as I hear back from them on the possible option 
for additional dates, I will let you know.  In the meantime, if there are any dates in the last 
couple of weeks of March or first couple of weeks of April that would not work, just let me know 
so I can keep that in mind when working with Richard and Irina.  The most important thing is 
that we get a time set up that will work for all Council members while having as many (if not 
all) Department Heads present as well.

When we do get the dates set, we plan on having both days start at 8:30 am and wrap up at 4 
pm.  We will be having our retreat in the CCC as the Fire Department may not be available by 
the March dates.  There will be lunch served on both days with a morning and afternoon snack 
provided.  

If you have any questions, just let me know.  I look forward to this year’s session!

Senate Bonding Tour-City Square West
As the Council is aware, we were already successful in getting a tour set up with the House 
Capital Investment Committee this past October to consider the City Square West project for 
additional funding.  This is an important step in moving towards getting funding if there is a 
bonding bill this year.  As I mentioned at the December 18th meeting, we were trying to get a 
Senate tour set up as well for this year, as we were not able to get a Senate tour during the 
2023 legislative session.  The dates that the Senate set up for tours this year were January 16-
18th.

While we have not heard formal feedback from the Committee yet, we are getting the 
indication that we will not be included in the tour for this year, as it does appear that they are 
not scheduling tours for any projects that received funding during the last legislative session.  
While this is disappointing news, we will be continuing to try to get heard in either a House or 
Senate hearing during Session and will continue to work with our legislators to see how they 
might help in getting our request since we received only a partial request in 2023.

If things change, I will certainly let you know.  Otherwise, I wanted to make sure that you knew 
the status of that.  If you have any questions, please don’t hesitate to ask.

No Planning Commission For January
So you know what to expect for January from a planning perspective, I did want to share with 
you that we did not receive any planning applications for review in January, so as a result the 
January Planning Commission meeting was canceled. 

The Planning Commission does intend to hold a meeting in February to at least bring forward 
some of the initial zoning ordinance updates and to also preview the work plan for zoning 
ordinance updates as we move through 2024.  There may also be a planning application or two 
to review as well. 
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If you have any questions about this, feel free to let me know.

SW Christian High School Open House/Ribbon Cutting
As Council is aware, over the past several months, Southwest Christian High School has been 
going through the process of constructing an addition onto their facility which addresses needs 
they had with their sporting/extra-curricular activities.  The school recently completed this 
facility, and to celebrate this will be having an open house tomorrow (Saturday, January 6th).  
While they are having activities throughout the day, at 10 am they will be having an official 
ribbon cutting ceremony for the project which they have invited the community to attend.  I 
wanted to make sure you were aware in case that is something you want to attend.  I am 
planning to attend with my son Lincoln for the ribbon cutting ceremony.

If you have any questions, let me know.

Schedule for Public Safety Building
As we have now finished the process for planning the Public Safety Building, I did want to give 
you the latest information on the calendar of events of what to expect over the next few 
months.  I have bullet-pointed some highlights of the calendar below:

• January 22nd:  Council consider authorizing Staff to go out for bid on project
• January 23-February 15th:  Bid Period
• February 15th:  Bid Opening
• February 15-28th:  RJM (Construction Manager) reviews submitted bid packages to 

develop recommendation to City
• March 4th:  Council consider award bid to contractor
• March-April:  Contract negotiations, Material procurement, permitting
• April-May:  Vacating of existing station
• Early May:  Mobilization of contractor
• May-June:  Site Prep/Building Demolition
• Fall 2025:  Substantial completion

As you can see there will be a lot of activities during this time to complete.  It is possible that 
these dates could shift based on circumstances.  However, I will let you know if that occurs and 
why.  Otherwise, if you have any questions, please feel free to contact me.

UPCOMING EVENTS
➢ Martin Luther King Jr. Breakfast/Human Rights Award:  Monday January 15th:  This 

event will be held from 8-9 am in the Chaska Event Center.  This event is put on by the 
Chaska Human Rights Commission and always has great student speakers and the 
awarding of the Annual Chaska Human Rights Commission Award

➢ Firemen’s Ice Fishing Contest (66th Annual)-February 2nd:  Because of the warm 
weather that we have experienced, the Fire Department has already moved to cancel 
the on-ice portion of this event.  As they have done several other years in the past 
where the weather has not been cooperative, they will still be having the off-ice 
activities and games in the Event Center.  
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Out Wednesday-Friday of this Week

I wanted to let you know that I will be out of the office Wednesday-Friday of next week (10th-
12th) bringing my son Willliam out to Denver where he and his team will be competing in the 
2024 U18 National Championships for Curling.  If you should need any assistance while I am 
out, feel free to contact Elise.  Will and I will be getting back into town in the early afternoon of 
Monday January 15th.  
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	1. Call to Order
	2. Pledge of Allegiance - Lead by Chaska Boy Scout Troop #174
	3. Roll Call
	4. Adopt Agenda
	5. Proclamation
	A. 50th Anniversary of Chaska Boy Scouts Troop #174
	Proclamation -Boy Scouts 50 yrs


	6. Visitor Presentation
	7. Approve Previous Meeting Minutes
	A. City Council Meeting Minutes 12-18-2023
	CC 12.18.2023 DRAFT


	8. Consent Items
	A. Appointment of Acting Mayor (Mayor Pro Tem)
	RFA - Appoint Acting Mayor Pro Tem for calendar year 2024 
	Policy Regarding Appointment of Mayor Pro Tem

	B. Appointment of City Attorney
	RFA - Appoint City Attorney
	Attorney Appointment Letter

	C. Appointment of Official Newspaper
	RFA - Approve the Chaska Herald as the Cities Official Newspaper
	CityofChaska_LegalNewspaperAppt_2024

	D. Public Improvements - Final Release of Sureties fo
	RFA - Public Improvements- Final Release Club West 7th, 8th , 9th and 10th Additions 
	CW 7th Acceptance Letter
	Club West 7th Title
	CW 8th Acceptance Letter
	Club West 8th Title
	CW 9th Acceptance Letter
	Club West 9th Title
	CW 10th Acceptance Letter
	Club West 10TH - City Certification memo
	Club West 10th Title

	E. Public Improvements - Harvest West 1st and 2nd Add
	RFA - Public Improvements Harvest West 1st and 2nd
	HW Reduction Letter to 5%
	HW 2nd Reduction Letter
	Harvest West and HW 2ND Addtion Certificationmemo
	Harvest West Exhibit
	Harvest West 2nd Exhibit

	F. Adopt Resolution 2024-1 Awarding the Bid for Const
	RFA Award Bid for Construction of Well 10
	RES 2024-01  Award Bid for Construction of Well 10
	Client Bid Results Ltr - Well 10
	193805386-Bid Tabs Well 10

	G. Adopt Resolution 2024-2 Awarding the Bid for Const
	RFA Award Bid for Construction of Wells 11 & 12
	Resolution Award Bid for Construction of Wells 11 & 12
	Client Bid Results Ltr - Wells 11 and 12
	193806013-Bid Tab Well 11 and 12

	H. Approve Massage Business License - Amber Laurent
	RFA - Massage Parlor - Amber Laurent

	I. Designate City Depositories and Investment Institu
	Designate City Depositories and Investment Institu

	J. Adopt Resolution 2024-3 Authorizing Account Signer
	Authorizing Account Signers and Electronic Funds T
	Res 2024-3 Authorizing Account Signers and Electronic Funds Transfer

	K. Appointment of City Trustees to the Chaska Fire De
	Appointment of City Trustees to the Chaska Fire De

	L. Approve the City of Chaska Employee Handbook
	RFA Employee Handbook Update 2024
	City of Chaska Employee Handbook 2024


	9. Action Items
	A. Public Hearing: 2024 Development Fees, Planning Ap
	RFA - 2024 Development Fees
	Ordinance_Draft Chaska fee schedule updates for 2024
	i. Adopt Ordinance 2024-1041   Amending Development, 

	B. Adopt Resolution 2024-4 Award Bid for Chaska Advan
	1a-RFA Award Bid for AMI System
	1b-Res 2024-4 Award AMI Bid
	1c-Memo to Council re lowest responsible bidder
	1d-AMI Bid Summary
	1e-PSE AMI Vendor Recommendation


	10. Bills
	A. Accounts Payable Claims Roster 1-8-2024
	ACCOUNTS PAYABLE CLAIMS ROSTER 1-8-2024


	11. Other Business
	A. City Administrator's Report
	i. Biweekly 1-8-2024
	Biweekly 1-8-2024



	12. Adjourn



