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75 North 100 West Report dates: 7/1/2024-8/31/2024 Aug 13, 2024  12:30PM

Report Criteria:

Detail report.

Invoices with totals above $0.00 included.

Only unpaid invoices included.

Vendor Vendor Name Invoice Number Description Invoice Date Net Amount Paid Date Paid Voided Payment Due Date

Invoice Amount

ABE NEERINGS & SON

105 ABE NEERINGS & SON 7286 clean condensors- admin building 07/03/2024 360.00 .00 07/03/2024

105 ABE NEERINGS & SON 7287 Admin Office - Basement Conden 08/01/2024 715.00 .00 08/01/2024

          Total ABE NEERINGS & SON: 1,075.00 .00

BANKCARD CENTER

1989 BANKCARD CENTER 2122 JULY 202 COSTCO-SUPPLIES-BN 08/02/2024 389.73 .00 08/22/2024

1989 BANKCARD CENTER 2122 JULY 202 LITTLE CAESARS-FOOD FOR O 08/02/2024 167.96 .00 08/22/2024

1989 BANKCARD CENTER 2122 JULY 202 HOLIDAY INN-LODGING FOR O 08/02/2024 660.48 .00 08/22/2024

1989 BANKCARD CENTER 2122 JULY 202 TRAINING MATERIAL-HOMEFR 08/02/2024 95.00 .00 08/22/2024

1989 BANKCARD CENTER 4235 JULY 202 CITY COUNCIL SNACKS.FLOWE 08/02/2024 43.01 .00 08/22/2024

1989 BANKCARD CENTER 4235 JULY 202 CITY COUNCIL SNACKS 08/02/2024 16.47 .00 08/22/2024

1989 BANKCARD CENTER 4235 JULY 202 HISTORC COMMITTEE WEBSIT 08/02/2024 39.01 .00 08/22/2024

1989 BANKCARD CENTER 4235 JULY 202 ROUTER FOR SHOP INTERNET 08/02/2024 159.80 .00 08/22/2024

1989 BANKCARD CENTER 4235 JULY 202 DECORATIONS FOR SUMMER P 08/02/2024 137.55 .00 08/22/2024

1989 BANKCARD CENTER 4235 JULY 202 ADOBE-CAMILLE 08/02/2024 19.99 .00 08/22/2024

1989 BANKCARD CENTER 4235 JULY 202 SUMMER PARTY DECORATION 08/02/2024 13.41 .00 08/22/2024

1989 BANKCARD CENTER 4235 JULY 202 SUPPLIES FOR SUMMER PART 08/02/2024 15.38- .00 08/22/2024

1989 BANKCARD CENTER 4235 JULY 202 SUMMER PARTY PRIZES 08/02/2024 100.00 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 ADOBE-NANCY YEARLY 08/02/2024 259.91 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 ZOOM-RENEWAL 08/02/2024 1,493.83 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 OFFICE SUPPLIES 08/02/2024 26.40 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 APA TRAINING-MICHAEL AND K 08/02/2024 545.00 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 TRAINING-MELANNIE 08/02/2024 139.79 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 ADOBE-JENNIFER 08/02/2024 32.49 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 DOMINOS-PLANNING COMM DI 08/02/2024 129.80 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 FACEUP-HR HOTLINE-REQUIR 08/02/2024 966.96 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 PORT PUMP-STANDARD PLUM 08/02/2024 284.20 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 DWIGHT-HEALTH DEPT RETIRE 08/02/2024 194.70 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 BAMBOO HR-PAYROLL 08/02/2024 449.12 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 ROAD MATERIAL-WASATCH RO 08/02/2024 1,155.00 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 OFFICE SUPPLIES-WATER, PE 08/02/2024 188.00 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 PARK BATHROOM INTERNET 08/02/2024 60.00 .00 08/22/2024

1989 BANKCARD CENTER 6014 JULY 202 ALPENSONG-MOUTHPIECE FO 08/02/2024 120.00 .00 08/22/2024
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1989 BANKCARD CENTER 6014 JULY 202 WICKED INTERNET-SHOP INTE 08/02/2024 600.00 .00 08/22/2024

1989 BANKCARD CENTER 6153 JULY 202 WASTEWATER CERTIFICATION 08/02/2024 50.00 .00 08/22/2024

1989 BANKCARD CENTER 6153 JULY 202 IOS REMOTE CONTROL -PUBLI 08/02/2024 16.24 .00 08/22/2024

1989 BANKCARD CENTER 6153 JULY 202 WEED CONTROL-AMAZON 08/02/2024 372.48 .00 08/22/2024

1989 BANKCARD CENTER 6153 JULY 202 USB/PHONE CHARGER 08/02/2024 27.07 .00 08/22/2024

1989 BANKCARD CENTER 6153 JULY 202 WASTERWATER PAPER BASE T 08/02/2024 200.00 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 ROCKY MTN MONU-VAULTS FO 08/02/2024 1,360.00 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 PHONE MEMORY STORAGE 08/02/2024 2.99 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 WINDSHEILD FLUID 08/02/2024 6.81 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 EXXON-COULDN'T FIND FUEL C 08/02/2024 121.97 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 OFFICE SNACKS/DRINKS 08/02/2024 266.78 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 PARK CITY LOCK AND KEYS-C 08/02/2024 171.20 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 SMITH POWER PRODUCTS-TR 08/02/2024 132.65 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 SAPP BROS-TIE DOWN STRAP 08/02/2024 48.46 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 TRUCK NET/CARGO STRAPS 08/02/2024 70.97 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 WATER-SHOP 08/02/2024 335.80 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 ICE FOR EMPLOYEE PARTY 08/02/2024 13.53 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARRHART-NOLAN CLOTHING  08/02/2024 274.33 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARRHART-CROSSING GUARD  08/02/2024 174.93 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARRHART-ELROY-CLOTHING  08/02/2024 89.97 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARRHART-SHANE-CLOTHING  08/02/2024 299.90 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARRHART-TY CLOTHING ALL 08/02/2024 237.36 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARRHART-KORBON-CLOTHIN 08/02/2024 237.36 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARRHART-LANE-CLOTHING A 08/02/2024 237.36 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARHARRT-GAGE-CLOTHING A 08/02/2024 237.36 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARHARTT-PRESTON-CLOTHIN 08/02/2024 237.36 .00 08/22/2024

1989 BANKCARD CENTER 6799 JULY 202 CARHARTT-TRAVUS-CLOTHING  08/02/2024 237.36 .00 08/22/2024

1989 BANKCARD CENTER 8146 JULY 202 ANNUEL FEES-BACKNET CC 08/02/2024 30.00 .00 08/22/2024

1989 BANKCARD CENTER 8211 JULY 202 TARP GIFT CARDS 08/02/2024 260.00 .00 08/22/2024

1989 BANKCARD CENTER 8211 JULY 202 PRE-EMPLOY DRUG SCREEN 08/02/2024 40.00 .00 08/22/2024

1989 BANKCARD CENTER 8211 JULY 202 IPMA MEMBERSHIP-IVETTE 08/02/2024 175.00 .00 08/22/2024

1989 BANKCARD CENTER 8211 JULY 202 HR CERTIFICATION 08/02/2024 100.00 .00 08/22/2024

1989 BANKCARD CENTER 8211 JULY 202 IVETTEE EMPLOYEE REVIEW  08/02/2024 45.92 .00 08/22/2024

1989 BANKCARD CENTER 8211 JULY 202 CROSSING GUARD-B-DAYS 08/02/2024 60.00 .00 08/22/2024

1989 BANKCARD CENTER 8211 JULY 202 ADOBE-IVETTE 08/02/2024 19.99 .00 08/22/2024

1989 BANKCARD CENTER 8211 JULY 202 BACKGROUND CHECK-NEW E 08/02/2024 43.25 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 JORGIE SPARKS-COG MMH 08/02/2024 824.25 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 THE UPS STORE-SUPPLIES MM 08/02/2024 22.26 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 WILD REPUBLIC FAIRE-COG M 08/02/2024 238.62 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 THE UPS STORE-POSTER FOR  08/02/2024 3.17 .00 08/22/2024
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1989 BANKCARD CENTER 8498 JULY 202 AMAZON-EMPLOYEE NAME BA 08/02/2024 88.29 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 AMAZON-COG MMH 08/02/2024 161.70 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 KC GIFTS MMH COG 08/02/2024 753.66 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 HERMLE FAIRE-COG MMH 08/02/2024 466.49 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 JORGIE SPARKS-MMH COG 08/02/2024 824.25 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 VICTORY PICKLEBALL-COG MM 08/02/2024 150.00 .00 08/22/2024

1989 BANKCARD CENTER 8498 JULY 202 EMPLOYEE REVIEW-KAREE CA 08/02/2024 30.07 .00 08/22/2024

          Total BANKCARD CENTER: 18,269.39 .00

BIG O TIRE

170 BIG O TIRE 044264-13304 Electric Sign- Traffic Trailer Tire R 08/05/2024 24.95 .00 08/15/2024

          Total BIG O TIRE: 24.95 .00

Blue Stakes of Utah 811

200 Blue Stakes of Utah 811 UT202402126 BILLABLE E-MAIL NOTIFICATIO 07/31/2024 54.94 .00 08/30/2024

          Total Blue Stakes of Utah 811: 54.94 .00

BOLT RANCH STORE LLC

3072 BOLT RANCH STORE LLC D57 LANE CLOTHING ALLOWANCE 07/24/2024 303.96 .00 08/24/2024

          Total BOLT RANCH STORE LLC: 303.96 .00

BORDER STATES INDUSTRIES Inc.

2757 BORDER STATES INDUSTRIES I 928813113 STREET LIGhts - Conduit 120/20 08/02/2024 41.63 .00 08/25/2024

          Total BORDER STATES INDUSTRIES Inc.: 41.63 .00

BRITE ELECTRICAL SOLUTIONS INC

3162 BRITE ELECTRICAL SOLUTION 156 Light Pole Installtation - Main Stre 08/06/2024 33,601.73 .00 08/06/2024

3162 BRITE ELECTRICAL SOLUTION 157 Alpenhof Water Electrical Pump R 08/06/2024 233.75 .00 08/06/2024

          Total BRITE ELECTRICAL SOLUTIONS INC: 33,835.48 .00

Car Quest Auto Parts

2700 Car Quest Auto Parts 15341-190845 filters AND LUBE - NOLANS TRU 08/05/2024 4.56 .00 08/05/2024
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          Total Car Quest Auto Parts: 4.56 .00

CASELLE INC

270 CASELLE INC 134485 Contract Support & Maintenance f 08/01/2024 425.27 .00 08/25/2024

          Total CASELLE INC: 425.27 .00

CASH

1818 CASH 08012024 Certified Mail - Planning Commiss 08/01/2024 53.81 .00 08/01/2024

          Total CASH: 53.81 .00

Celeste Johnson

2709 Celeste Johnson 08012024 Annual review - Tex Couch 08/01/2024 46.37 .00 08/20/2024

          Total Celeste Johnson: 46.37 .00

CENTURYLINK 435-654-4204 775B

2562 CENTURYLINK 435-654-4204 77 07072024-333 333723442-435-654-4204 775B 07/07/2024 69.93 .00 08/06/2024

          Total CENTURYLINK 435-654-4204 775B: 69.93 .00

CHEMTECH-FORD LABORATORIES

2147 CHEMTECH-FORD LABORATOR 24H0225 BACTERIAL SAMPLES 08/06/2024 180.00 .00 09/05/2024

          Total CHEMTECH-FORD LABORATORIES: 180.00 .00

COLONIAL FLAG & SPECIALTY CO

305 COLONIAL FLAG & SPECIALTY  0321892-IN Cemetery Flag Rotation 08/07/2024 78.40 .00 09/06/2024

          Total COLONIAL FLAG & SPECIALTY CO: 78.40 .00

DITCH WITCH OF THE ROCKIES LLC

2220 DITCH WITCH OF THE ROCKIE P44315 AIR FILTERS, VACUMN 08/07/2024 759.11 .00 08/07/2024

          Total DITCH WITCH OF THE ROCKIES LLC: 759.11 .00

DJB GAS SERVICES, INC

2979 DJB GAS SERVICES, INC 0001525848 Cylander Stand, Balloon Filler w/  07/31/2024 17.03 .00 08/30/2024
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          Total DJB GAS SERVICES, INC: 17.03 .00

Executech Utah, Inc.

2614 Executech Utah, Inc. EXEC-173497 15 Hours per Month 08/01/2024 2,040.00 .00 08/31/2024

2614 Executech Utah, Inc. EXEC-174649 Cloud Storage per Device , Server 07/31/2024 925.67 .00 08/30/2024

          Total Executech Utah, Inc.: 2,965.67 .00

FINAL COMPLETION DEPOSIT

2418 FINAL COMPLETION DEPOSIT 21-023 FCD 21-023 FINAL COMPLETION DE 08/08/2024 1,500.00 .00 08/08/2024

2418 FINAL COMPLETION DEPOSIT 21-253 FCD 21-253 FINAL COMPETION DEP 07/25/2024 3,000.00 .00 08/25/2024

2418 FINAL COMPLETION DEPOSIT 22-133 FCD 22-133 FINAL COMPLETION DE 07/23/2024 3,000.00 .00 08/23/2024

          Total FINAL COMPLETION DEPOSIT: 7,500.00 .00

FUEL NETWORK

2821 FUEL NETWORK F2501E00926 Fuel Billing 08/01/2024 3,722.00 .00 08/25/2024

          Total FUEL NETWORK: 3,722.00 .00

GAGE ANDERSON

2995 GAGE ANDERSON 08052024 TIRES-SPEED LIMIT TRAILER-R 08/05/2024 237.92 .00 08/05/2024

          Total GAGE ANDERSON: 237.92 .00

GoGov

2997 GoGov 24-345 MYMIDWAY CITY APP-YEARLY  07/01/2024 4,452.00 .00 08/30/2024

          Total GoGov: 4,452.00 .00

HEBER LIGHT & POWER

1421 HEBER LIGHT & POWER 18153001 JUL 18153001 1100 Snake Creek RD- 07/31/2024 39.98 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153002 JUL 18153002 75 N 100 W - City Offic 07/31/2024 509.07 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153003 JUL 18153003 600 W 500 S Cemetery  07/31/2024 44.80 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153004 JUL 18153004 1210 N Warm Springs  07/31/2024 1,660.24 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153006 JUL 18153006 280 E 850 S Maintenan 07/31/2024 278.10 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153007-JUL 18153007 850 East Main City Par 07/31/2024 28.38 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153008 JUL 18153008 75 North 100 West-Tow 07/31/2024 428.69 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153009 JUL 18153009 60 North 200 West - Ice  07/31/2024 85.63 .00 08/22/2024
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1421 HEBER LIGHT & POWER 18153010 JUL 18153010 60 North 200 West Ice  07/31/2024 345.84 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153012 JUL 18153012 1005 N River RD 07/31/2024 25.69 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153013 JUL 18153013 160 W Main St - Comm 07/31/2024 167.95 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153014 JUL 18153014 1225 N Interlaken DR -  07/31/2024 21.80 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153015 JUL 18153015 35 W 100 N Centennial  07/31/2024 34.69 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153016 JUL 18153016 100 N 200 W - Ball Par 07/31/2024 21.31 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153017 JUL 18153017 75 N 100 W - Swiss Da 07/31/2024 64.48 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153018 JUL 18153018 1400 W Basel DR - Alpi 07/31/2024 20.93 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153019 JUL 18153019 75 N 100 W Town Squa 07/31/2024 112.14 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153021 JUL 18153021 1100 N INTERLAKEN  07/31/2024 23.26 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153022 JUL 18153022-1449 N PINE CANYON  07/31/2024 104.54 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153033-JUN 18153033 Pedestal for Swiss Day 07/31/2024 26.04 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153034 JUL 18153034 1295 W 310 N Alpenho 07/31/2024 1,686.75 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153035 JUL 18153035-280 EAST 900 SOUTH 07/31/2024 215.21 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153036 JUL 18153036 250 E Michie LN - Park  07/31/2024 21.54 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153040 JUL 18153040 300 S 300 E - Sprinkler 07/31/2024 21.20 .00 08/22/2024

1421 HEBER LIGHT & POWER 18153041 JUL 18153041-350 S 300 E-SPRINKL 07/31/2024 21.47 .00 08/22/2024

          Total HEBER LIGHT & POWER: 6,009.73 .00

HOME DEPOT Credit Services

1150 HOME DEPOT Credit Services 1032232 PIPE AND FITTINGS-CEMETER 07/14/2024 259.47 .00 08/25/2024

1150 HOME DEPOT Credit Services 9012920 ASPHALT-COLD MATERIALS PO 07/16/2024 2,410.00 .00 08/25/2024

          Total HOME DEPOT Credit Services: 2,669.47 .00

INTERMOUNTAIN PLANTINGS LLC

3157 INTERMOUNTAIN PLANTINGS L 9007847 CEMETERY LANDSCAPING 08/01/2024 3,153.14 .00 08/31/2024

3157 INTERMOUNTAIN PLANTINGS L 9007847 Landscape Maintenance 08/01/2024 11,115.57 .00 08/31/2024

          Total INTERMOUNTAIN PLANTINGS LLC: 14,268.71 .00

JIVE COMMUNICATIONS, INC.

2804 JIVE COMMUNICATIONS, INC. IN7103122422 MONTHLY BILL 08/01/2024 751.26 .00 08/16/2024

          Total JIVE COMMUNICATIONS, INC.: 751.26 .00

KAREE CANNON

2915 KAREE CANNON 35 COG- MMH 07/18/2024 733.25 .00 08/18/2024
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          Total KAREE CANNON: 733.25 .00

KARL MALONE POWERSPORTS HEBER

3175 KARL MALONE POWERSPORTS  252717 Lawn Mower Repair Parts 08/06/2024 1.49 .00 08/06/2024

          Total KARL MALONE POWERSPORTS HEBER: 1.49 .00

LEE'S MARKETPLACE

2957 LEE'S MARKETPLACE 52819 SUMMER PARTY POPCORN 07/31/2024 185.70 .00 07/31/2024

          Total LEE'S MARKETPLACE: 185.70 .00

MARY M.THOMAS

3191 MARY M.THOMAS 07192024 MIDWAY MUST HAVES-COG 07/19/2024 113.00 .00 08/19/2024

          Total MARY M.THOMAS: 113.00 .00

MIDWAY CITY

2075 MIDWAY CITY 07012024 1000 1.0000.2 Midway City Office 07/01/2024 84.00 .00 09/30/2024

2075 MIDWAY CITY 07012024 1000 1.0000.4 Town Hall Kitchen 07/01/2024 84.00 .00 09/30/2024

2075 MIDWAY CITY 07012024 1000 1.0000.5 Town Square Shelter 07/01/2024 84.00 .00 09/30/2024

2075 MIDWAY CITY 07012024 1000 1.0001.0 Cemetery Restrooms 07/01/2024 84.00 .00 09/30/2024

2075 MIDWAY CITY 07012024 1000 1.0001.3 Shop Wash Room 07/01/2024 84.00 .00 09/30/2024

          Total MIDWAY CITY: 420.00 .00

MOUNTAINLAND SUPPLY COMPANY

845 MOUNTAINLAND SUPPLY COMP S106119819.00 WELDED NIPPES 07/29/2024 737.90 .00 08/22/2024

845 MOUNTAINLAND SUPPLY COMP S106229678.0 WATER pump house 90 street elb 07/10/2024 47.60 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106288142.0 RESTROOM FLAPPER-TOWNH 07/02/2024 37.10 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106290537.0 Sprinkler Nozzle Rotors 07/15/2024 1,189.78 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106290537.0 SPINKLER NOZZLES-13 07/16/2024 884.08 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106290562.0 Galvanized Nipple Light Poles 07/09/2024 38.28 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106290579.0 Hunter Sprinkler Valve-Selonoid 07/08/2024 27.83 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106290586.0 WATER BALL VALVUE 07/03/2024 2,473.71 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106290586.0 WATER-15 - 24 Meter Lid and Rin 07/05/2024 3,214.29 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106297085.0 Centennial Park-Latch Selonoid, Z 07/09/2024 359.39 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106297085.0 Park Strip Lights - Selonoid, SPrin 07/09/2024 384.65 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106299374.0 Shelter-Toliet Flush Valvue 07/09/2024 304.78 .00 08/31/2024



Midway City Payment Approval Report - With Due Date July 2024 - Unpaid Invoices Only Page:     8

75 North 100 West Report dates: 7/1/2024-8/31/2024 Aug 13, 2024  12:30PM

Vendor Vendor Name Invoice Number Description Invoice Date Net Amount Paid Date Paid Voided Payment Due Date

Invoice Amount

845 MOUNTAINLAND SUPPLY COMP S106299425.0 Light Poles Hose Threads/Hole S 07/16/2024 213.72 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106304057.0 Valve Boxes, Marlex Tubing 07/10/2024 302.08 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106304087.0 HOMESTEAD BREAK REPAIR 07/31/2024 25.08 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106307127.0 Street Light Poles-Water Flower Fi 07/11/2024 750.48 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106307127.0 Light Pole Repair Parts 07/16/2024 2,830.78 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106307127.0 Park Strips/Flower Light Poles/Elb 07/22/2024 59.50 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106307127.0 BALL VALVES,DRILL BITS, ARB 07/29/2024 280.15 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106307127.0 FLOWER WATER STYSTEM-LIG 07/31/2024 151.73 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106307127.0 CONTROL VALVE-FLOWER LIG 08/01/2024 108.90 .00 09/30/2024

845 MOUNTAINLAND SUPPLY COMP S106310141.0 Pavilion-Closet Flush Valve 07/11/2024 152.39 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106314285.0 Park Strip Lights - Parts 07/15/2024 40.40 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106321086.0 Light Pole Repairs-Street Project 07/16/2024 107.38 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106321086.0 Flower Light Poles/Connectors 07/22/2024 226.50 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106322251.0 Garden Hose for Light Pole 07/17/2024 129.78 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106322251.0 Swivel Connectors/Pipe Fittings/W 07/22/2024 397.29 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106324907.0 WATER METER UPGRADE RIN 08/06/2024 251.35 .00 09/30/2024

845 MOUNTAINLAND SUPPLY COMP S106331206.0 Vehicle Lights and Hitches - 3 Ne 07/23/2024 1,599.00 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106337140.0 BLUE POLY CTS ROLES-WATER 07/30/2024 38.33 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106337140.0 WATER LEAK REPAIR-HOMEST 07/30/2024 38.33 .00 08/30/2024

845 MOUNTAINLAND SUPPLY COMP S106343492.0 Pilot Drill Bit/Elbow/Hose Tap Tim 07/25/2024 369.12 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106343492.0 DIGITAL HOSE TIMER-FLOWER 07/30/2024 179.70 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106343492.0 SPRINKLER TIMER-CENTENNIA 08/01/2024 1,627.90 .00 09/30/2024

845 MOUNTAINLAND SUPPLY COMP S106351276.0 RIVER ROAD ROUNDABOUT-VA 07/29/2024 40.94 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106356440.0 SERVIVE BED-PLOW MAIN 07/31/2024 23,284.43 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106356663.0 FLAT BED FOR F250 07/31/2024 9,735.77 .00 08/31/2024

845 MOUNTAINLAND SUPPLY COMP S106365923.0 HAMLET PARK-PARTS 08/02/2024 30.60 .00 09/30/2024

845 MOUNTAINLAND SUPPLY COMP S106369400.0 Swivel HOSE-PARK STRIP LIGH 08/05/2024 41.79 .00 09/30/2024

845 MOUNTAINLAND SUPPLY COMP S106374869.0 3 WAY WATER METER WRENC 08/07/2024 153.33 .00 09/30/2024

          Total MOUNTAINLAND SUPPLY COMPANY: 52,866.14 .00

ODP BUSINESS SOLUTIONS LLC

875 ODP BUSINESS SOLUTIONS LL 378485510001 STAPLES AND PAPER FOR ADM 08/02/2024 318.97 .00 09/01/2024

          Total ODP BUSINESS SOLUTIONS LLC: 318.97 .00

O'REILLY AUTO PARTS

2215 O'REILLY AUTO PARTS 3664-430713 Shop MATERIALS 08/05/2024 26.98 .00 08/05/2024

2215 O'REILLY AUTO PARTS 3664-432660 Seat Covers-Cory, Nolan, Travus 08/12/2024 2,077.80 .00 08/22/2024
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          Total O'REILLY AUTO PARTS: 2,104.78 .00

Out of Pocket Refund Fees

2594 Out of Pocket Refund Fees 07312024 OUT OF POCKET REFUND 07/31/2024 3,308.27 .00 08/20/2024

          Total Out of Pocket Refund Fees: 3,308.27 .00

RURAL WATER ASSOC OF UTAH

1000 RURAL WATER ASSOC OF UTA 21650 RURAL WATER CONSUMER RE 07/09/2024 600.00 .00 08/08/2024

          Total RURAL WATER ASSOC OF UTAH: 600.00 .00

SAFETY SUPPLY & SIGN CO INC

1015 SAFETY SUPPLY & SIGN CO IN 190426 Safety Glasses-Public Works 07/31/2024 158.40 .00 08/30/2024

1015 SAFETY SUPPLY & SIGN CO IN 190426 SIGNS FOR PARKING 07/31/2024 424.20 .00 08/30/2024

1015 SAFETY SUPPLY & SIGN CO IN 190515 Safety VESTS FOR PW 08/06/2024 592.80 .00 09/05/2024

1015 SAFETY SUPPLY & SIGN CO IN 190528 Safety JACKET-ELROY PUBLIC  08/07/2024 105.60 .00 09/06/2024

1015 SAFETY SUPPLY & SIGN CO IN 190529 StreeT PARKING BRACKETS 08/07/2024 156.48 .00 09/06/2024

          Total SAFETY SUPPLY & SIGN CO INC: 1,437.48 .00

SKAGGS COMPANIES INC

1934 SKAGGS COMPANIES INC 450_A_238802 HOMEFRONT PROTECTIVE-TR 07/23/2024 95.00 .00 08/22/2024

          Total SKAGGS COMPANIES INC: 95.00 .00

SMITH & EDWARDS WEST JORDAN

2961 SMITH & EDWARDS WEST JOR 27951 Shane Owens - Clothing Allowanc 08/12/2024 514.97 .00 08/12/2024

2961 SMITH & EDWARDS WEST JOR 284680 Clothing Allowance - Preston Broa 07/16/2024 254.90 .00 08/15/2024

          Total SMITH & EDWARDS WEST JORDAN: 769.87 .00

STANDARD PLUMBING SUPPLY CO.

1045 STANDARD PLUMBING SUPPLY  XCXT49 SprinkER HEADS-FLOWERS 07/29/2024 117.76 .00 08/09/2024

1045 STANDARD PLUMBING SUPPLY  XDD838 MINI SHOVEL/LIMB LOPPER-PA 07/31/2024 50.98 .00 08/10/2024

1045 STANDARD PLUMBING SUPPLY  XDH975 STREET LIGHT-HOLESAW 08/01/2024 40.10 .00 08/11/2024

1045 STANDARD PLUMBING SUPPLY  XDJ223 SprinkER CONNECTOR-FLOWE 08/01/2024 65.84 .00 08/11/2024

1045 STANDARD PLUMBING SUPPLY  XDJM13 RETURN OF BACKPACK SPRAY 08/02/2024 191.98- .00 08/12/2024

1045 STANDARD PLUMBING SUPPLY  XDM681 PARTS FOR WATER REPAIR-BU 08/03/2024 31.19 .00 08/13/2024
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1045 STANDARD PLUMBING SUPPLY  XDQP46 MITE CONTROLS FOR FLOWER 08/05/2024 31.99 .00 08/15/2024

1045 STANDARD PLUMBING SUPPLY  XDQP66 SprinkER NOZZLES-PARKS 08/05/2024 26.25 .00 08/15/2024

1045 STANDARD PLUMBING SUPPLY  XDRG40 DISPOSAL GLOVES-WEEDS SP 08/06/2024 7.99 .00 08/16/2024

1045 STANDARD PLUMBING SUPPLY  XDRP53 ANT KILLER ANT BAIT 08/06/2024 46.96 .00 08/16/2024

1045 STANDARD PLUMBING SUPPLY  XFB676 TOWN SQUARE-MISC PARTS 08/08/2024 38.62 .00 08/18/2024

1045 STANDARD PLUMBING SUPPLY  XFBT49 SprinkLERS-MAIN STREET 08/08/2024 54.86 .00 08/18/2024

1045 STANDARD PLUMBING SUPPLY  XFDZ86 WATER PARTS/LANDSCAPING  08/09/2024 19.32 .00 08/19/2024

          Total STANDARD PLUMBING SUPPLY CO.: 339.88 .00

STATE OF UTAH

2422 STATE OF UTAH 08012024 2ND QUARTER OF 2024 08/01/2024 1,487.00 .00 08/20/2024

          Total STATE OF UTAH: 1,487.00 .00

TIMBERLINE ACE HARDWARE

1170 TIMBERLINE ACE HARDWARE 171567 Paint/PRIMER-COMMUNITY CE 08/01/2024 67.96 .00 08/01/2024

1170 TIMBERLINE ACE HARDWARE 177031 FERTLIZER-CEMETERY 07/30/2024 20.69 .00 08/10/2024

1170 TIMBERLINE ACE HARDWARE 177071 AXE TRAILS MAINTENANCE 07/31/2024 65.68 .00 08/10/2024

1170 TIMBERLINE ACE HARDWARE 177073 AXES AND HANDLES 07/31/2024 1.80 .00 08/10/2024

1170 TIMBERLINE ACE HARDWARE 177093 AXES AND HANDLE RETURN-P 07/31/2024 17.99- .00 08/10/2024

1170 TIMBERLINE ACE HARDWARE 177206 BACKPACK SPRAYER-WEEDS 08/05/2024 142.18 .00 08/15/2024

1170 TIMBERLINE ACE HARDWARE 177222 HEX KEY TOOL SET-WATER SE 08/05/2024 33.29 .00 08/15/2024

1170 TIMBERLINE ACE HARDWARE 177315 EQUIPMENT MAINTENANCE-TR 08/08/2024 23.01 .00 08/08/2024

1170 TIMBERLINE ACE HARDWARE 177341 VEHICLE AIR FRESHNERS, BEE  08/08/2024 145.51 .00 08/18/2024

1170 TIMBERLINE ACE HARDWARE 177413 Motomix for Parks 08/12/2024 35.00 .00 09/10/2024

1170 TIMBERLINE ACE HARDWARE 177416 wire strippers-cemetery Travus 08/12/2024 19.79 .00 08/22/2024

          Total TIMBERLINE ACE HARDWARE: 536.92 .00

TIMP ENGINEERING LLC

3074 TIMP ENGINEERING LLC 1471 Homestead RESORT-ENGINEER 07/31/2024 7,045.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1472 LABARGE SUBDIVISION-DEV R 07/31/2024 2,240.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1473 MT SPA/AMEYALLI-DEV REVIE 07/31/2024 4,150.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1474 MALINKA SUBDIVISION-DEV RE 07/31/2024 1,820.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1475 RIVER ROAD ASPHALT INSPEC 07/31/2024 225.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1476 General Engineering Tasks 07/31/2024 140.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1477 SOUTHILL-DEV REVIEW ENGIN 07/31/2024 980.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1478 SPRINGER VILLAGE-ENGINEER 07/31/2024 280.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1479 SCOTCH FIELDS-ENGINEERIN 07/31/2024 450.00 .00 08/30/2024
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3074 TIMP ENGINEERING LLC 1480 Homestead TRAIL-WORKING WI 07/31/2024 10,270.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1481 Work on trail design-NORTH CEN 07/31/2024 5,305.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1482 TRAIL DESIGN AND PLANS 07/31/2024 2,170.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1483 Work on trail design-NORTH CEN 07/31/2024 5,305.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1484 2024 ROAD SURFACE TREATM 07/31/2024 1,400.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1485 GENERAL WATER ENGINEERIN 07/31/2024 1,320.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1486 GENERAL ENGINEERING TASK 07/31/2024 1,980.00 .00 08/30/2024

3074 TIMP ENGINEERING LLC 1487 GENERAL ENGINEERING-CUT  07/31/2024 330.00 .00 08/30/2024

          Total TIMP ENGINEERING LLC: 45,410.00 .00

TNT WORKSHOP

3192 TNT WORKSHOP 1001 COG-MIDWAY MUST HAVES 08/01/2024 234.50 .00 09/01/2024

          Total TNT WORKSHOP: 234.50 .00

VERIZON WIRELESS

1305 VERIZON WIRELESS 9970357064 PUBLIC WORKs 08/01/2024 306.03 .00 08/24/2024

1305 VERIZON WIRELESS 9970357064 Water 08/01/2024 40.01 .00 08/24/2024

1305 VERIZON WIRELESS 9970357064 Tree USA 08/01/2024 40.01 .00 08/24/2024

1305 VERIZON WIRELESS 9970357064 PLANNING 08/01/2024 42.86 .00 08/24/2024

1305 VERIZON WIRELESS 9970357064 BUILDING 08/01/2024 84.97 .00 08/24/2024

1305 VERIZON WIRELESS 9970357064 Admin 08/01/2024 80.02 .00 08/24/2024

1305 VERIZON WIRELESS 9970357064 Ice Rink Jet Pack 08/01/2024 45.19 .00 08/24/2024

2783 VERIZON WIRELESS 9970374646 backnet -verizon 08/01/2024 377.83 .00 08/24/2024

          Total VERIZON WIRELESS: 1,016.92 .00

WASATCH AUTO PARTS

1310 WASATCH AUTO PARTS 301985 VAC TRAILER -HOSE FITTINGS 07/29/2024 45.68 .00 08/10/2024

1310 WASATCH AUTO PARTS 302524 PLAT COMPACTOR-REPAIRS 08/06/2024 13.48 .00 08/16/2024

          Total WASATCH AUTO PARTS: 59.16 .00

WASATCH COUNTY SOLID WASTE

1360 WASATCH COUNTY SOLID WAS 5993 STREET LIGHT-DISPOSAL 08/02/2024 35.00 .00 08/12/2024

1360 WASATCH COUNTY SOLID WAS 80293 AUGUS CENTENNIAL PARK-EXTRA BIN 08/01/2023 141.00 .00 08/23/2024

1360 WASATCH COUNTY SOLID WAS 80294 AUGUS .80294 Hamlet Park 08/01/2023 70.50 .00 08/23/2024

1360 WASATCH COUNTY SOLID WAS 90042 AUGUS .90042 COMMUNITY CENTER 08/01/2024 164.50 .00 08/23/2024

1360 WASATCH COUNTY SOLID WAS 90291 AUGUS .90291 PARK AND OFFICES 08/01/2023 47.00 .00 08/23/2024
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1360 WASATCH COUNTY SOLID WAS 90292 AUGUS .90292 Cemetery 08/01/2024 110.00 .00 08/23/2024

1360 WASATCH COUNTY SOLID WAS 90638 AUGUS .90638 MICHIE LANE 08/01/2024 47.00 .00 08/23/2024

1360 WASATCH COUNTY SOLID WAS 93287 AUGUS .93287 MIDWAY CITY SHOP 08/01/2024 110.00 .00 08/23/2024

          Total WASATCH COUNTY SOLID WASTE: 725.00 .00

Water Hydrant Rental Refund

2973 Water Hydrant Rental Refund 08082024 RETURN DEPOSIT FOR METER 08/08/2024 2,000.00 .00 08/08/2024

          Total Water Hydrant Rental Refund: 2,000.00 .00

WAVE PUBLISHING

1365 WAVE PUBLISHING L18273 VAC MEETING NOTICE 08/07/2024 37.00 .00 08/10/2024

1365 WAVE PUBLISHING L18274 OPEN SPACE MEETING 08/07/2024 37.00 .00 08/10/2024

1365 WAVE PUBLISHING L18275 PLANNING COMMISSION Meetin 08/07/2024 39.31 .00 08/10/2024

1365 WAVE PUBLISHING L18276 ORD ADOPTIONS-NOTICE 08/07/2024 67.00 .00 08/10/2024

1365 WAVE PUBLISHING L18277 CC MEETING NOTICE 08/07/2024 166.50 .00 08/10/2024

          Total WAVE PUBLISHING: 346.81 .00

WEX BANK

1821 WEX BANK 98842004 FUEL-BACKNET 07/31/2024 243.28 .00 08/26/2024

          Total WEX BANK: 243.28 .00

WHEELER MACHINERY CO

1375 WHEELER MACHINERY CO PS001744942 SKIDLOADER PART 08/07/2024 92.49 .00 08/17/2024

          Total WHEELER MACHINERY CO: 92.49 .00

          Grand Totals:  213,262.50 .00

           Dated: ______________________________________________________

City Treasurer: _____________________________________________________
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Report Criteria:

Detail report.

Invoices with totals above $0.00 included.

Only unpaid invoices included.
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Memo 
 

 
Date: 12 August 2024 
 

To:  
 

Cc:  
 

From: Brad Wilson, City Recorder 
 

RE: Minutes of the 6 August 2024 City Council Work Meeting 
 
 
Please note that the following minutes await formal approval and are in draft or 
unapproved form. 
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MINUTES OF THE 
MIDWAY CITY COUNCIL 

 

(Work Meeting) 
 

Tuesday, 6 August 2024, 5:00 p.m. 
Midway Community Center, Council Chambers 

160 West Main Street, Midway, Utah 
 

 
Note: Notices/agendas were posted at 7-Eleven, The Market Express, the United States Post 
Office, the Midway City Office Building, and the Midway Community Center.  Notices/agendas 
were provided to the City Council, City Engineer, City Attorney, Planning Director, and The 
Wasatch Wave. The public notice/agenda was published on the Utah State Public Notice 
Website and the City’s website. A copy of the public notice/agenda is contained in the 
supplemental file. 
 
 
1. Call to Order 
 
Mayor Johnson called the meeting to order at 5:03 p.m. 
 
Members Present: 
 
Celeste Johnson, Mayor 
Jeff Drury, Council Member 
Lisa Orme, Council Member 
Kevin Payne, Council Member (Participated 

Electronically) 
Craig Simons, Council Member 
JC Simonsen, Council Member 
 

Staff Present: 
 
Corbin Gordon, Attorney 
Michael Henke, Planning Director 
Wes Johnson, Engineer 
Katie Villani, Planner 
Brad Wilson, Recorder 
 
 
 

 
Note: A copy of the meeting roll is contained in the supplemental file. 
 
 
2. Law Enforcement Agreement (City Attorney – Approximately 60 minutes) – Discuss a draft 

agreement between Midway City and the Heber City Police Department for additional law 
enforcement. 

 
The Council, staff, and meeting attendees discussed the following items: 
 

• The City needed to repair its relationship with the Wasatch County Sheriff’s Department. 
This relationship would become worse because of the City contracting with the Heber 
City Police Department for additional law enforcement. 

• The Sheriff was an elected official and needed to satisfy the voters. 
• The memorandum of understanding (MOU) with the Police Department would be 

finalized. The Mayor would then meet with both law enforcement agencies to establish 
responsibilities. She would also do public relations work to let residents know that both 
were good agencies. 

• The Heber City Council agreed to the MOU but did not want to subsidize it in any way. 
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• The MOU could be approved at the next meeting of the Midway City Council. 
• Services would be provided as the necessary equipment became available. 
• The MOU included two officers with one in Midway between 7 a.m. and 7p.m. It also 

included two Midway branded vehicles. 
• There would not be a formal contract. 
• Midway would pay the cost of any needed equipment, administration, and labor. The 

costs would be the same as paid by Heber City. 
• The arrangement could end if the costs increased dramatically. 
• Dispatch would continue to be provided by the Wasatch County Sheriff's Department. 

The Sheriff’s Department would bill Midway directly for the service. 
• Dispatch should be paid for with residents’ property taxes. The County disagreed. 
• Heber City had crossing guards that Midway could use. 
• Law enforcement, not crossing guards, should be used for traffic and pedestrian control 

at events. 
• The costs for additional law enforcement needed to be solidified and better defined. 
• The City should negotiate the cost for additional law enforcement rather than just 

accepting the Police Department’s proposal. 
• The initial arrangement should be for one rather than two years. 
• Midway needed to have a good relationship with the Sheriff’s Department in case it 

needed to go back to it for additional service. 
• The cost for administration included payroll, etc. 
• The Police Department would provide whatever data and information that Midway 

needed. The Chief or his deputy would attend any council meetings to answer questions. 
Reporting would be an important part of the arrangement. 

• The Police Department would have a consistent presence in Midway and it would be 
rare that the assigned officer would be called to Heber City. The officer might be called 
to Heber City, but officers could also be called to Midway. 

• There was an incentive for the Police Department to earn Midway’s trust. 
• Would the Sheriff’s Department respond to the emergency calls in Midway while the 

Police Department was on duty in the City? The Police Department would respond to 
any emergency calls while it was on duty in Midway. 

• There was a growing concern with certain electric vehicles used by kids. Staff were 
working on an ordinance regarding the issue. Kids needed to be outside, but they did not 
have driver’s licenses and drove these vehicles on the streets, sidewalks, etc. The 
vehicles included golf carts. 

 
 
3. Resolution 2024-21 / Homestead Resort, Phases 1 and 2 
 
Council Member Drury asked why the term development agreement, as it related to the 
Homestead Resort, had been removed from the regular meeting agenda. Corbin Gordon 
responded that a new state law prohibited development agreements under certain conditions. 
He added that a resolution could be passed with the same verbiage, but the developer did not 
have to sign it. 
 
Council Member Drury asked if a development agreement could be required for an amendment. 
Mr. Gordon responded that it could be required. 
 
 
4. Homestead Resort / Swiss Haven / Noise 
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Council Member Orme asked if anyone had complained about early morning construction noise 
from the Homestead Resort. Council Member Simons added that there was also construction 
noise from Swiss Haven. Mark Austin, a resident who was attending the meeting, also added 
that loud music was being played at the Homestead’s pool area. Michael Henke noted that the 
Municipal Code regulated noise including construction noise. Mayor Johnson indicated that just 
because you could hear something did not mean that it violated the Code. 
 
Council Member Payne thought that the Code should have teeth for effective enforcement, but 
that the Homestead should purchase a decibel meter and police the noise itself. 
 
Council Member Simonsen pointed out that the Code could be amended if needed. 
 
 
5. Adjournment 
 
The meeting was adjourned at 5:59 p.m. 
 
 
 
 
 
                                                                          
Celeste Johnson, Mayor     Brad Wilson, Recorder 
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Date: 15 August 2024 
 

To:  
 

Cc:  
 

From: Brad Wilson, City Recorder 
 

RE: Minutes of the 6 August 2024 City Council Regular Meeting 
 
 
Please note that the following minutes await formal approval and are in draft or 
unapproved form. 
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MINUTES OF THE 
MIDWAY CITY COUNCIL 

 

(Regular Meeting) 
 

Tuesday, 6 August 2024, 6:00 p.m. 
Midway Community Center, Council Chambers 

160 West Main Street, Midway, Utah 
 

 
Note: Notices/agendas were posted at 7-Eleven, The Market Express, the United States Post 
Office, the Midway City Office Building, and the Midway Community Center.  Notices/agendas 
were provided to the City Council, City Engineer, City Attorney, Planning Director, and The 
Wasatch Wave. The public notice/agenda was published on the Utah State Public Notice 
Website and the City’s website. A copy of the public notice/agenda is contained in the 
supplemental file. 
 
 
1. Call to Order; Pledge of Allegiance; Prayer and/or Inspirational Message 
 
Mayor Johnson called the meeting to order at 6:06 p.m. She indicated that the items for the 
Homestead Resort and the Probst Meadows Subdivision would not be considered that night. 
 
Members Present: 
 
Celeste Johnson, Mayor 
Jeff Drury, Council Member 
Lisa Orme, Council Member 
Kevin Payne, Council Member (Participated 

Electronically) 
Craig Simons, Council Member 
JC Simonsen, Council Member 
 

Staff Present: 
 
Corbin Gordon, Attorney 
Michael Henke, Planning Director 
Wes Johnson, Engineer 
Katie Villani, Planner 
Brad Wilson, Recorder 
 
 

 
Note: A copy of the meeting roll is contained in the supplemental file. 
 
 
Mayor Johnson led the Council and meeting attendees in the pledge of allegiance. Council 
Member Simons gave the prayer and/or inspirational message.  
 
 
2. Consent Agenda 
 

a. Agenda for the 6 August 2024 City Council Regular Meeting 
b. Warrants 
c. Minutes of the 16 July 2024 City Council Regular Meeting 
d. First one-year extension of the preliminary and final approval for the Springer 

Homestead One Lot Subdivision located at 250 West Main Street (Zoning is R-1-7) 
e. Conclude the warranty period and release the remainder of the bond for the Lower Burgi 

Hill Subdivision, located at 1218 North Interlaken Drive, subject to the payment of all 
fees due to Midway City. 
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f. Appoint Chuck James as a full member of the Midway City Historic Preservation 
Committee. 

 
 
Note: Copies of items 2a through 2f are contained in the supplemental file. 
 
 
Motion: Council Member Simonsen moved to approve the consent agenda as listed. 
 
Second: Council Member Orme seconded the motion. 
 
Discussion: None 
 
Vote: The motion was approved with the Council voting as follows: 
 
   Council Member Drury  Aye 
   Council Member Orme  Aye 
   Council Member Payne  Aye 
   Council Member Simons  Aye  
   Council Member Simonsen  Aye 
 
 
3. Public Comment – Comments were taken for items not on the agenda. 
 
Mayor Johnson asked if there were any comments from the public for items not on the agenda.  
 
 
Homestead Resort / Compliance / Trail / Irrigation Water / Water Rights 
 
Mark Austin made the following comments: 
 

• The Homestead Resort was out of compliance with several items. Work on the property 
should be stopped or conditions imposed. 

• The Homestead had not built the required trail along Homestead Drive. Deadlines in 
October 2021 and 1 August 2024 had been missed. That section of trail not being 
complete was a safety issue. 

• Over 200 residents received their irrigation water through the Homestead’s system. They 
had been without irrigation water while the Homestead repaired its system. 

• The Homestead should comply with all requirements before receiving any approvals. 
• The Homestead’s water rights were in question. Wasatch County required water rights 

before they granted approval. 
• The City needed to take leadership. 
• When would the City require compliance? 

 
Mayor Johnson responded with the following comments: 
 

• The Homestead assured the City that the trail would be completed by September 15th of 
that year. 

• The Midway Irrigation Company not the City was responsible for the irrigation system. 
• A plat map could not be recorded until the necessary water right were provided to the 

City. 
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Mr. Austin made the following additional comments: 
 

• The recording of a plat map would be too far along in the process. 
• Midway citizens and taxpayers were affected by the lack of irrigation water. 
• The City should care and work with all parties to resolve the issues. 
• What incentive did the Homestead have to complete the trail by September 15th? 

 
 
North Center Street Trail / Public Comment Forum 
 
Roland Griffith made the following comments: 
 

• Requested another forum for public comment regarding the planned trail along the north 
section of Center Street. 

• A promised update on the project should be provided. 
• It was never too late to do the right thing. 
• The forum should be held even though it had not been done for other projects. 
• The proposed design was not the safest or most fiscally sound. 
• The electrical poles should be buried, and the trees protected. 
• A public forum would help find a better solution. 

 
 
Homestead Resort / Trees / Historic Building 
 
Randy Lundin made the following comments: 
 

• Most of the trees removed by the Homestead were in the State’s right-of-way for 
Homestead Drive. 

• Did they have a permit to remove the trees? 
• This issue should have been addressed before they were removed. 
• Some of the trees were 150 years old. 
• They were removed at 5 a.m. 
• How was the historic building on the property razed without the City’s approval? Would 

the Homestead be fined? 
• The workers did not want to raze the building but were threatened that they would be 

fired if they didn’t. 
• Large companies could break the law without consequences. 
• The Homestead had noxious weeds on its property which were not cut down until they 

went to seed. 
 
Mayor Johnson responded that the trees would be replaced with healthier ones. 
 
Council Member Drury indicated that Section 16.14.110 of the Municipal Code dealt with trees 
and vegetation. He added that one tree removed had to be replaced with two of a certain size. 
He asked if the Homestead violated this section. Michael Henke responded with the following 
comments: 
 

• The Homestead supplied a landscaping plan to the City. This plan did not include 
retaining the trees. 
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• They wanted a different presentation for the resort. 
• The final approval from UDOT did not include the existing trees. 
• It was uncertain if the City could prohibit removing existing trees. 

 
Mayor Johnson responded with the following comments: 
 

• The historic structure would be rebuilt. 
• The lower third of the structure had rotted. 
• Razing it was a violation. 
• The signage on it would be increased. 
• A fine would cost less than rebuilding the structure. 
• The City held everyone accountable for violations. 

 
 
Trees / Borers and Beetles 
 
Glenn Baudley warned that trees in the area needed to be treated because borers and beetles 
were killing them. 
 
No further comments were offered. 
 
 
4. Department Reports 
 
 
Ice Rink / Maintenance 
 
Council Member Drury reported that maintenance issues at the City’s ice rink were being 
discussed. 
 
 
HVRR / Management / North Pole Express 
 
Mayor Johnson reported that the Heber Valley Railroad (HVRR) was well managed. She 
indicated that its North Pole Express was almost sold out and an additional small train had been 
added. 
 
 
HVSSD / Protection Zones 
 
Mayor Johnson reported that the Heber Valley Special Service District (HVSSD) had applied for 
protection zones around its sewer treatment facility. She added that the application process 
would take several months. 
 
 
MSD / Odors 
 
Mayor Johnson reported that the Midway Sanitation District (MSD) continued testing for and 
resolving odors from its manholes. 
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Caring Coalition / Dinner in the Park 
 
Mayor Johnson reported on the Caring Coalition and its Dinner in the Park event which the City 
helped sponsor. 
 
 
HB 476 / Development Agreements 
 
Mayor Johnson reported that a provision in House Bill 476 prohibited many development 
agreements. The provision was effective 1 May 2024. 
 
 
SB 174 / Sign Ordinance / Employee Handbook / E-bikes / Annexation Boundary 
 
Katie Villani reported that the Planning Department was working on the following items: 
 

• Code amendments required by Senate Bill 174. 
• New sign regulations 
• New employee handbook 
• E-bike regulations 
• Expanding the City’s annexation boundary. 

 
 
5. Potential Grants / Presentation (Nancy O’Toole – Approximately 10 minutes) – Receive 

and discuss a presentation on potential grants. 
 
Mayor Johnson indicated that Nancy O’Toole was not in attendance and the presentation would 
be given at another meeting. 
 
 
6. Ordinance 2024-12 / Old Trace Hollow Annexation (Jared Hutchings – Approximately 20 

minutes) – Discuss and possibly deny, continue, or adopt Ordinance 2024-12 approving the 
Old Trace Hollow Annexation located at 1221 North Pine Canyon Road. Recommended for 
approval with conditions by the Midway City Planning Commission. Public Hearing 

 
Michael Henke gave a presentation regarding the request and reviewed the following items: 
 

• Land use summary 
• Location of the development 
• Land use map 
• Sensitive lands map 
• Wetlands area 
• Annexation plat map 
• Master trails plan 
• Items to consider 
• Possible findings 
• Proposed conditions 

 
Mr. Henke also made the following comments: 
 

• The Planning Commission recommended approval. 
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• The property would have one lot instead of three or a resort. 
• The lot could not be further subdivided. 
• The petitioner should help pay for the trail along the property. 
• The property would have more density if it was developed in the County. 

 
 
Note: A copy of Mr. Henke’s presentation is contained in the supplemental file. 
 
 
Council Member Drury noted that the roads in the area were used by a lot of cyclists. 
 
 
Public Hearing 
 
Mayor Johnson opened the hearing and asked if there were any comments from the public. 
 
 
George Reed 
 
Mr. Reed indicated that developing the property would block the view from The Lodges at 
Snake Creek. He asked the requirements for elevation and the location of the house and other 
buildings. Mr. Henke responded that any structures had to meet the required setbacks and be 
out of any wetlands and wetlands buffers. He added that the elevations and building site had not 
yet been determined. He indicated that all structures would have to be 35 feet high or less from 
natural grade. 
 
Mayor Johnson closed the hearing when no further public comment was offered. 
 
 
Motion: Council Member Simons moved to adopt Ordinance 2024-12 approving the Old Trace 
Hollow Annexation with the following findings and conditions: 
 

• The proposal was a legislative action.  
• The proposed annexation complied with the intent of the annexation code. 
• The City would gain control over land use and zoning if the area was annexed. 
• The proposal would increase density and traffic to the area, but the density of the project 

was relatively low at a single-family dwelling on 3.5 acres. This would help promote the 
vision of the general plan to preserve more open areas and a rural atmosphere. 

• Annexation would promote connectivity of trails and bike lanes set forth in the Midway 
City General Plan. 

• All required water rights would be dedicated to the City, before the subdivision plat was 
recorded, as recommended by the Midway Water Advisory Board.  

• A deed restriction was recorded on the lot that in perpetuity restricted the lot from being 
further subdivided and a note was included on the subdivision plat map that explained 
this limitation on the lot.   

• The owners would dedicate the remaining portion of the right-of-way needed for Pine 
Canyon Road (which would include use as a bike lane). The owners would also dedicate 
a 20’ public trail easement along the east side of the property. The dedications were 
required as part of the subdivision plat map.  

• Funds to build the bike lane along Pine Canyon Road were added to the general trails 
fund. Those funds would be used as part of a larger improvement project that would 
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complete the bike lane along the entirety of Pine Canyon Road. 
• The driveway to the lot, which accessed Pine Canyon Road, would have a turn around 

so that no vehicles would back into Pine Canyon Road. 
• A park donation fee of $2,061.89 was required prior to the recording of the annexation 

plat map. A trail fee of $4,950.50 would be paid by the applicant prior to recording the 
annexation plat map.   

• The applicant would comply with all Midway City, Midway Sanitation District, and Midway 
Irrigation Company requirements for water and sewer. 

 
Second: Council Member Payne seconded the motion. 
 
Discussion: None 
 
Vote: The motion was approved with the Council voting as follows: 
 
   Council Member Drury  Aye 
   Council Member Orme  Aye 
   Council Member Payne  Aye 
   Council Member Simons  Aye  
   Council Member Simonsen  Aye 
 
 
7. Resolution 2024-23 / Old Trace Hollow Annexation Agreement (City Attorney – 

Approximately 5 minutes) – Discuss and possibly deny, continue, or approve Resolution 
2024-23 adopting an annexation agreement for the Old Trace Hollow Annexation located at 
1221 North Pine Canyon Road. 

 
Corbin Gordon indicated that there were no changes to the proposed agreement. 
 
 
Motion: Council Member Drury moved to approve Resolution 2024-23 adopting the Old Trace 
Hollow Annexation Agreement as provided. 
 
Second: Council Member Orme seconded the motion. 
 
Discussion: None 
 
Vote: The motion was approved with the Council voting as follows: 
 
   Council Member Drury  Aye 
   Council Member Orme  Aye 
   Council Member Payne  Aye 
   Council Member Simons  Aye  
   Council Member Simonsen  Aye 
 
 
8. MC Midway Acquisitions / Conditional Use Permit (Mickey Carusillo – Approximately 20 

minutes) – Discuss and possibly deny, continue, or grant a conditional use permit for a 
mixed-use development located at 203 East Main Street (Zoning is C-2). Recommended for 
approval with conditions by the Midway City Planning Commission. Public Hearing 
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Michael Henke gave a presentation regarding the proposed conditional use and reviewed the 
following items: 
 

• Land use summary 
• Location of the property 
• Pictures 
• Floor plan 
• Possible findings 
• Recommended conditions 

 
Mr. Henke also made the following comments: 
 

• The request was for a mixed-use development. 
• Currently the property was completely commercial. 
• The north building would be converted back into a residence. 
• The south building would remain commercial. 
• There would be a hard surface driveway and parking stalls for the residence. The rest of 

the driveway going around the house and then to the south would not be paved and was 
not required to be a hard surface. It could remain so long as it was used once a year. 

• The first proposed condition had been met. 
• A deed restriction was required on the property and not others because the Municipal 

Code had changed. 
 
 
Note: A copy of Mr. Henke’s presentation is contained in the supplemental file. 
 
 
Public Hearing 
 
Mayor Johnson opened the hearing and asked if there were any comments from the public. She 
closed the hearing when no public comment was offered. 
 
 
The applicants indicated that the planned residence was over 100 years old and had been 
moved to the property. They would live in the residence.  
 
 
Motion: Council Member Drury moved to approve the conditional use permit for MC Midway 
Acquisitions at 203 East Main Street with the following findings and conditions: 
 

• The proposed use was a conditional use in the C-2 zone.  
• The proposal was consistent with the vision of the General Plan for Main Street.  
• A commercial deed restriction would be provided to the City for review and approval. 

The deed restriction would be recorded before the Certificate of Occupancy was issued 
for the dwelling. 

 
Second: Council Member Simons seconded the motion. 
 
Discussion: None 
 
Vote: The motion was approved with the Council voting as follows: 
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   Council Member Drury  Aye 
   Council Member Orme  Aye 
   Council Member Payne  Aye 
   Council Member Simons  Aye  
   Council Member Simonsen  Aye 
 
 
9. Resolution 2024-25 / Special Bond Election (Bond Counsel – Approximately 15 minutes) 

– Discuss and possibly deny, continue, or adopt Resolution 2024-25 providing for a Special 
Bond Election to be held on 5 November 2024, for the purpose of submitting to the qualified 
electors of Midway City, Utah, a proposition regarding the issuance of not to exceed 
$5,000,000 general obligation bonds to finance all or a portion of the costs to preserve open 
space and related improvements. 

 
Brad Wilson gave a presentation regarding the proposed resolution and reviewed the following 
items: 
 

• Important dates in the bond election process. 
• 2018 ballot language 
• Proposed 2024 ballot language 
• Voter information pamphlet 
• Argument selection for the information pamphlet. 

 
Mr. Wilson also made the following comments: 
 

• The resolution could not include a not to exceed amount for the tax impact. 
• Suggested a condition allowing the tax impact to be updated before the resolution was 

provided to the Lieutenant Governor’s office. 
 
 
Note: A copy of Mr. Wilson’s presentation is contained in the supplemental file. 
 
 
The Council, staff, and meeting attendees discussed the following items: 
 

• Bond funds should only be used to preserve open space within the annexation boundary 
of the City at the time of the bond fund commitment for a particular project. 

• Once a resolution was approved the City had to be an impartial party in the bond 
election. This included elected officials, staff, and committee members. None of the 
City’s resources could be spent advocating for or against the bond. 

• The results of a bond election could be jeopardized if the City or anyone affiliated with 
the City advocated regarding the issue. 

• Private citizens or organizations like Preserve Midway would have to be the advocates. 
• Existing signs noting the open space that had been preserved would not violate the 

impartiality restriction. 
• City staff could provide information regarding the proposed pond. 

 
 
Motion: Council Member Drury moved to approve Resolution 2024-25 authorizing a special 
bond election and adopting the ballot language as provided with the following changes: 
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• The bond funds could be used for properties in the Midway City growth boundary as it 

existed at the time of the property owner applying for the funds. 
• The tax liability could be updated to the most current and accurate amount. 

 
Second: Council Member Payne seconded the motion. 
 
Discussion: None 
 
Vote: The motion was approved with the Council voting as follows: 
 
   Council Member Drury  Aye 
   Council Member Orme  Aye 
   Council Member Payne  Aye 
   Council Member Simons  Aye  
   Council Member Simonsen  Aye 
 
 
Mark Austin asked why the bond would only be $5 million. Mayor Johnson responded that a 
recent survey showed that most residents supported that amount. She also indicated that the 
City needed to be respectful to those who opposed a greater amount. 
 
Courtland Nelson, Midway City Open Space Advisory Committee Chair, asked if the professor 
from Utah Valley University, who oversaw the survey, should attend the public hearing. It was 
agreed that the professor should attend. 
 
 
10. 2024 Road and Utility Improvements Project / Award Contracts (Wes Johnson – 5 

minutes) – Discuss and possibly deny, continue, or award a contract for the 2024 Road and 
Utility Improvements Project. 

 
Wes Johnson made the following comments regarding the project bids: 
 

• They had been opened and BD Bush was the low bidder at $1.3 million. 
• A portion of the project would be paid for by the Midway Sanitation District. 
• Recommended that a contract be awarded to the low bidder and that the Mayor be 

authorized to sign the documents. 
 
 
Motion: Council Member Orme moved to award the contract to BD Bush for $1.3 million and 
authorize the Mayor to sign the related documents. 
 
Second: Council Member Simons seconded the motion. 
 
Discussion: None 
 
Vote: The motion was approved with the Council voting as follows: 
 
   Council Member Drury  Aye 
   Council Member Orme  Aye 
   Council Member Payne  Aye 
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   Council Member Simons  Aye  
   Council Member Simonsen  Aye 
 
 
Department Reports (Continued) 
 
 
River Road / Replacement 
 
Council Member Drury noted that a section of River Road, recently rebuilt by a developer, was 
failing. He asked the status of replacing it. Wes Johnson responded with the following 
comments: 
 

• Spoke with the developer who was trying to reach his contractor. 
• The replacement should be done before the trail was built along Center Street. 
• Construction on River Road and Center Street should not be done at the same time. 
• The replacement would not take that long but needed to happen that year. 
• Money from the developer’s warranty bond could be used if necessary. 
• October 15th was the deadline for the project. 

 
The project needed to start soon so that the City could step in if needed. 
 
 
Heber Valley Corridor / Letter 
 
The Council, staff, and meeting attendees made the following comments: 
 

• What was the status of the proposed letter, regarding the Heber Valley Corridor, 
discussed at the last council meeting? 

• No changes to the letter had been provided by the Council. 
• Staff should draft a letter that could be amended by the Council. 
• The letter was just restating what had been discussed for ten years. 
• The Council could disapprove of the five proposed routes and suggest one that hugged 

the existing highway. This would better preserve the North Fields. This would not work 
because Heber City was extending its downtown along the highway. 

 
 
Motion: Without objection, Mayor Johnson recessed the meeting at 8:08 p.m. She reconvened 
the meeting at 8:16 p.m. 
 
 
11. Closed Meeting to Discuss Pending or Reasonably Imminent Litigation 
 
 
Motion: Council Member Orme moved to go into a closed meeting. 
 
Second: Council Member Simonsen seconded the motion. 
 
Discussion: None 
 
Vote: The motion was approved with the Council voting as follows: 
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   Council Member Drury  Aye 
   Council Member Orme  Aye 
   Council Member Payne  Aye 
   Council Member Simons  Aye  
   Council Member Simonsen  Aye 
 
 
Note: Closed meeting minutes are sealed and strictly confidential. Access to such minutes must 
be obtained through a court of law. 
 
 
Motion: Council Member Simonsen moved to go out of the closed meeting. 
 
Second: Council Member Drury seconded the motion. 
 
Discussion: None 
 
Vote: The motion was approved with the Council voting as follows: 
 
   Council Member Drury  Aye 
   Council Member Orme  Aye 
   Council Member Payne  Aye 
   Council Member Simons  Aye  
   Council Member Simonsen  Aye 
 
 
12. Adjournment 
 
Motion: Council Member Drury moved to adjourn the meeting. Council Member Orme 
seconded the motion. The motion passed unanimously. 
 
The meeting was adjourned at 8:25 p.m. 
 
 
 
 
 
                                                                          
Celeste Johnson, Mayor     Brad Wilson, Recorder 
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RESOLUTION  
2024-19 

 
A RESOLUTION AMENDING AND ADOPTING THE 
MIDWAY CITY HUMAN RESOURCES POLICIES AND 
PROCEDURES HANDBOOK 
 
 

WHEREAS, Utah law authorizes municipalities to adopt rules and regulations for the 
conduct of municipal business; and 

 
 WHEREAS, the Midway City Council finds it appropriate to amend certain provisions 
contained in the City’s Human Resources Policies and Procedures Handbook. 
 

NOW THEREFORE, be it hereby RESOLVED by the City Council of Midway City, 
Utah, as follows: 

 
The Human Resources Policies and Procedures Handbook of Midway City is amended as 

shown throughout on the attached copy of the manual labeled “Amended and Adopted August 
20, 2024.” 
 
 PASSED AND ADOPTED by the Midway City Council on the  day of 
 2024. 
 
 
 
      MIDWAY CITY 
 
       
            
      Celeste Johnson, Mayor 
 
 
ATTEST: 
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Brad Wilson, Recorder 
 
 
 
 
      (SEAL) 
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Human Resources 
Policies and Procedures Handbook 

 
Amended and Adopted August 20, 2024 

 



 
 

Welcome! 
 
 
For employees who are commencing employment with Midway City, and on behalf 
of Midway City, let me extend a warm and sincere welcome. We hope you will take 
pride in being an important part of Midway City's vision and mission! 
 
We are delighted that you have chosen to join our organization and hope that you 
will enjoy a long and successful career with us. As you become familiar with our 
culture and mission, we hope you will take advantage of opportunities to enhance 
your career and further Midway City’s goals.  
 
For employees who have been with us, thank you for your past and continued 
service. 
 
I extend my personal best wishes for success and happiness here at Midway City. 
We understand that it is our employees who provide the services that our customers 
rely upon and who will enable us to create new opportunities in the years to come. 
 
 
 
Midway City Mayor 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Midway City and its employees use their talents to offer new solutions in meeting the ongoing demands of our 
growing city. With your active involvement and support, Midway City will continue to achieve both its vision and 
mission as follows: 

 
 
 
 
 
 

 
Vision Statement 

Our vision for Midway City is to be a place where citizens, businesses and civic leaders are 
partners in building a city that is family-oriented, aesthetically pleasing, safe, walkable and visitor 
friendly. A community that proudly enhances our small-town Swiss character and natural environment 
while remaining fiscally responsible. 
 

Mission Statement 
The mission of Midway City is to enhance the quality of life and promote the safety and well-

being of our residents and visitors while honoring our heritage and preparing for the future. 
 
 

Core Values 

 
 
 
 
 
 
 
 
 
 
 

  Integrity Actions are based on honor - to create ethical character, and a positive 
reputation. 

Teamwork A process built upon common focus, flexibility, cooperation, communication, 
and the sharing of risk, responsibility, and reward.  

  Innovation Demonstrating a civic entrepreneurial spirit by generating new ideas and better 
ways of doing things and engaging in reasonable risk. 

Respect The obligation to treat all with civility by listening, comprehending, 
empathizing, and valuing opinions and perspectives. 

  Responsive  
Customer  

Service    

Meeting needs in a timely, courteous, and responsive manner by delivering on 
promises and commitments while meeting or exceeding expectations. 

     Trust Actions, information, and communication are accurate, consistent, open, and 
honest to maintain credibility. 

Honor Respect and preserve our heritage. 
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MIDWAY CITY 

HUMAN RESOURCES 
 POLICIES AND PROCEDURES HANDBOOK 

 
 
Section 1.  Governing Principles of Employment 
 
 
 
1.1 Purpose 

The policies and procedures relative to the human resource activities for Midway City are 
set forth for a dual purpose: 

1. To give Midway City employees clear, concise information as to their rights, 
privileges, obligations, and responsibilities. 
 

2. To provide Midway City management and the Midway City Council direction in 
dealing fairly, consistently, and justly with all employees. 

The contents of this Policies and Procedures Handbook are for informational purposes only 
and are not intended to create a contractual obligation of any kind or a contract of 
employment between Midway City and its employees. The Human Resources Policies and 
Procedures Handbook provisions have been developed at the discretion of the City Council 
and, except for its policy of employment at will for appointed and elected officials, may be 
amended at any time at Midway City's sole discretion. 

 
 
1.2 Assignment of Responsibility 

The Mayor, City Council, and employees are responsible for recommending human 
resources policies and procedures for City Council approval. 

 
 
1.3 Applicability of Policies and Procedures 

The policies, procedures, rules, and regulations set forth in this document shall apply to all 
employees of Midway City, except where specifically excluded. These policies and 
procedures do not apply to persons engaged under contract to supply professional or 
technical services or volunteers who receive no or nominal compensation from Midway 
City, except where noted. 

 
 
1.4 Violations 

Violation of any state or federal law, personnel policy, rule, or procedure adopted 
hereunder shall be grounds for disciplinary action up to and including termination. Any 



 

2 
 

reasonable suspicion or knowledge of any violation of state or federal laws, personnel 
policy, rule or procedure must be reported in a confidential manner to the direct Supervisor, 
Human Resources Director, and/or Mayor. 

 
 
1.5 Standards 
 

The human resources standards subscribed to by Midway City shall conform to the 
following: 

 
1. Recruit, select, and advance employees on the basis of their business/professional 

competencies (current potential, knowledge and skill, commitment, and standards 
of behavior). 
 

2. Provide competitive compensation based on Midway City's ability to pay. 
 

3. Provide training to employees to ensure high quality performance to justify 
reasonable performance standards. 
 

4. Retain employees based on prescribed performance standards, correcting 
unacceptable performance in a timely manner, and terminating employees whose 
performance fails to meet Midway City's standards. 
 

5. Assure non-discrimination for applicants and employees in all aspects of 
employment. 
 

6. Provide a formal procedure for processing the appeals and grievances of employees 
without discrimination, coercion, restraint, or reprisal. 

 
 
1.6 Availability and Revision of Manual 

The policies and procedures in this Manual are subject to change at any time by the action 
of the Midway City Council, however, terms and conditions of employment memorialized 
in specific job descriptions/job offers/agreements shall be honored for the specific 
employee(s) covered by that job offer/agreement. Employees will be notified in writing of 
changes to policies and procedures in this Manual. A copy of the Manual shall be made 
available to all Midway City employees. If you have a question that cannot be answered 
by the Manual, please ask Midway City management. 

 
 
1.7 General Conduct 

The very nature of municipal employment makes employee relations one of the most 
important aspects of the job. The quality of our interactions impacts all employees of 
Midway City and the public perceptions of Midway City as a whole. Employees are to take 
every opportunity through the course of performing their jobs to create "good will" with 
the public. Employees are required to be courteous and demonstrate understanding 
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irrespective of the difficulty of situations that may arise. Management will investigate 
negative reports, which may be subject to discipline. 

  
 

1. Employees are expected to apply themselves to their assigned duties. 
 

2. Employees are expected to make prudent and frugal use of Midway City funds, 
equipment, buildings, and supplies. 
 

3. Employees are expected to observe all workplace rules. 
 

4. Employees are to report to management conditions or circumstances that would 
prevent them from performing their jobs effectively or completing assigned tasks. 
 

5. To maintain a professional atmosphere and appearance, all employees, including 
those who wear uniforms, shall maintain the following minimum standards: 
a) Employees must maintain a high standard of personal hygiene. Employees 

must appear neat and clean and have no offensive odors. An employee's hair 
(including facial hair) must be clean and groomed. 

b) Employees must wear clothing appropriate to their employment. 
Appropriateness may vary, depending upon the nature of work performed, 
safety concerns, and the degree of public contact. 

c) Employees must wear clothing that is clean and neat, not torn or frayed. 
Employees must avoid clothing that is unduly revealing, immodest, or 
otherwise inappropriate for a professional office setting or other work 
environment. 

d) In addition to the above, all employees shall meet department dress and 
appearance policies. 

 
6. All employees in all departments are to treat the equipment they use with respect 

and good common sense, keep equipment in good working order, and report any 
damage or malfunctions to their supervisor. 
 

7. Employees are expected to be courteous and helpful towards each other. 
 
 
1.8 Equal Employment Opportunity and Non-Discrimination Policy 

Midway City is an Equal Opportunity Employer committed to recruiting and retaining a 
workforce and providing a work environment free from discrimination and harassment on 
the basis of actual or perceived race, color, creed, religion, national origin, ancestry, 
citizenship status, age, sex or gender (including pregnancy, childbirth and pregnancy 
related conditions), gender identity or expression (including transgender status), sexual 
orientation, marital status, military service and veteran status, physical or mental disability, 
genetic information, or any other characteristic protected by applicable federal, state or 
local laws and ordinances. This policy applies to all terms and conditions of employment, 
including but not limited to recruitment, selection, hiring, firing, placement, promotion, 



 

4 
 

leave, evaluations, discipline, transfer, training, compensation, benefits, employee 
activities, access to facilities and programs, and general treatment during employment. 

Retaliation against individuals who raise issues of equal employment opportunity, and/or 
witnesses to retaliation, shall not be tolerated nor condoned. Employees believing they 
have been subjected to retaliation should report the retaliatory behavior to their Supervisor 
and the Human Resources Department. 

 
 
1.9 Harassment  
 

Policy 
 
Midway City is committed to the principle that all employees have the right to work in an 
environment free from discrimination and harassment. Midway City prohibits harassment 
of or by its employees in any form. All employees at all levels of employment shall avoid 
offensive or inappropriate, harassing behavior, and the City will hold employees 
responsible for ensuring that the workplace is free from harassment. Employees should 
treat others with respect and dignity. The City will enforce its harassment policy at all 
levels of employment and in all City workplaces. 

 
Harassment Defined 

 
Harassment generally is defined in this policy as unwelcome verbal, visual or physical 
conduct that denigrates or shows hostility or aversion towards an individual because of any 
actual or perceived protected characteristic or has the purpose or effect of unreasonably 
interfering with an individual's work performance or creating an intimidating, hostile or 
offensive working environment. 
 
Harassment based on any protected class or characteristic is strictly prohibited under this 
policy. The conduct includes, but is not limited to: 

 
A. Verbal: including, but not limited to: slurs, jokes, insults, epithets or negative 

stereotyping. 
B. Visual: including, but not limited to: offensive photographs, posters, symbols, 

cartoons, drawings, computer displays, text messages, social media posts, emails, or 
other displays or circulation in the workplace of written or graphic material that 
denigrates or shows hostility or aversion toward an individual or group. 

C. Physical: including, but not limited to: uninvited touching, blocking normal 
movement, and other threatening, intimidating or hostile acts. 

 
Employees are expected to behave in a manner consistent with the intended purpose of this 
policy. The above conduct violates this policy even if it does not rise to the level of a 
violation of applicable federal, state, or local laws. 

Bullying is a form of harassment also prohibited. Bullying includes repeated inappropriate 
behavior, either direct or indirect, whether verbal, physical or otherwise. Bullying is 
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prohibited regardless of whether it is used to target a person or a protected class. 

Reporting 

The procedures and rules for reporting, investigation, retaliation and violation are the same 
as for Sexual Harassment below. See Section 1.10 

 
1.10 Sexual Harassment  
 

Policy 
 
Midway City is committed to the principle that all employees have the right to work in an 
environment free from sexual harassment. The City prohibits sexual harassment of or by 
its employees in any form. 
 
The City incorporates the Equal Employment Opportunity Commission's definition of 
sexual harassment, which is:   Unwelcome sexual advances, requests for sexual favors, and 
other verbal or physical conduct of a sexual nature when: (1) submission to such conduct 
is made either explicitly a term or condition of an individual's employment; (2) submission 
to or rejection of such by an individual is used as the basis for employment or decisions 
affecting such individuals; or (3) such conduct has the purpose or effect or unreasonably 
interfering with an individual's work performance or creating an intimidating, hostile, or 
offensive working environment. 
 
The City prohibits conduct which includes, but is not limited to, the following: 

 
1. Unwelcome sexual advances. 

 
2. Requests for sexual favors, whether or not accompanied by promises or threats with 

regard to the employment relationship. 
 

3. Verbal or physical conduct of a sexual nature made to an employee that may threaten 
or insinuate, either explicitly or implicitly, that an employee's submission to or 
rejection of the sexual advances will in any way influence any decision regarding that 
person's employment, evaluation, wages, advancement, assigned duties, shifts, or any 
other condition of employment or career development. 
 

4. Harassment of women by men, men by women, or same sex harassment. 
 

5. Any verbal or physical contact that has the purpose or effect of creating an 
intimidating, hostile, or offensive working environment. 
 

6. Other sexually harassing conduct committed in the workplace by supervisors or 
7. non-supervisory personnel, whether physical or verbal. 

 
8. Sexually degrading words to describe an individual, offensive comments; off color 
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language or jokes; innuendoes, and sexually suggestive objects, books, magazines, 
photographs, cartoons, pictures, emails, faxes, or other communication. 

  
Reporting 
 
Employees having complaints of harassment or sexual harassment by anyone in the 
workplace, including supervisors, co-employees, or visitors, should report such conduct to 
their Supervisors. The Supervisor shall document the complaint in writing, have the 
employee sign the writing to acknowledge the complaint, and immediately notify the 
Mayor. The employee should, whenever possible, document specific information regarding 
the alleged harassment and provide it in writing to the person notified. Any known dates, 
times, places, specific types of harassment, and names of any witnesses should be included 
in this documentation. If the complaint involves an employee's Supervisor or someone in 
the direct line of supervision, or if the employee is for any reason uncomfortable dealing 
with his/her/their Supervisor, the employee may go directly to the Mayor or City Attorney. 
 
Investigation 

 
The City endeavors to investigate all complaints as expeditiously and professionally as 
possible. Where investigation confirms allegations of harassment, the City shall take 
appropriate corrective action and the at fault employee will be subject to disciplinary action 
up to and including termination. If the harassment has come from a person outside Midway 
City, any corrective action will be taken after consultation with the Midway City Attorney 
and the responsible outside party/organization. 

 
If, after investigating a complaint of harassment, the City finds that an employee provided 
false information regarding the complaint, the City may take disciplinary action against 
such employee. 
 
To the extent permissible by regulation or law, employees will be apprised of the 
investigation process and the conclusion of the investigation. 
 
The City makes every attempt to keep confidential the information provided to it in the 
complaint and investigation process, to the fullest extent permitted by the circumstances 
and applicable law 

 
Retaliation 

 
Retaliation against employees for reporting harassment or for assisting the City in its 
investigation of a complaint is against the law and prohibited. Retaliation is conduct that 
would tend to discourage others from making a complaint or is intended to punish a person 
who made a complaint. Retaliation includes, but is not limited to, such acts as: refusing to 
recommend the employee for a benefit for which he/she/they qualify(ies), spreading 
rumors about the employee, demonstrating hostility or encouraging hostility from co-
workers; and/or escalating the harassment. 
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Violation 
 

Violation of this policy, including any improper retaliatory conduct, will result in 
disciplinary action, up to and including termination. 

  
 
 
 
1.11 Workplace Violence Policy 
 

It is Midway City's policy that workplace violence, and an environment that allows 
workplace violence, is prohibited and will not be tolerated. 

 
Workplace Violence Defined 

 
Workplace violence is any act or behavior in the workplace that is intended to cause 
physical harm to a person or is physically threatening to a person. This includes, but is not 
limited to: assault, aggravated assault, homicide, kidnapping, disorderly conduct, stalking 
as prohibited by Utah law, as well as any other hostile physical contact, threats of harm to 
either a person or property, and malicious damaging of a person's property. 
 
The use or threat of violence by any employee against another person while at work is 
prohibited. 
 
Reporting 
 
Employees complaining of workplace violence by anyone in the workplace, including 
supervisors, co-employees, or visitors, should report such conduct to their Supervisors. The 
Supervisor shall document the complaint in writing, have the employee sign the writing to 
acknowledge the complaint, and immediately notify the Mayor. The employee should, 
whenever possible, document specific information regarding the alleged workplace 
violence and provide it in writing to the person notified. Any known dates, times, places, 
specific types of workplace violence, and names of any witnesses should be included in 
this documentation. If the complaint involves an employee's Supervisor or someone in the 
direct line of supervision, or if the employee for any reason is uncomfortable dealing with 
his/her/their Supervisor, the employee may go directly to the Mayor or City Attorney. 

 
 

Investigation 
 
The City endeavors to investigate all complaints as expeditiously and professionally as 
possible. Where investigation confirms allegations of workplace violence, the City shall 
take appropriate corrective action, and the employee will be subject to disciplinary action 
up to and including termination. If the alleged behavior has come from a person outside 
Midway City, corrective action will be taken after consultation with the Midway City 
Attorney and the responsible outside party/organization. 
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If, after investigating any complaint of workplace violence, the City learns that an 
employee provided false information regarding the complaint, the City may take 
disciplinary action against such employee. 
 
To the extent permissible by regulation or law, employees will be apprised of the 
investigation process and the conclusion of the investigation. 
  
The City makes every attempt to keep confidential the information provided to it in the 
complaint and investigation process, to the fullest extent permitted by the circumstances 
and applicable law. 

 
Retaliation 
 
Retaliation against employees for reporting workplace violence or for assisting the City in 
its investigation of a complaint is against the law and prohibited. Retaliation is conduct that 
would tend to discourage others from making a complaint or is intended to punish a person 
who made a complaint. Retaliation includes, but is not limited to, such acts as: refusing to 
recommend the employee for a benefit for which he/she/they qualify, spreading rumors 
about the employee, encouraging hostility from co-workers; and/or escalating the 
harassment. 
 
Violation 
 
Violation of this policy, including any improper retaliatory conduct, will result in 
disciplinary action, up to and including termination. 

 
 
 
1.12 Conflict of Interest Ethics Policy 
 

Pursuant to the provisions of the Utah Municipal Officers' and Employees' Ethics Act, Utah 
Code Part 10-3-13, and the Utah Public Officers' and Employees' Ethics Act, Utah Code 
Part 67-16-1, et seq., Midway City recognizes that there are rules of ethical conduct for 
public officers and employees which must be observed if a high degree of moral conduct 
is to be obtained and public confidence maintained in our unit of local government. All 
Midway City officers and employees shall comply with federal and state law and shall not: 
 
1. Gifts: directly or indirectly, solicit or accept or receive any gift(s) having a value of 

fifty dollars ($50) or more. This does not apply to a political contribution. 
 

2. Confidential Information: disclose confidential information acquired in the course of 
their official duties or use such information to further their personal interest(s). 
 

3. Representation before one's own agency: receive or enter into any agreement, express 
or implied, for compensation for services to be rendered in relation to any matter 
before any municipal agency of which he/she/they is/are an officer, member, or 
employee or of any municipal agency over which he/she, they has/have jurisdiction or 
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to which he/she/they has/have the power to appoint any member, officer, or employee. 
 

4. Representation before any agency for a contingent fee: receive or enter into any 
agreement, express or implied, for compensation for services to be rendered in relation 
to any matter before any agency of his/her/their municipality, whereby his/her/their 
compensation is to be dependent or contingent upon any action by such agency with 
respect to such matter, provided that this paragraph shall not prohibit the fixing at any 
time of fees based upon the reasonable value of the services rendered. 
 

5. Disclosure of interest in legislation: to the extent known, any Midway City officer or 
employee, whether paid or unpaid, who participates in the discussion or gives official 
opinion to the City Council on any legislation or decision before the City Council or 
which may come before the City Council shall publicly disclose on the official record 
the nature and extent of any direct or indirect financial or other private interest 
he/she/they has/have in such legislation or decision. 
 

6. Investments in conflict with official duties: invest or hold any investment directly or 
indirectly in any financial, business, commercial or other private transaction, which 
creates a conflict with his/her official duties. 
 

7. Private employment: solicit, negotiate for, or promise to accept private employment 
or render services for private interests when such employment or service creates a 
conflict with or impairs the proper discharge of his/her official duties. 

 
 

Other Conflicts of Interest: 

1. Holding an interest in or accepting free or discounted goods from any organization 
that does business, or is seeking to do business, with Midway City, by any employee 
in a position to directly or indirectly influence either Midway City's decision to do 
business or the terms upon which business would be done with such organization. 
 

2. Holding any interest in an organization that competes with Midway City. 
 

3. Being employed by (including as a consultant) or serving on the board of any 
organization which does business, or is seeking to do business, with Midway City, or 
which competes with Midway City. 
 

4. Profiting personally, e.g., through commissions, loans, expense reimbursements or 
other payments, from any organization doing business or seeking to do business with 
Midway City. 

 
A conflict of interest also exists when a member of the employee's immediate family is 
involved in situations such as those listed above. It is the employee's responsibility to report 
and disclose any actual or potential conflict that may exist between the employee (and/or 
the employee's immediate family) and Midway City. 
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This policy is not intended to prohibit the acceptance of occasional nonpecuniary gifts, 
having a value not exceeding $50, openly given, and accepted as part of the usual business 
amenities, for example, occasional business-related meals or promotional items of nominal 
or minor value, or an award publicly presented in recognition of public service, or a 
political campaign contribution authorized by applicable law. 

 
 

Penalties for Offenses: 

In addition to any penalty contained in any other provision of law, any person who shall 
violate any of the provisions of this code may be fined, suspended or removed from office 
or employment in the manner provided by law.  

 
 

1.13 Political Activities Policy 

It is the policy of Midway City to permit political participation by employees during non-
work hours. However, no employee shall be allowed to solicit funds for a political party or 
candidate from any organization or individual associated with Midway City. 

Employees shall not use Midway City time, facilities, or resources to participate in 
campaign activities or to further the cause of a candidate for political office. Such facilities 
and resources include, but are not necessarily limited to, computers, use of City's Internet 
connection, facsimile machine, photocopying machines, typewriters, paper, telephones, 
stationery, or other staff members' time to compile or distribute campaign materials. 
Literature or announcements promoting, endorsing, or seeking support for a candidate or 
slate of candidates for political office may not be distributed on the premises. 

Except in so far as it is a requirement of an Employee’s job to notice, supervise or canvass 
an election, Midway City employees shall not participate in any appointment or election 
process of the City Council or Mayor except to provide substantive factual public 
information when requested. Nothing herein shall inhibit an employee’s right to vote in 
any election. 

 
 
 
1.14 Outside Employment 
 

Employees are not to engage in any employment, private business, or in the conduct of a 
profession, or paid or unpaid work, during the hours for which the employee is employed 
to work for Midway City. 

 
 
1.15 Work Product Exclusivity 
 

Any material or work that the employee was directly assigned to complete in conjunction 
with employment with Midway City shall be the exclusive property of Midway City. 
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According to federal copyright laws (17 USC SEC. 101), such work produced shall be 
regarded as work made for hire, and Midway City shall be considered the author and shall 
own all the rights associated with the work. This ownership shall extend to documentary, 
literary, statistical, graphic, artistic, computerized, mapping, audio/visual works, 
recordings, and other data unless the parties have expressly agreed otherwise in a written 
instrument signed by both parties. This policy does not supersede any state or federal grant 
or contract provisions. 

 
 
 
 
1.16 Confidentiality & Privacy 
 

The security of Midway City is a shared responsibility of all employees. Confidential 
information is any information that is not known generally to the public and would be 
damaging to the City if communicated to anyone other than authorized individuals. 
Personnel files, computer records, financial data, etc., would be considered confidential 
information. Document control and restricting access to confidential information must be 
strictly observed by all employees. Employee failure to manage confidential information 
properly will be subject to disciplinary action up to and including termination of 
employment. 
 
Terminated employees are responsible for returning to Midway City all materials, 
including any confidential information in their possession. Also, former employees with 
knowledge of confidential information are expected to maintain the confidentiality of this 
information. 
 
Personal data is information that is linked or can be reasonably linked to an identified 
individual or an identifiable individual. The Human Resources Director shall be the Privacy 
Officer for the City of Midway. Employees shall make all reasonable efforts and take all 
reasonable actions to protect personal data to which they become exposed through City 
employment. Employees shall process personal data provided to the City only for specified, 
lawful purposes and only process the minimum amount of an individual’s personal data 
necessary to achieve those purposes. Employees are expected to comply with the City’s 
privacy program and all applicable laws, rules, and regulations governing the use of 
personally identifiable information, including but not limited to the Utah Government Data 
Privacy Act of 2024, Utah Code Annotated Part 63A-19-101 et seq. 
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Section 2. Administration 
  
 
2.1      Administration of Policies: 

  
The day-to-day management of employees and operations within Midway City is the 
responsibility of the Department Supervisors and the Mayor, who also is responsible for 
ensuring the effective administration of policies and procedures. The Human Resources 
Director or designee shall coordinate and manage all aspects of the human resources 
management system and enforce all policies and procedures subject to existing policies 
which may include, but are not limited to: 

 
1. Administration of the employee performance management process. 
2. Staff planning, recruitment, and selection processes. 
3. Employee relations and training processes. 
4. HR administration of all personnel records/files and actions. 
5. Make reasonable and practical interpretations of the intent of policies, procedures, 

etc. 
6. Other actions as prescribed by Midway City’s rules, regulations, policies, and 

procedures. 
 
 

2.2      Interpretation 
 
Management should be familiar with policies and procedures set forth in this manual, so 
they are able to address any questions and offer clear, accurate interpretations to any 
employee asking questions or desiring information on City policies and procedures. 
 
If a Supervisor is unable to answer an employee’s question, it is the Supervisor’s 
responsibility to use this manual and/or consult with the Human Resources Director to 
obtain the needed information. Under no circumstances should a Supervisor answer any 
employees’ questions when unsure of the accuracy of the answer or interpretation of the 
policy. 
 

 
2.3 Human Resources Records 

 
Policy 

 
The Human Resources Department shall maintain personnel records for each employee of 
the City, in paper and/or electronic format. All Human Resources Records shall be accessed 
and maintained in accordance with applicable laws, rules and regulations, including the 
Utah Government Records Access and Management Act, as set forth in Title 63G, Chapter 
2, Utah Code Annotated, as amended, City ordinances, and any Municipal Records 
Retentions Schedule as adopted by the City. 
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1. It is the policy of Midway City to maintain records for applicants, employees, and past 
employees to document employment-related decisions, evaluate and assess policies, and 
comply with government record-keeping and reporting requirements.  
 

2. Midway City strives to balance its need to obtain, use, and retain employment 
information with individuals’ rights to privacy.  To this end, Midway City seeks to 
restrict the personnel information maintained to that which is necessary to conduct 
Midway City business and/or which is required by law. 
 

3. The Human Resources Director or designee is responsible for overseeing the record 
keeping for all personnel information and will specify what information should be 
collected and how it should be stored and secured.  The Human Resources Director or 
designee shall maintain the official personnel records. All medical files shall be 
maintained separately from other personnel records. 

 
4. Employees have a responsibility to ensure their personnel information and records are 

up-to-date and should advise of any changes as soon as possible. Employees also will 
receive an updated information form from the Human Resources Director annually at 
the time of open enrollment for completion and return be the employee to the HR 
Director. Employees shall advise the Human Resources Department of any changes to 
the following: 

 
a. Name. 
b. Address 
c. Telephone number. 
d. Address and telephone numbers of dependents and spouse or former spouse (for  

 insurance purposes only). 
e. Beneficiary designations for any of Midway City’s insurance or retirement plans. 
f. Tax forms and benefit election forms. 
g. People to be notified in case of emergency. 

 
5. Personnel records shall contain, as appropriate: 
 

a. Record of application for employment and employment eligibility certification,  
resume, letters of reference. 

b. Reference to transcripts of academic preparation. 
c. Performance evaluation ratings. 
d. References to any formal reprimand, corrective action or commendation. 
e. Records of actions affecting employee salary, status, or standing. 
f. Leave records. 
g. Acknowledgements of notices received. 
h. Any other information deemed pertinent by the Human Resources Department. 

 
6. An employee has the right to review the contents of his/her/their personnel record as 

governed by law and may challenge any information contained in the official personnel 
record but may not remove any of its contents.  All changes must be in writing and 
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directed to the Human Resources Director.  
 

7. If a disciplinary action is rescinded or disproved upon appeal, forms, documents, and 
records pertaining to the discipline shall be removed from the personnel record and 
archived. 

 
8. Personnel records are private data and available for review only to the employee and 

users authorized by law or as determined by the Human Resources Director or designee 
to have a legitimate “need to know.”  A log or record of those reviewing personnel 
records and information shall be maintained together with the reasons for access to the 
records.  All reviews of personnel records shall be done in the presence of the Human 
Resources Director or designee. Midway City will not make copies of personnel files. 

 
9. When providing information on previous employees for a reference check, Midway 

City’s response shall be limited to the former employee’s job title and dates of 
employment. Only the Human Resources Director or designee is authorized to provide 
reference information on behalf of Midway City. 

 
10. Requests for information:  Information and records management shall be consistent with 

state law and the Government Records Access & Management Act (GRAMA).  When 
completing a request for verification of employment, names, gender, gross 
compensation, job titles, job descriptions, business addresses, business telephone 
numbers, numbers of hours worked per pay period, dates of employment, and similar 
job qualifications of present employees shall be treated as public information.  Such 
requests or inquiries should be directed to the Human Resources Director or designee. 
When providing information on previous employees for a reference check, the City’s 
response shall be limited to the same information as provided for an employment 
verification (job title and dates of employment). 

 
11. Records Retention: All active employee files must be kept up to date and the content of 

each file must be relevant to current employment and work history.  All records related 
to inactive and terminated employees shall be retained based on legal records retention 
requirements.   

 
12.  Upon separation from the City, it is the employee’s responsibility to provide the City 

with information regarding a change of address to ensure timely delivery of the 
employee’s tax record and any other materials the City may need to forward to the 
former employee. 

 
 
2.4 Savings Clause 

 
If any provision of these policies and procedures or the application thereof is found to 
conflict with any applicable law, the conflicting part of the policy and/or procedure is 
hereby inoperative to the extent of the conflict, but such conflict shall not affect the 
operation of the remainder of these policies and procedures or any of its applications.  
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Section 3. Positions & Wages 
 
 

 
3.1 Staff Planning/Position Allocation 

  
The City Council may create a new position as part of the budget process or during the year 
by creating the position and amending the budget to fund the position if needed, however, 
the decision to hire someone into a new or vacant position rests with the Mayor or 
his/her/their designee. There shall be a job description for each position created or revised 
and funding for each position filled.  
 
 

3.2 Job Description 
 
Employee job descriptions are prepared according to duties and qualifications required for 
successful job performance.  Job descriptions include a summary of the position purpose 
and objectives; the supervision received by the employee; the supervision exercised by the 
employee; essential and secondary job duties; required knowledge, skills and abilities; 
minimum qualifications; and work environment.  All employees will be assigned to 
employment as provided in an established job description and must be able to meet the 
requirements for performing the “essential functions” of the position to which assigned. The 
description shall be used by Midway City as the basis for: 
 
b. Preparation of work-related testing and/or determination as to whether an applicant or 

employee meets minimum requirements for a particular position. 
c. As a basis for preparation of a position announcement/job posting/employment ad 

soliciting applications from interested individuals for position vacancies. 
d. The orientation of a new employee to the duties and responsibilities of a position to 

which hired or promoted by management. 
e. The basis for the development of performance management objectives, work plans 

and performance evaluations. 
 
 

3.3       Wages 
 
Wages shall be established and maintained through recommendations of the Mayor to the 
City Council on an annual basis at the time of the City budget. All employees hired will 
receive competitive compensation according to the position for which they are hired. 
  
Midway City will ensure that their employees continue to be paid fairly for performance by 
establishing/maintaining competitive wages that are updated annually based on changes in 
the Consumer Price Index (CPI) and conducting or referencing an applicable compensation 
survey every two years.   
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3.4       Position Classifications  
 

A. Exempt/ Non-Exempt Status 
 

Under the Fair Labor Standards Act (FLSA), there are two classes of employees: exempt 
and non-exempt.   

 
1. Exempt Employees:  Exempt employees are “exempt” from the provisions of the FLSA 

and therefore not entitled to overtime pay. Exempt employees may be entitled to other 
employment benefits if they meet the benefit qualifications.    
 

2. Non-Exempt Employees: Non-exempt employees are subject to all provisions of the FLSA, 
including overtime.  These employees are paid hourly for all hours worked. When non-
exempt employees work in excess of forty-hours (40) in a given workweek, they are 
entitled to overtime at one and one-half times their hourly rate.  The amount of time given 
an employee for paid vacation or sick leave during a week in which a paid holiday falls 
will not be included in calculating hours for overtime pay. 

             
  B.  Regular Full-Time: 

  
  This classification of employees includes those who have been competitively selected, 

worked a minimum of thirty (30) days of full-time employment, are scheduled to work a 
minimum of thirty-two (32) hours weekly, and are not in a temporary employment status.  
These employees are eligible for Midway City’s full benefit package (subject to terms, 
conditions, and limitation of each benefit program). 
 
 C.  Permanent Part-Time//Temporary Positions: 
   

1. Permanent Part-Time: Employees who have been competitively selected and are 
regularly scheduled to work less than thirty-two (32) hours per week.  

 
 

2. Temporary/Seasonal Positions:  The duration of employment for persons in this 
category is specified at the time of hire.  Temporary positions may work full-time 
or part-time hours and are generally designed to fill a one-time need to meet a 
project goal or fill in for an employee expected to be absent for a significant period 
of time.   

 
                   Temporary employees are ineligible for Midway City’s benefits. 

 
3. Interns: There are currently two forms of internships available through Midway 

City; paid and/or unpaid academic credit. Intern status is determined prior to start 
date. All intern positions are considered temporary appointments. 
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 D.  Consultants/Independent Contractors: 
 

Individuals engaged to perform a specified service or produce a specific product, for a 
specified period, and for a specified dollar amount.  Consultants/independent contractors 
are usually companies, agencies, or subcontractors.  Consultants/independent contractors 
are not Midway City employees and not entitled to Midway City benefits. Current 
employees are not permitted to enter into any consulting relationship/independent contract 
with Midway City.  The terms of a consulting engagement are specified in the consulting 
agreement signed by the Mayor and consultants/independent contractors are paid in 
accordance with the terms of the consulting agreement. 

 
 

3.5 Reorganization 
 
Should circumstances arise which require Midway City to reorganize its operations and 
staffing that require the abolition of a position, this shall be treated as a reduction-in-force. 
To minimize the effects of a reduction-in-force brought about by reassignment, or 
reorganization, the following options shall be considered: 
  

1. The employees may be returned to a lesser position. 
    
     or 
 

2. The employee may be transferred to another position, depending upon qualifications and 
position availability. 

 
Should neither of these options be available to Midway City, the employee(s) would be 
terminated based on the elimination of his/her/their position.  Exercise of any of these 
options is within the City’s sole discretion. 
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 Section 4. Recruitment, Selection & Orientation 
 
 
4.1 Recruitment 
  

Leadership of the recruitment process for all vacant or new positions is the responsibility 
of the Human Resources Director. The Human Resources Director or designee shall be 
responsible for advertising, recruiting, interviewing, reference checks, and selection of all 
staff positions. 

 For new positions budgeted by the City Council and vacancies in existing positions, the 
Human Resources Director or designee will post the position to be filled upon request by 
the Mayor or designee. The notice will specify the job title, salary range, supervisor, 
requisite skills, experience and application deadline.     

 The Human Resources Director or designee shall post the opening on the City’s website, 
where all City employees have access to the posting. Vacancies shall be filled based upon 
ascertained merit and qualification. 

 The department Supervisor and/or Mayor and/or designee will review all applications to 
determine who meets the required qualifications. The department Supervisor or Mayor or 
designee will determine which, if any, of the applicants to interview by an interviewing 
board which is set up by the department Supervisor, Mayor, and Human Resources 
Director.   

 Offices whose appointment and/or removal is governed by State law or existing City 
ordinances are the City Recorder and City Treasurer. The appointment, removal, and 
demotion of these officials shall be by the Mayor with the advice and consent of the City 
Council. 

 Upon hiring, an employee shall timely complete necessary forms including, but not limited 
to, authorization to work (I9), W-4 tax forms, background check authorization, bank direct 
deposit information, acknowledgment of policies, including data privacy policy, and 
handbook, required training, and insurance forms.  These items will be kept in a personnel 
file in the Human Resources Director’s office. 

 
 
4.2  Applicant Disqualification                                                                                                 
 

Midway City reserves the right to reject any application that indicates that the applicant 
does not possess the qualifications required for the position.  Applicants and subsequently 
hired applicants who make false statements or who are found to have engaged in any type 
of deception or fraud in the application or testing process shall be rejected or immediately 
terminated. 
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4.3  Physical Examinations 
 

Policy  
  

Public health and safety require that employees be physically able to perform the duties of 
the job classification to which hired.  The physical requirements of the job constitute bona 
fide occupational qualifications.  The City will accommodate employees and applicants in 
compliance with the American With Disabilities Act (ADA) and provide “reasonable 
accommodation” when the cost of such is deemed “reasonable” within the City’s ability to 
pay and where to do so does not impair the City in its business operations. 
 
1. The City may require a medical examination at any time during the employee’s work 

tenure if deemed necessary to assure the safety and health of the employee, co-workers 
and the public. The City will pay the cost of any required medical examination. 

 
2. Employees returning from disability leave or an absence caused by health problems 

may be required to provide a doctor’s certification of their ability to perform their 
essential job functions satisfactorily without endangering themselves or others. 

 
Any employees required to hold a Commercial Driver’s License (CDL) and drive 
commercial vehicles as a condition of employment will be required to have an annual 
physical examination which will be paid for by the City. 
 
 

 
4.4 Pre-Employment Drug Testing 
 

All prospective employees will be tested for drug or alcohol usage prior to being placed 
for employment. All job applicants shall be informed of the policy at the pre-employment 
interviews. A copy of this policy shall be available for review by all job applicants. All 
prospective employees shall be required, prior to being hired by the City, to sign the 
acknowledgment form agreeing to abide by the terms of this policy. The City will exclude 
from employment any job applicant or prospective employee who refuses to sign the 
acknowledgment form and/or to abide by the terms of this policy. Any prospective 
employee whose pre-employment drug and alcohol test results in a confirmed positive and 
who does not have a medically sufficient explanation (as determined in the sole, but 
reasonable, discretion of the City), may reapply for employment with the City after six 
months from the date of such test. Applicants who have previously failed the drug test and 
reapply for employment after six months will be asked to agree to a program of 
unannounced drug and alcohol testing for a predetermined period of time at the sole 
discretion of the City.  See also, Section 13.2, Drug and Alcohol-Free Workplace. 
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4.5 Drug Testing Confidentiality 
 

The information received from the drug testing results shall be the property of the City. 
Test results information may be released to the person who has been tested upon written request. 
Such information is accessible only by authorized personnel and released only as required or 
limited by state or federal laws and regulations. 
 

 
4.6 Notice 
 

A copy of the City’s Drug and Alcohol Testing Policy shall be given to all employees and 
posted on the City website. This policy applies to all employees, including management. 

 
 
4.7 Acknowledgment of Policy 
 

The City shall require all employees to read this policy and sign a form acknowledging receipt 
of the drug and alcohol free workplace policy as part of the employee handbook and 
acknowledging agreement to abide by all terms as a condition of continued employment. The 
signed acknowledgment shall be kept in each employee’s personnel file.                
 

 
4.8 Selection and Hiring 
 
 A.  Regular Full & Permanent Part-Time Employees: 
 Selection of employees to fill vacant positions and their starting salaries will be determined and 

budgeted by the Mayor subject to Midway City policies and budgetary constraints.  Selection 
will be made according to which candidate best meets the total job qualification requirements. 

 
 B.  Temporary Employees/Agencies: 
 Temporary hires also may be made with the assistance of temporary hiring agencies designed to 

fill a particular skill for a specified project or need.  In this case, such individuals are employees 
of the agencies and contracted to Midway City for a specific time period. 

 
 C.  Interns: 
 
 The selection process for interns will be conducted in the same manner as other positions.  

Requests should include a statement of need and proposed academic value, a position 
description, including tasks to be performed and products to be developed, knowledge and 
abilities required, proposed duration of internship and type preferred (salaried or academic), and 
estimated time needed to supervise the intern.  Interns may be considered for the opportunity to 
convert to regular full or part-time status; such decisions will be based on the needs of the City 
and past work performance during the internship.  Interns are not employees and therefore do 
not receive city benefits. 
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4.9 New Employee Benefit Orientation: 
 

After a new employee is hired, he/she/they shall promptly receive a general orientation 
concerning policies and procedures, benefits, and initial employment expectations from the 
Human Resources Director.  The orientation and following provisions will apply to all new 
employees whether they are to be permanent full-time, permanent part-time or seasonal 
employees.  Seasonal and temporary employees hired for less than ninety days will not receive 
a ninety-day evaluation. 
 
A. All new employees are required to complete an orientation/probationary period of up to six 

(6) months.  During this period, the Supervisor observes and evaluates the work of the 
employee.  The Supervisor will conduct a face-to-face verbal evaluation/discussion with the 
new employee covering his/her/their performance at ninety (90) days and a second written 
or verbal evaluation before the completion of the employee’s one hundred and eighty (180) 
days of employment.  The Supervisor will provide a copy of any written evaluation to be 
placed in the employee’s personnel file. 

 
B. If the performance of an orientation/probationary employee is considered unsatisfactory at 

any point in the orientation period, the employee may be terminated.  However, if the 
Supervisor feels with additional time and coaching the employee could meet the required 
performance standards, the orientation time may be extended.  Any extension must be agreed 
to by the Supervisor and the Mayor before approved.  If the rating factors remain 
unsatisfactory, the Supervisor should recommend to the Mayor that the employee be 
separated from Midway City. 

 
C. Any employee terminated during the new hire orientation period and/or any extension of the 

new hire probationary period does not have the right to appeal.  The City may give any or 
no reason for the dismissal. 

 
D. During the new hire orientation period, applicable benefits will be in force and accrue.  

 
 
 
4.10 Nepotism 
 

Policy 
  It is the policy of Midway City to comply with the Anti-Nepotism Clause as stated in the Utah 

Code § 52-3-1, Chapter 3 as amended. 
 No appointing authority may employ, appoint, vote for, or recommend the appointment of his 

or her father, mother, husband, wife, son, daughter, sister, brother, uncle, aunt, nephew, niece, 
first cousin, mother-in-law, father-in-law, sister-in-law, brother-in-law, son-in-law or daughter-
in-law, when the salary, wages, pay or compensation of the appointee will be paid from public 
funds and the appointee will be directly supervised by a relative, except as indicated in Utah 
Code § 52-3-1. 
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 No public officer (a person who holds a position that is compensated by public funds) may 
directly supervise an appointee who is a relative when the salary, wages, pay or compensation 
of the relative will be paid from public funds, except as indicated in Utah Code § 52-3-1. 

            Midway City will consider employment applications from relatives of current employees 
whenever openings exist for which they are qualified.  Hiring decisions, however, will be made 
solely on the basis of merit, and relatives will not receive preferential treatment.  Applicants 
with relatives in classified or full-time exempt service will not be hired in the same department 
if the applicant is to be supervised by one of the relatives listed above. 
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Section 5. Personnel Action 
 
5.1       Promotion 
 
 Promotion is the appointment/transfer of an employee to a higher position and/or salary range.  

Insofar as it is consistent with the best interests of the City, promotional opportunities within the 
City’s service shall be encouraged, however, vacancies may be advertised outside the City and 
promotional examinations or tests may be required. 

 Promotion will be recommended by management and subject to approval by the Mayor. When 
an employee is promoted, the employee may or may not be eligible for an increase in pay.  The 
exact percentage of any increase shall be recommended by Management or the Mayor and 
subject to the approval of the Mayor.    

 
 
5.2 Reassignment 

 
A transfer is the appointment of an employee to a new position.  When a job vacancy is 
announced, any City employee may apply for reassignment to the position.  All qualified 
applicants will be considered, although no City employee is insured selection.  If the employee 
successfully applies for reassignment during his/her/their original orientation/probationary 
period, the employee shall undergo a new and separate orientation/probationary period in the 
position to which he/she/they is/are transferred. 

 
 

5.3 Demotion 
 

Demotion is the appointment/transfer of an employee to a lower position and/or lower salary 
range.  A demotion shall be recommended by management and/or the Mayor and subject to 
approval of the Mayor based upon performance, for the good of the department, to meet the 
needs of the department, or as a disciplinary measure where warranted.  A change in job title 
that does not affect the pay of the employee shall not be considered a demotion. 

 
 
5.4 Layoff (Reduction-in-Force) 
 
 Should it become necessary to undergo a reduction of the work force, brought about by a 
 curtailment of operating revenues, technological innovation, the discontinuance or reduction of 

services, or other grounds consistent with economic and efficient administration of Midway 
City, the Mayor shall utilize the following sequence as far as practicable to achieve the required 
reduction-in-force: 

 
1. Temporary employees (may be separated or reduced in work hours). 
2. Regular part-time employees (may be separated or reduced in work hours). 
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3. Regular full-time employees (may be separated or reduced in work hours). 
 

 In determining which employee(s) shall be separated, the Mayor, subject to City Council 
approval, will determine which positions are affected based on such factors as, but not limited 
to, longevity, performance, and City needs.  The City Council shall be notified and approve all 
layoffs affecting regular full-time employees. 

 
   
5.5 Abolishment of Job 
 
 If a circumstance should arise requiring the abolition of a specific position, employment status 

may be maintained by one of the following subject to Mayor and City Council approval: 
 

1. The employee may be returned to a previous position, at a salary appropriate for the position, 
which may entail a reduction in pay. 
 

2. The employee may be promoted based on performance, qualifications, and position 
availability. 
 

3. The affected employee(s) possessing the necessary qualifications may be transferred to 
another office/division to fill an open position commanding equal or lesser compensation. 
 

4. The City may, in its sole discretion, choose one of these options or may choose termination 
of the employee. 

 
 
5.6 Termination of Employment 
 
 Except as otherwise provided by law, all employees may terminate their employment at will, 

and the City may terminate employment at will.  In the event of involuntary termination, a 
written statement of termination shall be delivered to the employee and placed in his/her/their 
personnel file. 

  
 
5.7 Voluntary Termination 
  
 

1. Whenever an employee voluntarily terminates employment, an exit interview will be 
conducted by the department Supervisor and/or the Mayor and the Human Resources 
Director. 

 
2. Employees who voluntarily terminate their employment and desire to leave Midway City in 

good standing should give a minimum of two (2) weeks’ notice.  Resignations must be in 
writing and submitted to the employee’s Supervisor and/or the Mayor and/or the Human 
Resources Director. Midway City, at its option and in the best interests of Midway City, 
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reserves the right to terminate employment immediately upon notice and pay the individual 
any wages or benefits due to the departing employee at the time of notice.  

 
 
 
5.8 De facto Voluntary Termination 
 
 Employees who are absent from work for three (3) consecutive days without giving proper notice 

will be considered as having voluntarily resigned employment with the City.  At that time, the 
resignation and thus termination will be formally noted in the employee’s personnel file and the 
employee will be advised of the action by certified mail to the employee’s last known address. 

 
 
 
5.9 Rehire of Former Employees 
 
 Former employees who left voluntarily and in good standing may be considered for rehire based 

upon their qualifications and the needs of Midway City.  Credit for previous Midway City 
experience and service may be given to determine salary and benefits at the discretion of the 
City. 

 
 
 
5.10 Return to Work After Serious Injury or Illness 
 
 Policy 
 

It is the policy of the Midway City to allow employees who have been seriously injured or 
seriously ill to return to their full responsibilities as soon as they are able to perform the essential 
functions of their job. 
 
 

A. Purpose 
 

1. To ensure that employees may return to their full responsibilities or a temporary transitional 
assignment (TTA) as soon as appropriate after a serious injury or illness. 
 

2. To protect the employee from further injury or illness resulting from returning to work too 
early. 
 

3. To protect the City from potential workers’ compensation liability resulting from requiring 
or allowing an employee to perform functions which should not be performed due to 
medical limitations. 
 

4. To ensure that reasonable accommodation is made for employees where appropriate. 
 

5. To comply with the Americans with Disabilities Act (ADA). 
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B. Procedures 
 

1. For the purposes of this policy, “serious injury or illness” shall mean any injury, illness or 
medical condition which is serious enough to affect the performance of any essential function 
of the job, as reasonably determined by the City.  The determination shall be made by (1) the 
Risk Manager in cases of work-related serious injury or illness, or (2) the Human Resources 
Director in all other cases of serious injury or illness in consultation with the employee’s 
department Supervisor and the Mayor.  Serious injury or illness may also include undergoing 
major surgery and absences of more than five (5) consecutive working days. 
 

2. When an employee has had a serious injury or illness, whether work related or not, the 
employee shall not return to work until a physician who has treated or examined the employee 
releases the employee for a return to full duties or as otherwise provided in this section.  The 
release shall specifically address the essential functions of the job and shall unequivocally state 
that the employee can perform the essential functions.  If the City has reason to believe, based 
on knowledge of the type of injury or illness, observation of the employee, or any other 
evidence or information, that the employee may not be able to perform the essential functions 
of the job, the City may require the employee to undergo a job-related independent medical 
examination (IME) by a physician selected by the City at the City’s expense. 
 

3. In cases where the physician performing the IME has a different opinion than the employee’s 
treating physician, the employee may request a third opinion, in which case the City and the 
employee shall mutually agree upon a third physician and shall each pay half of the costs of the 
examination. 
 

4. Before the employee returns to work, the physician’s release and the employee’s return must be 
approved by the employee’s Supervisor, the Mayor, and the Human Resources Director.  The 
decision to approve the release shall be made based on all the information available to the City 
regarding the job and the employee’s medical condition.  The release shall be included in the 
employee’s personnel file. 
 

5. The City shall allow the employee to return to full duties once the release has been submitted 
and approved as required by paragraph #4 above.  Employees are encouraged to vigorously 
pursue any recommended therapy to accelerate their return to work. 
 

6. Employees returning to work after a serious injury or illness are expected to perform all the 
required functions and duties of their job, unless assigned to a temporary transition assignment. 
 

7. Employees are expected to keep the City apprised of the status of their condition on a regular 
basis (at least weekly) and to notify the City when they can return to work. A doctor's 
statement indicating whether the employee can return to work with or without work restrictions 
is required before the employee returns to work. A physical examination by a physician of the 
City's choice may be required at the City's expense prior to returning to work. 

a) Full Duty: The employee shall obtain a written return to work release (with no 
restrictions preventing the employee from resuming full duties) from the 
employee’s medical provider and provide a copy of the work release to the 
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employee's Supervisor and to Human Resources. Supervisors may not allow an 
employee to return to work until a written work release is provided after a work-
related injury; 

b) Modified Duty: If the treating medical provider places work restrictions on the 
employee and the employee is unable to return to full duty, the employee shall 
provide a copy of the written work restrictions to the employee's Supervisor and 
Human Resources Director. 

c) Temporary Transitional Assignment (TTA): Midway City endeavors to assist 
employees in returning to work. Temporary transitional assignments may be 
made availability where practical and subject to availability and City needs. See 
TTA below. 

 
 
 

C.  Temporary Transition Assignment (TTA) 
 

1. In cases where an employee cannot return to full duty because of limitations caused by a serious 
injury or illness, the City, at its discretion, may allow the employee to return to a temporary 
transitional assignment (TTA) up to an equivalent number of hours the employee worked prior 
to the injury or illness for a period not to exceed six (6) months in cases where: 

 
a. There is legitimate transitional duty available without displacing another employee; 
 
b. The employee is qualified to perform the transitional duty; 
 
c. The employee’s physician releases the employee to perform the transitional duty; and 
 
d. There is a reasonable likelihood that the employee can return to his/her/their regular 

position. 
 
 

In unusual cases, the TTA may be extended with approval by the Mayor where the employee is 
undergoing therapy, is an active and committed participant in the therapy, and the expectation 
of recovery allowing the full performance of the essential job functions is verified by the 
employee’s physician. 

 
2. The Department Supervisor shall determine the availability of a TTA in conjunction with the 
Human Resources Director / and the Mayor.  If a TTA is available, the following shall be 
required: 

 
a.  The employee’s Supervisor shall either mail, email, or deliver a letter to the employee in 
person that confirms an offer of a TTA and provides information to the employee concerning 
the TTA, the work schedule, assignments, and date the TTA is available.  A copy of this letter 
shall be included in the employee’s personnel file. 
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b. The employee’s work restrictions should be observed both on and off the job. 
 

c. While on TTA, the employee is required to pursue treatment by his/her/their treating 
physician at least once a month and to provide the City with an updated report on his/her/their 
condition and prognosis. 
 

3. At the end of the TTA, or in cases where there is no TTA available, the City, at its discretion, 
may make the following options available to the employee: 

 
a. Return to work in the same job held previously, performing the full duties of the job, with a 
physician’s release as required above. 
 
b. Reassignment to another position available in the City, where the employee possesses the 
minimum qualifications and ability to perform the essential functions of the position.  If the 
available reassignment is within the same department, the Department Supervisor must 
authorize.  If the reassignment is to another department, the two Department Supervisors and 
the Mayor must authorize. 
 
c. Return to the same job held previously with reasonable accommodation if available to help 
in the performance of the essential functions. 
 
d. A medical leave of absence for up to four (4) weeks using accrued sick leave or workers’ 
compensation benefits (if the situation involves a work related injury) or taking leave without 
pay if benefits or accrued leave are no available or applicable or until sick leave benefits are 
exhausted, whichever is longer, provided the employee provides the City with a medical note 
justifying the medical necessity for the leave within a week of taking the leave. 
 
e. Apply for any open position in the City for which qualified.... 
 
f. Retirement or other separation from City employment. 

 
4.  The City shall make reasonable accommodations for the performance of essential functions 
by employees who have a qualifying disability under the ADA. Reasonable accommodation does 
not include creating another position or having another employee perform the essential functions 
of the position but may include changes in the physical or functional work methods or the work 
conditions or environment. 

 
 
 
5.11 Payoff of Benefits 
 
 Upon voluntary termination of employment, earned but unused vacation benefits will be paid to 

the employee.  In the case of involuntary termination of employment, these benefits will not be 
paid. Sick Leave lump sum payments will be made only to those employees retiring from 
Midway City.  Terminated employees will not receive sick leave payments. Agreed to conditions 
set forth in specific job offers/agreements for specific employees shall be honored per the terms 
of such job offers/agreements.  
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5.12 Ongoing Performance Documentation 
 
 It is the responsibility of Department Supervisors and the Mayor to timely document noteworthy 

or critical employee work-related incidents and required work behaviors.  Such records will be 
used to support decisions that affect employee status including, but not limited to: promotions, 
rewards, recognition, and progressive discipline, including termination.   

 
 
5.13    Exit Interviews 

 
All terminating regular employees are encouraged to meet with the Mayor or Supervisor and/or 
Human Resources Director for an exit interview. The purpose of this interview is to gather 
information to assist management in identifying areas in need of improvement. 
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Section 6. Compensation 

 
6.1 Compensation Policy 

Midway City is interested in attracting and retaining employees that have high potential, 
are knowledgeable and skilled, committed, and able to meet our required needs and 
standards. Midway City's policy is to offer a total compensation package (salary and 
benefits) that is competitive, internally equitable, and within Midway City's financial 
capabilities, while enabling employees to progress at a pace commensurate with their own 
efforts and capabilities. The salary of all employees will be approved by the City Council 
at the time of budget approval, based on recommendations of the Department Supervisors 
and Mayor and within the established compensation structure. 

Midway City strives to insure the uniform and equitable application of pay with due regard 
to the duties, responsibilities, current year's available market data, and requisite 
qualifications of each position classification. This policy differs from many corporate Pay 
Plans that traditionally reward longevity (seniority) without regard for performance. The 
City believes rewarding performance is an equitable way of compensating employees for 
their contributions to the organization. 

In determining the total compensation value of a position, benefits must be considered. 
Base salary plus cost of benefits equals total compensation. In comparing benefit packages 
provided in the labor market, the City may evaluate both level and cost of benefits and 
other factors as deemed appropriate. 

 
 

6.2 Compensation Survey 

The Human Resources Director or designee will periodically conduct and/or subscribe to 
employee, City Council, and Mayor salary surveys for the purpose of determining 
prevailing pay rates of comparable municipalities within the state of Utah. 

Compensation surveys are not conducted on all positions within the City, but rather on a 
select number of positions known as benchmarks. A benchmark shall typically be a position 
common to at least four cities. Every attempt is made to select benchmarks that represent 
each of the different grades within the Pay Plan. Periodic review of job content and job 
description will also assist in maintaining internal equity among jobs in the City. 
(Compensation surveys will include an analysis of the total benefits package including 
insurance, retirement contribution, etc., so the survey is more reflective of total 
compensation.) 
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6.3 Pay Rates for New Hires 
 

All newly hired regular status employees are normally paid at the starting salary unless an 
exception is authorized by the Mayor or City Council. The City may grant exceptions and 
allow appointments above the minimum for such factors as a high level of experience and 
training or because the demands of the employment market affecting the position being 
recruited require a higher than minimum pay rate. 

 
 

6.4 Anniversary Date/Performance Review Process 
 

The anniversary date is the date one year following the employee's first day of employment 
with Midway City. 

Annual performance reviews are made each year on the employee's anniversary date. Merit 
increases may or may not be awarded at this time per the recommendation of the Supervisor and 
the discretion of the Mayor. See Merit Pay Increases below. 

 
6.5 General Wage/Salary Adjustment 

 
It is the intent of the City to consider prevailing practices related to cost of living and 
market trends in establishing wages and salaries. The amount of salary change ultimately 
will be based upon the anticipated effects upon the City budget. Where general, across 
the-board raises are awarded, the raise will be effective the first full pay period in July, 
unless the City Council finds good cause exists to award such raises at a different time of 
the year, in which case the City Council may make an exception and set forth the basis for 
the exception in any findings. 

 
 

6.6 Changes in Compensation 
 

Compensation may be changed in the following ways: 
 

A. Merit Pay Increases 
Performance/compensation evaluations are conducted by Midway City management. 
Increases in employee pay are based on work performance/results achieved in the previous 
year and are considered Merit Pay Increases. Merit pay adjustments are awarded on the 
basis of: (1) the quality of performance and results achieved during the previous year (or 
portion thereof for new employees); (2) annual City wage budget; and (3) the employee's 
qualifications, duties and responsibilities. Merit pay adjustments are reserved for employee 
continuous measurable performance improvement and/or exceptional performance in the 
past evaluation period(s). Merit pay increases are effective the pay period following the 
anniversary date each year based on the Department Supervisor's appraisal and subject to 
approval by the Mayor. 
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B. Promotion/Promotional Salary Increases 

Promotions and therefore promotional salary increases may occur as a result of an 
employee's successful achievement of a higher position with greater responsibilities, 
duties, and more complex job assignments that provide greater value to Midway City. 
Such increases are determined by management based upon the employee's length of 
service, current compensation, and appropriate position in their wage range. 

 
C. Cost of Living 

Employee compensation may be increased for cost of living adjustments (e.g., COLA)  
at the City's discretion. An employee who has not completed his/her/their 
orientation/probationary period is not eligible for any cost of living raise or merit raise 
approved by the City Council. 

 
 

6.7 Overtime 
 

A. Exempt Employees 

Exempt employees are not paid overtime. 
 

B. Non-Exempt Employees 

Overtime compensation is governed by the Fair Labor Standards Act, as amended, and the 
Utah Code where applicable. Overtime is defined as work in excess of forty (40) hours 
during any one work week. A work week is a regularly recurring period of 168 hours, or 
seven consecutive 24-hour periods. A work week begins at 12:01 a.m. on Sunday and ends 
at 12:00 midnight on Saturday. 

Every effort should be made to keep the accumulation of overtime hours to a minimum. 
Any time worked over forty (40) hours in any defined workweek or work period by FLSA 
covered employees shall qualify as overtime provided the overtime has been requested or 
approved by the Department Supervisor or Mayor. The amount of time given an employee 
for paid vacation and sick leave during that week will not be used to calculate hours for 
overtime. 

If an employee needs to make up time/hours, the missed time/hours must be made up during 
the work week in which the time/hours were missed. An employee will not be compensated 
for hours not made up during that work week; i.e., an employee cannot work thirty (30) 
hours one week and fifty (50) the next and average the two weeks together. The number of 
hours worked over two or more work weeks cannot be averaged to avoid payment of 
overtime. An employee cannot take time off without pay if the employee has vacation time 
or sick leave available without approval from the employee's Supervisor or the Mayor. 

In emergency situations, supervisors or the Mayor may request that an employee accept 
extra work on an overtime basis.  Overtime is intended to be used in emergency 
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situations, or under very unusual circumstances, and shall be kept conservative and 
commensurate with the best interests of the City. 

 
Employees working approved overtime hours in a pay period may choose to receive 
FLSA pay (calculated as number of overtime hours worked x (1.5) x (salary)) or 
compensatory time (at time and one half), subject to restrictions. See Compensatory 
Time below. 

 
 

6.8 Compensatory Time (Comp Time) 

Non-exempt employees approved to work in excess of forty (40) hours in any given work 
week have the option of either receiving pay (calculated as time and a half under the FLSA) 
or compensatory time, subject to limitations as set forth below. An employee must indicate 
his/her/their choice by completing an election form at the beginning of each fiscal year, and 
he/she/they may update their election choice one additional time in a fiscal year if the 
employee chooses to do so. 

 
Current policy for earning/using comp time: 

 
Administrative Employees may accrue thirty (30) hours of compensatory time in a fiscal 
year, and Public Works employees and Souvenir Shop Manager may accrue sixty (60) 
hours. 

Comp time cannot be accumulated if total overtime earned in a pay period is less than 2 hours. 

Employees may earn and use their comp time hours as "paid time off' through the fiscal 
year. Their hours earned and used will be tracked through the current HR Information 
System and a spreadsheet each pay period. 

Employee requests to use compensation time for time off requests must be submitted 
through the "time off” tab under "Comp Time" in the current HR Information System. 

Any overtime hours earned thereafter will be paid out as salary until the end of the fiscal 
year. Employees with compensatory hour balances remaining unused in June of each year 
will be paid out on the last pay period of the fiscal year, usually between June 20th 

  
to June 

30th. 

One hour of overtime equals one and a half (1 ½) hours of compensatory time. 
 
 
 

6.9 Termination Pay 
 

When employees separate and/or are terminated, they shall be required to return all 
equipment and to clear all financial obligations involving their equipment with the City 
prior to receiving their final paycheck. Any such obligation not cleared shall be itemized 
and deducted from their final paycheck.  
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For voluntary terminations, the final paycheck, including compensation for hours worked, 
unused vacation and comp time, if applicable, will be issued on the next regularly scheduled 
pay period following termination. For involuntary terminations (for cause), a final 
paycheck, including compensation for hours worked, unused vacation, and comp time, if 
applicable, will be sent to the employee’s address within 48 hours after termination. 
 
The Human Resources Director or designee shall confirm the amount of termination pay 
to which an employee is entitled. In the event of the death of an employee, final payment 
shall be made to the employee's designated beneficiary. 
 
 

6.10 Severance Pay 

Employees determined by Midway City and its management to have lost their jobs through no 
fault of their own may be eligible for severance pay. Severance pay is a discretionary benefit, 
the amount determined by the City Council not to exceed two weeks' pay. Employees 
dismissed for cause are not eligible for severance pay. 
 

 
6.11 Pay Date 

Midway City employees will be paid 26 times a year on a bi-weekly basis. 
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Section 7. Benefits 
 
 

7.1  Policy 
 

Midway City strives to provide good working conditions, competitive pay, and a 
combination of supplemental benefits available to all eligible employees. These benefits 
include vacations, holidays, insurance, and other plan benefits. We continually study and 
evaluate our benefits programs and policies to better meet present and future requirements. 

 
The next few pages contain a brief outline of the benefits programs Midway City provides 
employees and their families. The information presented here is intended to serve as a 
guideline only. The descriptions of the insurance and other plan benefits highlight certain 
aspects of the applicable plans for general information only. The specifics of these plans 
are detailed in the official plan documents, which are available for review upon request 
from the Human Resources Department. Additionally, the provisions of the plans, 
including eligibility and benefits provisions, are summarized in the summary plan 
descriptions ("SPDs") for the plans (which may be revised from time to time). In the 
determination of benefits and all other matters under each plan, the terms of the official 
plan documents shall govern over the language of any descriptions of the plans, including 
the SPDs or this handbook. 

 
Midway City (including the officers and administrators responsible for administering the 
plans) retain full discretionary authority to interpret the terms of the plan, administer the 
plans, and over all matters arising in connection with the plans including, but not limited 
to, benefit terms, eligibility, and entitlement. While Midway City intends to maintain these 
employee benefits, the City reserves the right to modify, amend or terminate these benefits 
at any time and for any reason. 

 
If employees have any questions regarding benefits, please contact the Human Resources 
Department. 

 
 
7.2 Group Insurance Programs 

Permanent, full-time employees who work a minimum of thirty-two (32) hours weekly may 
participate in Midway City's group insurance programs. Under these plans, eligible 
employees may receive comprehensive health and other insurance coverage for themselves 
and their families. Upon becoming eligible to participate in these plans, employees will 
receive summary plan descriptions (SPDs) describing benefits in greater detail. The 
level of participation in the payment premiums by the employees and the City is determined 
on a year to year basis. Please refer to the SPDs for detailed plan information or feel 
free to contact the Human Resources Department with additional questions. 
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7.3 Extended Health Insurance (COBRA) 

Midway City complies with the Consolidated Omnibus Budget Reconciliation Act of 1985 
(COBRA) laws and regulations in extending to "qualified beneficiaries" the right to choose to 
continue health care benefits provided by the group health plan for limited periods of time under 
certain circumstances, such as voluntary or involuntary job loss, reduction in hours worked, 
transition between jobs, death, divorce, and other life events ("qualifying events"). 
In order to be eligible for this coverage, an individual is a "qualified beneficiary" if he/she/they 
is/are covered under a group health plan on the day before a qualifying event as either a covered 
employee or the spouse of a covered employee or a dependent child of a covered employee. 
Employees shall notify the City immediately of any change in beneficiary status, including but not 
limited to legal separation, divorce, or loss of eligibility due to age limitations or educational status 
requirements established by the insurance plan. The City will not be responsible for any coverage 
issues resulting from failure to give notification of such an event. 
 
To apply for coverage, the employee or eligible family member must notify the Human 
Resources Director within thirty (30) days after the qualifying event. Please note: Enrollment 
is not automatic. The employee or eligible family member must timely complete the 
necessary enrollment forms and return all COBRA forms to the Human Resources 
Department within the time requirements. 
 
Individuals receiving coverage under COBRA are responsible for the costs of the extended 
coverage. Employees should refer to the plan documents for specific time limits on this coverage 
and other requirements governing this coverage. Plan documents are available through the Human 
Resources Department. 

 
 
7.4 Retirement 

Midway City participates in the Utah Retirement System (URS). Midway City endorses the 
concept that performance and not age should be the standard for retaining qualified employees. 
There shall not be a set retirement age from City employment. 

Understanding your retirement benefit options and contributions is helpful in planning for 
retirement. Because the URS Tier 1 and Tier 2 systems have varying retirement qualifications, 
with varying years of service requirements, all employees are encouraged to refer to the URS 
website (www.urs.org) or contact the URS member services directly at 801-366-7770. You may 
also contact the Human Resources Department. 

All full-time employees working thirty-two (32) hours or more per week and appointed officials 
working full-time, which includes the City Treasurer and City Recorder, are eligible for URS 
benefits. Employees working less than thirty two (32) hours per week are ineligible for URS 
benefits. 

Employees may choose to retire any time after they become eligible under the provisions of 
the Retirement Act. 

http://www.urs.org/
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Effective July 2024, the Utah Retirement System pension contribution rate will increase to require 
a member contribution equal to 0.7% of the salary. All employees in the Tier 2 Hybrid option are 
required to contribute 0.7% of their gross salary to their retirement fund. This percentage, or any 
change in percentage consistent with state law, will be deducted from each paycheck and cannot 
be altered by the employee. Midway City will match the 0.7% mandatory employee contribution. 
The City’s contribution will be deposited into a 401K plan (457b). The City’s contribution may 
be changed at any time at the discretion of the City. 
 
Employees are encouraged to make additional voluntary contributions at their discretion. It is not 
required.  
 
For further details or questions regarding this policy, please contact the Human Resources 
Department. 

 
7.5 Workers' Compensation Policy 
 

Midway City pays premiums for Workers' Compensation Insurance to provide benefits for all 
eligible employees who suffer a job-related injury as determined by the Workers' Compensation 
Board and subject to Workers' Compensation laws and regulations. 

Coverage begins on the employee's first day of employment, provided the employee meets all 
eligibility requirements. Benefits, as deemed applicable, are administered through the City's third-
party Workers' Compensation Administrator. 

 
Procedures 
 
1. Notify: Employees who experience an occupational injury, no matter how slight, must 

report the incident to their Supervisors immediately. Failure to timely report 
occupational injuries in compliance with Midway City procedures may jeopardize 
employees' rights to workers' compensation benefits. Supervisors shall immediately 
contact Human Resources in the event of an occupational injury. 
 

2. Evaluate: Determine if medical treatment is needed. Employees are not required to seek 
immediate medical treatment if they feel they do not need it. However, employees are 
still required to notify their Direct Supervisor of the injury and complete a report form 
at the time of injury. This report creates a history of the event in case the injury worsens 
and future medical attention is warranted. 
 

3. Report: It is the employee's responsibility to submit a written report of the injury to the 
Department Supervisor within forty-eight (48) hours of the accident in order to ensure 
prompt coverage of the claim. In the event of the employee's incapacitation, the 
Department Supervisor will complete and submit to the Human Resources Department 
the required report forms on behalf of the injured employee. 
 

4. Claims: If claiming Workers' Compensation benefits, employees must timely complete 
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claim forms and related paperwork required by the City's Workers' Compensation 
Insurance carrier (available through the Human Resources Department) and submit the 
forms to their Supervisors and/or the Human Resources Director. 
 

5. Doctor's Certification: Employees who are unable to work due to a work-related injury 
must provide a doctor's statement listing the medical facts and the expected date of 
return to work. Employees are required to comply with all medical care and treatment 
prescribed by their treating physician(s). 
 

6. Return to Work: Employees are expected to keep the City apprised of the status of 
their condition on a regular basis (at least weekly) and to notify the City when they can 
return to work. A doctor's statement indicating whether the employee can return to 
work with or without work restrictions is required before the employee returns to work. 
A physical examination by a physician of the City's choice may be required at the City's 
expense prior to returning to work. 

d) Full Duty: The employee shall obtain a written return to work release from the 
medical provider and provide a copy of the work release to the employee's 
Supervisor and to Human Resources. Supervisors may not allow an employee to 
return to work until a written work release is provided after a work-related injury; 

e) Modified Duty: If the treating medical provider places work restrictions on the 
employee and the employee is unable to return to full duty, the employee shall 
provide a copy of the written work restrictions to the employee's Supervisor and 
Human Resources Director. 

f) Temporary Transitional Assignment (TTA): Midway City endeavors to assist 
employees in returning to work. Temporary transitional assignments when given 
and where practical will be made available to all injured employees who are unable 
to immediately return to full duty following a work-related injury subject to 
availability, City needs, and at City discretion. If a transitional assignment is 
available and the employee chooses not to accept the transitional assignment, the 
employee shall not be eligible to receive Workers' Compensation wage replacement 
benefits. See 5.10 return to work after serious injury or illness. 

 
7. Reduction, Denial or Loss of Benefits: Workers' Compensation benefits may be 

reduced, denied or lost as provided by state law. Failure of employees to utilize safety 
devices, follow safety rules, and/or follow procedures for reporting and processing 
Workers' Compensation claims as required by State Law and the Utah Labor 
Commission may result in the reduction, denial or loss of Workers' Compensation 
benefits. 
 

8. Workers' Compensation benefits, if merited, are solely monetary benefits under the 
City's Workers' Compensation Insurance Policy, not a leave of absence entitlement. 
Employees who need to miss work due to a work-related injury must also request a 
formal leave of absence and submit supporting medical documentation for the request.
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7.6 Unemployment Insurance 

Midway City participates in the State Unemployment Insurance Program, and any employee whose 
employment is terminated for other than just cause may be eligible for unemployment benefits in 
accordance with the rules and provisions as provided by the State. 

 
 
7.7 Life Insurance 

Midway City offers group term life insurance for all benefited employees. The amount of coverage 
is subject to change each fiscal year. Premiums are paid by the City during the term of employment 
and cease upon retirement or termination of employment. 

 
 
7.8      Holidays 

Full-time Midway City employees will be paid for the following holidays: 
 

• NewYear's Day 
• Martin Luther King, Jr. Day 
• President's Day 
• Memorial Day 
• Juneteenth 
• Independence Day 
• Pioneer Day 
• Labor Day 
• Columbus Day (Floating Option) 
• Veteran's Day 
• Thanksgiving Day 
• Christmas Day 

 
When a holiday falls on a Friday or Saturday, it will be celebrated on the preceding Thursday 
due to the City's current 4/10 schedule with offices closed on Fridays. When a holiday falls on 
a Sunday, it will be observed on the following Monday. Employees on leave without pay before 
or after a holiday may not be paid for the holiday. When a holiday occurs during an employee’s 
paid leave, the day will be charged as holiday leave. The floating holiday option must be used 
anytime between the holiday date through the last day of the fiscal year. 

 
 
7.9       Vacation Leave 
            Policy  

Midway City recognizes the benefits to employee health and well-being of allowing reasonable 
time away from work responsibilities and therefore provides paid vacation benefits to eligible 
employees. 



Revised August 2024 POLICIES & PROCEDURES HANDBOOK Midway City 

40 

 

 

 

Accrual, Distribution & Compensation: 

a. Vacation is earned and accrues on the anniversary date of each employee’s date of hire. 
Vacation benefits are based upon the length of service and accrue according to the following 
schedule, except for full-time employees working less than 32 hours, whose vacation benefits 
are pro-rated based upon the average weekly hours worked.  

6 months 40 hours 
1 year 40 hours 
2 years through 4 years 80 hours 
5 years through 9 years 120 hours 
10 years and over 160 hours 
 

b. Carryover: Unused current year vacation benefits may be carrier over (“banked”) to the next 
year, provided the hours carried over do not exceed the total hourly equivalent “bankable” 
hours for the prior year as set forth below.   
 
1 year through 4 years    80 hours 
5 years through 9 years    120 hours 
10 years and over     160 hours 

For example, employees with 6-9 years of employment may carry over 120 hours in addition 
to the 120 hours received on their employment anniversary date, but an employee with 5 years 
may carry over only 80 hours (the total hourly equivalent for the prior year when the vacation 
was accumulated). Warning: any accumulated hours in excess of the permitted carryover 
limits cannot be banked and will be forfeited.  
 
Note: terms and conditions of employment memorialized in specific job offers/agreements 
shall be honored for the specific employee(s) covered by such job offers/agreements. 
 

c. With the approval of the Supervisor and/or Mayor, employees may donate vacation hours to 
another employee to be used as sick leave in cases of dire need. Before an employee can 
receive vacation leave from another employee, the receiving employee must have used all of 
their available sick leave, compensation time and vacation time. There cannot be an excess of 
donated hours beyond the hours required to cover the emergency. Donations of vacation time 
will not be counted as hours used in determining the maximum accrual that can be carried 
forward in any year. 

 
Procedures 
 

1. Vacation accrues and is earned on the anniversary date of each employee's date of hire. 
Vacation benefits are based upon length of service. 
 

2. Full-time and permanent part-time employees are eligible for annual vacation benefits after 
completing six (6) months of continuous service. 
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3. All vacation benefits must be earned/accrue before used, and use shall require the pre 
approval of management (i.e., employees may not go "in the hole" on vacation days). 

4. Former employees who are re-hired with reinstatement rights following military service or 
recall from active layoff status shall be entitled to assume the same eligibility for vacation as 
enjoyed prior to leave or layoff. 

5. Annual vacation benefits will not be earned during periods of time when a leave of absence 
without pay is being granted. 

 
 

Vacation Leave Requests/ Approvals 

Requests for vacation leave require approval in advance of the planned vacation from the 
employee's Department Supervisor or the Mayor. Due regard shall be given to employees’ needs 
and the City's need to provide services. For vacation leave of one week or longer, employees should 
provide thirty (30) days' advance notice for each week of vacation; if the vacation time is less 
than twenty (20) hours, the request should be submitted at least one week prior to the requested 
vacation. 
 
Midway City management reserves the right to approve or disapprove a request for vacation 
leave based upon specific work requirements of the City. Vacation leave may be utilized in not 
less than one (1) hour increments. Coming in early, staying late, or taking a shorter lunch break 
may not be used to reduce the number of vacation hours which have been taken during a pay 
period. The Human Resources Department maintains the official vacation leave records. 

 
 

Compensation for unused accrued Vacation Time: 
 
a) Employees are entitled to receive payment for unused vacation leave for which the 

employee has been credited at the time of voluntary separation from the City. Deductions 
from pay may be made where the separating employee has outstanding obligations to the 
City. The City also may withhold the payment of vacation pay if an employee fails to return 
City property in his/her/their possession. 
 

b) Upon the death of a Midway City employee with accrued vacation benefits, a lump sum 
payment for vacation time accrued will be made to the employee's estate/beneficiaries. 
 

c) Any employee who is terminated for misconduct in accordance with Utah law and/or any 
employee who voluntarily terminates without giving two (2) weeks' notice is ineligible to 
receive pay for accrued, unused vacation time. 

 
 

7.10    Sick Leave 
 

Policy 
 

Midway City provides paid sick leave as a benefit to eligible full-time employees who 
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become ill or injured and cannot perform their normal duties.  Paid sick leave is accrued 
based upon hours worked. This is the time during which an employee may be excused from 
work without any loss of pay due to: 

 
1. Personal illness; injury or type of disability, or illness in the immediate family; 

 
2. Dental, medical, optical, or mental health appointments; and 
 
3. Maternal/paternal leave (limit of six weeks for maternal leave unless physician prescribes more;       
limit of one week of sick leave for paternal leave) 

 
All eligible employees shall be eligible for sick leave benefits upon completion of one (1) full 
month of Midway City employment. 
 
Paid sick leave is accrued by full-time employees (working over 32 hours per week) at a 
rate of 3.69 hours per pay period (provided the employee worked 80% of the available work 
hours in the calendar month).  
 
Part-time employees are not eligible for sick leave benefits. 

Sick leave will not be earned during a period where a leave of absence without pay is being 
granted for reasons other than personal or family related illness or conditions as defined by 
the Family Medical Leave (FMLA). 

Within an hour of the start of work of the same business day, an employee on sick leave shall 
inform management of the reason why he/she will be unable to attend work. It is the 
responsibility of the employee to keep management advised regarding continued absence or 
sick leave. Management may require the employee to submit a doctor's certification of illness 
before approving sick leave pay. 

With management approval, earned vacation leave may be used for sick leave purposes once 
sick leave is exhausted. Coming in early, staying late, or taking a shorter lunch break may 
not be used to reduce the number of sick hours which have been taken during a pay period. 

Employees who retire from Midway City will be paid their accrued sick leave. "Retirement" 
means the status of an individual who has become eligible, applies for, and is entitled to 
receive an allowance under this Title 49-11-101 of the Utah Code Annotated (known as the 
"Utah State Retirement and Insurance Benefit Act.") There is no cap on the number of sick 
leave hours an employee may accrue during his/her/their employment with the City. This lump 
sum for sick time will be paid at 50% of the employee's wage at the time of retirement. No 
sick leave hours will accrue for an employee who is on sick leave, medical leave, short-term 
disability, or long-term disability. The employee may at retirement choose to take this amount 
as a lump-sum one-time payment or, if the employee is participating in the URS Contributory 
Accounts (i.e., 401(k), 457, or Roth IRA), may have it deposited directly into his/her/their 
account, after the URS approves the payment. 
 
In the event of illness to an immediate family member (spouse, parent, child, brother, sister, 
grandparent, spouse's grandparent, grandchild, father-in-law, mother-in law, brother-in-law, 
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sister-in-law, daughter-in-law, son-in-law, and aunt or uncle), an employee may use up to five 
(5) days of sick leave per incident upon approval of the department Supervisor. See also 
FMLA below.  

Eligible employees may donate leave to another employee with the approval of the employee’s 
Supervisor and/or Mayor. In cases of dire need by another employee. The hours donated by 
an employee must be from his/her/their accrued vacation or compensation time; they cannot 
be donated from their accrued sick leave hours. Before an employee can receive hours from 
another employee, the receiving employee must have used all of his/her/their available time 
off. 

All non-emergency, medically necessary surgeries or procedures requiring sick leave beyond 
twenty-one (21) consecutive days must be approved in advance. The request must be 
accompanied by a physician's note, which must specify medical necessity, prognosis, probable 
return to work date and fitness for duty status. At the end of twenty one (21) consecutive sick 
days due to the employee's illness, employees may use vacation hours 

The Human Resources Director or designee maintains sick leave records. 

 

7.11 Family and Medical Leave Policy (FMLA) Policy 

As a supplement to its other leave policies, the City offers family and medical leaves of absence as 
provided by the federal Family and Medical Leave Act of 1993 ("FMLA"). 

A. General Leave Provisions - Under the FMLA, an eligible employee may take up to 12 weeks of 
unpaid leave during any 12-month period for (1) the employee's own serious health condition, (2) 
the birth or placement for adoption or foster care of a child, or (3) care of a child, spouse, or parent 
who has a serious health condition. 

1. A "serious health condition" is an illness, injury, impairment or physical or mental condition that 
involves inpatient care in a medical facility or continuing treatment by a health care provider. 

2."Intermittent leave" is leave that is not taken consecutively. A "reduced leave schedule" means a 
leave schedule that reduces the usual number of hours per workweek or hours per workday. 

3. An employee must have been employed by the City for at least one year to be eligible for FMLA 
leave. 

4. Leave to care for a new child must be taken within one year of the birth or placement for adoption 
or foster care. 

5. If leave is taken for care of a new child or for care of a spouse, child, or parent with a serious 
health condition, an employee may elect or the City may require the employee to substitute any 
accrued paid vacation leave and/or sick leave as part of the 12-week leave as provided for in FMLA. 

6. If two spouses both work for Midway City and seek leave to care for a new child or a parent with 
a serious medical condition, their combined leave is limited to 12 weeks. 

7. If an employee requests intermittent leave or a reduced leave schedule because of a serious health 
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condition that is foreseeable based on planned medical treatment, the City may require the employee 
to transfer temporarily to an alternative position for which the employee is qualified and that has 
equivalent pay and benefits and better accommodates recurring periods of leave. 

8. "Intermittent leave" is leave that is not taken consecutively. A "reduced leave schedule" means a 
leave schedule that reduces the usual number of hours per workweek or hours per workday. 

B. Notice - If the need for leave is foreseeable based upon an expected birth or placement of a child, 
the employee should give at least 30 days' notice before the leave begins that the employee intends 
to take leave. If the situation requires leave to care for a child to begin in less than 30 days, the 
employee should provide such notice as soon as is practicable. 

If the need for leave is foreseeable based upon planned medical treatment, the employee should (1) 
make a reasonable effort to schedule treatment so as not to disrupt unduly the operations of the City, 
and (2) give at least 30 days' notice before the leave begins that the employee intends to take leave. 
If the situation requires leave to begin in less than 30 days, the employee should provide such notice 
as soon as possible. 

C. Benefits and Employment Status 

At the end of an FMLA leave under this policy, an employee is entitled to return to his or her 
previous position or to an equivalent position with no loss of benefits. 

a) FMLA leave taken under this policy will not result in loss of any seniority or employment 
benefits accrued prior to the leave. No seniority or benefits like sick leave and vacation will 
accrue during the leave. 

b) An employee on FMLA leave under this policy will receive health benefits while on leave under 
the same terms and conditions as when he or she was on the job. 

 
 
7.12 Long Term Disability 

Full-time employees are eligible to participate in Midway City's Long-Term Disability plan, subject 
to all terms and conditions of the agreement between Midway City and the insurance carrier. 

 
 
7.13 Military Leave 

In the event that an employee is absent due to being called into the military service of the United 
States or the State of Utah for active duty, the employee may receive compensation from the military 
while on military status and the City will pay the difference in salary between the military pay and 
the amount the employee would have received had he/she/they remained working with the City 
during the same period of time, for a period not exceeding fifteen (15) calendar days, without loss 
of benefits. Employees requesting military leave shall notify their Supervisors at least four (4) weeks 
prior to the requested leave date. Employees shall furnish the Human Resources Director with 
satisfactory proof of orders to report for duty and of actual service and military salary pursuant to 
such orders. The City will comply with all state and federal laws and regulations concerning military 
leave. 
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7.14 Jury Duty/Court Leave 

Policy 
Midway City recognizes the obligation of all U.S. citizens to serve on jury duty and/or attend Court 
when summoned to do so. All employees will be allowed time off to perform such civic service as 
required by law. Employees are expected, however, to timely provide to their Supervisor proper 
notice of a request to perform jury duty or testify as a witness and verification of their service. 
Employees also are expected to keep management informed of the expected length of jury duty/court 
service and to report to work for the major portion of the day if excused by the court. If the required 
absence presents a serious conflict for management, employees may be asked to try to postpone jury 
duty. 
Midway City grants paid leave to full-time employees required to serve as a juror or witness during 
a time the employee was normally scheduled to work. Such compensation shall not exceed an 
employee's normal wages, nor the number of hours spent in Court, nor exceed ten (10) hours for any 
given day. All compensation received for Court or jury duty from such agencies is to be remitted by 
the employee to the general fund of Midway City, unless such duty is performed outside of normal 
working hours. Employees serving as jurors or witnesses will be expected to work as much of their 
regularly scheduled shift as the court duty schedule permits, to the extent that combined time on 
court duty and work does not exceed the number of scheduled work hours for that day. 
Leave under this section shall not apply when appearing in court for criminal or civil cases being 
heard in connection with the employee's personal matters, such as traffic court, divorce proceedings, 
custody or as a witness in a case not involving Midway City, etc. These absences would be leave 
without pay, personal days or vacation leave. 

 
7.15 Bereavement Leave 

Full-time employees shall be entitled to up to three (3) working days paid bereavement leave to 
attend the services or funeral of an immediate family member. Immediate family for this purpose 
shall be defined as: spouse, parent, child, brother, sister, grandparent, spouse's grandparent, 
grandchild, father-in-law, mother-in-law, brother-in law, sister-in-law, daughter-in-law, son-in-
law, and aunt or uncle.  
 
For other family relations and friends, bereavement leave may be taken when agreed upon by the 
Department Supervisor and the Mayor, or employees may use compensatory time, vacation time or 
leave without pay. 
 
In the case of the death of an employee's parent, spouse or child, the employee may request and be 
granted up to five (5) working days with pay to manage the family issues related to the loss. Requests 
should be made to the Supervisor or Mayor, who will approve or deny the request based on the 
specific needs of the employee, balanced with the needs of the City. If additional time off beyond 
this allowance is required, vacation or sick leave must be used. Time off under this policy will not 
count as time worked when calculating overtime for that week. 
 

 Bereavement leave must be used immediately and may not be saved, accumulated or accrued. 
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7.16 Voting Leave 
In the event employees do not have sufficient time outside of working hours to vote in a statewide 
election, the employee may take off enough working time to vote. Such time will be paid if required 
by state law. This time should be taken at the beginning or end of the regular work schedule. Where 
possible, Supervisors should be notified at least two (2) days prior to the voting day. 

 
 
7.17 Birthday Leave 

Eligible employees will receive a paid day off in recognition of their birthday. There is no pay in 
lieu of Birthday Leave, and Birthday Leave cannot be used in increments of less than one (1) day. 

 
To be eligible for Birthday Leave an employee must have: 

• Successfully completed his/her probation period prior to the date of his/her/their birthday. 

• Have no outstanding disciplinary actions (including verbal) on file at the date of 
his/her/their birthday. 

Upon Supervisor approval, an employee may take his/her/their birthday as paid leave. If the birthday 
falls on Friday or Saturday, the Birthday Leave may be taken on the preceding Thursday. If the 
birthday falls on a Sunday, the Birthday Leave may be taken the following Monday. In the event 
staffing needs prevent use of leave as described above, the employee can take Birthday Leave within 
a week of his/her/their birthday provided the employee receives pre-approval from his/her/their 
department Supervisor. If the Birthday Leave is not taken within one week of the birthday, the 
Birthday Leave will be forfeited. 
If an employee leaves employment before the date of his/her birthday, the employee will not be 
entitled to Birthday Leave or any payment in lieu of Birthday Leave. The City reserves the right to 
change, amend or withdraw this benefit at any time. 

 
 
7.18 Town Hall and Community Center - Employee Rentals 

Midway City employees are eligible to reserve and rent free of charge either the Town Hall or 
Community Center one day per fiscal year as a benefit of their employment with Midway City. 
 

 
7.19 Housing Stipend 
 

Midway City provides a Housing Stipend to employees that live in Wasatch County. The Housing 
Stipend for the current fiscal year can be obtained from the Human Resources Department. 

 
Terms 
• Employees that live in Wasatch County qualify to receive a Housing Stipend from Midway 
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City. 
• Housing Stipends are taxable and do not count as retirement contributions. 
• The amounts and approval of term will be determined by the Midway City Council and may 

change with each fiscal year's budget. 
• The amount will change if the employee classification changes. 
• Housing Stipends will stop immediately for a qualifying employee that moves outside of 

Wasatch County and/or upon termination of employment with Midway city. 
Employees should direct any questions regarding this policy to the Human Resources Department. 

 
 
7.20 Leave Without Pay 

An employee may be granted leave without pay upon showing a pressing need or other 
extraordinary circumstances. The length of time approved will be determined on a caseby-case 
basis and the circumstances that caused the request. All leave without pay requests need to be in 
writing and approved in writing by the Mayor or City Council. 

 
 
7.21 Clothing Allowance 

During the orientation/probation period, new Public Works employees will be entitled to 6 work 
shirts with City emblem and 1 pair of boots. After the probation period, the full voucher for the 
year (less the shirts and boots) will be issued. 
 
Full-time Public Works employees will receive a yearly allowance to be used to purchase the 
following: 
 
5 Pair of work jeans/ work shorts 
5 Work shirts with City emblem  
1 Pair of work boots 
1 Pair of muck boots 
1 Heavy weight coat - Winter 
1 Light weight coat/ Sweatshirt/ Vest -Summer 
 
Allowances are subject to change every year. Please contact the City Treasurer for updated 
information. 
Administrative staff will be provided with shirts with the City emblem. The number of shirts 
provided will depend on the budget for the fiscal year. With Supervisor approval and subject to the 
approval of the Mayor, employees may be reimbursed for costs to embroider the City emblem on 
shirts.  
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7.22 Cell Phone Allowance: 
A City cell phone, or reimbursement for the use of a personal cell phone, may be provided to eligible 
employees and department Supervisors at the discretion of the City. Supervisors, at their discretion, 
will determine if cell phone issuance or reimbursement is warranted.  The budget for a phone and/or 
amount of reimbursement will be determined by the City Council at the time of the Budget approval. 
 
An employee receiving phone reimbursement must provide the City with his/her/their cell phone 
number. Employees opting to use their personal cell phones and receive reimbursement from the 
City for business use should limit the amount of time they use their phone for personal use while on 
the clock. 
 
Employees issued a City-owned cell phone are responsible for its use and treatment. If a City-owned 
phone is damaged, lost, or stolen, the employee is required to notify his/her/their Supervisor 
immediately. The City will not be responsible for personal cell phones that get damaged, lost, or 
stolen irrespective of whether the event occurs during hours working for Midway City. 
 
See also Section 13.7. 
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Section 8. Work Hours 
 
8.1 General Policy 

With the exception of City Council members and the Mayor, all exempt and non-exempt employees 
must record their time worked for payroll and benefit purposes using the current Midway City/HR 
timekeeping information system. Employees must record the time work begins and ends, as well as 
the beginning and ending time of any departure from work for any non-work-related reason. 
Altering, falsifying, or tampering with time records is prohibited and subjects the employee to 
discipline, up to and including discharge. 
Exempt employees are required to record their daily work attendance and report absences from work 
for reasons such as leaves of absence, sick leave, or personal business. Employees may not start 
work until their scheduled starting time except for special and limited circumstances preapproved 
by the employee’s Supervisor or the Mayor. 
 
It is the employee's responsibility to review his/her/their timesheets for accuracy of all time recorded. 
An employee shall promptly report any errors in the timesheet to a Supervisor, who will attempt to 
correct legitimate errors. 

 
 
8.2 Time Records 

Employees are expected to clock in at the start of the workday (7:30 am) and to clock out at the end 
of the workday (5:30 pm), unless otherwise authorized by their Supervisor. 
Employees who fail to submit timely, accurate time sheets for approval (e.g., no later than noon on 
payroll day (Monday)) may not be paid until up to 5 days later than the usual pay date.  
 
Supervisor Responsibility. 
Time records are subject to review and approval by the employee's Supervisor. Supervisors are 
expected to timely approve timesheets before payroll day (Monday) at noon. If the Supervisor 
anticipates that he/she/they will be out or for some reason cannot timely approve timesheets, 
he/she/they shall let the Human Resources Director or payroll designee know prior to payroll day. 
If hours are not approved before payroll day (Monday at noon), the Human Resources Director or 
payroll designee will approve timesheets after confirming hours with the employee directly. 
Violation of time-keeping policies or falsification of time sheets may result in disciplinary action up 
to and including termination. 

 
 
8.3 Work Week and Paydays 

A. Normal Operating Hours 
Normal operating office hours are 7:30 a.m. to 5:30 p.m. Monday through Thursday. A regular pay 
period is normally defined as bi-weekly, with each work week beginning at 12:00 a.m. on Sunday 
and ending at midnight on Saturday. Due to seasonal Public Works Department needs and schedules, 
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variation in the hours worked per week may occur, which shall be managed according to the 
overtime provisions of the Fair Labor Standard Act (FLSA). Paydays are Thursdays following pay 
periods. 
 
B. On Call Hours 
Public Works employees will be required to be on call on a rotation basis. Employees must be within 
thirty (30) minutes' drive time from Midway while on call. Each rotation will be for a one (1) week 
period, starting Monday through Thursday from 5:30 p.m. to7:00 a.m., and Friday, Saturday, and 
Sunday 24/7. The employee on call will receive eight (8) hours of pay for being on call for the week. 
Should the employee be called out on an emergency, he/she/they will be paid regular or overtime 
wages, whichever applies, with a one (1) hour minimum. If the emergency requires more than one 
person, it will be the responsibility of the "on-call" person to call out additional help. If the "on-call" 
employee is unable to work their on-call shift, it is the employee's responsibility to make 
arrangements for coverage. 

 
 
8.4 Breaks/Rest Periods 

In light of the City's four-day work schedule, employees will not receive a lunch break. Employees 
will receive two, ten-minute rest periods each workday. Rest periods are meant to be used as a break 
from one's office. 
Employees may combine the two rest periods into one rest period, but rest periods cannot be used 
to shorten the workday. Employees shall remain within walkable distance of Midway City's premises 
(Town square for those working in the City office building) during the rest periods allowed unless 
the employee obtains permission from his/her/their Supervisor or the Mayor. For any amount of time 
longer than 20 minutes off premises, or if rest periods have already been used, the employee must 
clock out and obtain pre-approval from his/her/their Supervisor and/or the Mayor. 

 
 
8.5 Unforeseen Work Interruptions 
 

It is the policy of the City that on those days when there is an interruption of work for causes outside 
the control of the City, employees shall be compensated for the entire day of the occurrence, 
regardless of the time released from work. 

 
 
8.6 Flexible Work Schedules 

Policy  
 
Midway City may allow employees to work remotely if their job duties and work performance are 
determined conducive to and eligible for remote work. Eligibility will be decided on a case-by-case 
basis by the employee’s Supervisor and the Mayor. Employees also may be required to work 
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remotely during periods of emergency, such as a weather disaster or public health emergencies, if 
government orders and mandates require such work. 
 
Employees approved to work remotely should consult with their Supervisor for specific details of 
their remote work/telecommuting arrangement, such as expected work hours, equipment provided, 
and other details. Telecommuting may be appropriate for some employees and jobs but not others. 
 
Any remote work/telecommuting arrangement may be discontinued by Midway City at any time at 
the discretion of Midway City.  
 
 
Hours of Work 
 
Employees approved for remote work will work from home. Scheduled hours of work will be set by 
the employees' Supervisor. Employees should maintain regular contact with their Supervisors. 
 
All exempt and non-exempt employees must accurately record all hours worked for payroll and 
benefit purposes using the current Midway City Human Resources timekeeping information system 
and take rest breaks as if in Midway City's workplace and as required by law. Non-exempt 
employees may not work beyond scheduled working hours (including working more than 40 hours 
in a workweek) without prior authorization from their Supervisor. 
 
 
Location 
 
While working remotely, employees will provide, at their expense, a secure, dedicated work area. 
Employees are responsible for maintaining the work area in a safe, secure, and nonhazardous 
condition at all times and to maintain security devices and procedures necessary to prevent use by 
unauthorized persons, including by preventing the connection of any Midway City furnished 
computer system, network, or database to any computer, network, or database other than a computer, 
network, or database to which connections are provided or authorized by Midway City. 
 
 
Duties 
 
Employees will follow all existing Midway City policies and procedures. The duties, obligations, 
responsibilities, and conditions of employment with Midway City remain unchanged. Employees 
will remain engaged with work throughout the workday and be available during normal business 
hours. If employees do not successfully perform their job duties remotely, this arrangement will be 
revoked. Employees are expected to follow existing Midway City policies with respect to scheduled 
and unscheduled time off, including the obligation to speak with their Supervisor before the 
scheduled start time in the event of an unscheduled absence, tardiness, or early departure. 
 
 
Accidents and Injuries 
 
Remote employees agree to maintain safe conditions in the remote workspace and to practice the 
same safety habits and rules applied on Midway City premises. If employees sustain an injury arising 
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out of the course and scope of the assigned job duties while working in the remote workspace, the 
workers' compensation provisions in place for the state in which the employees are working will 
apply. Employees must notify their Supervisor immediately and complete all necessary and/or 
requested documents regarding the reported injury. Midway City assumes no responsibility for 
injuries occurring in the remote workspace outside normal working hours, or for injuries that occur 
as a result of a reasonably recognizable unsafe remote workspace. 
 
 
Equipment 
 
Remote employees will use electronic equipment that meets all Midway City’s security 
requirements.  If Midway City provides equipment for home use, employees will provide a secure 
location for Midway City-owned equipment, use the equipment only for Midway City Business, and 
will not allow others to use such equipment. Employees have no expectation of ownership in such 
equipment, linkages, property, or other items installed or provided by Midway City. Midway City 
will bear the expense of removal of any such equipment, linkages, and installations provided by 
Midway City upon the termination of the remote work/telecommuting arrangement but not 
modification of or repairs to the work location.  
 
 
Return of Midway City Property 
All equipment, records, and materials provided by Midway City remain Midway City property. 
Remote employees will promptly return Midway City equipment, records, and materials upon 
termination of remote working/telecommuting and/or upon request. All Midway City equipment 
will be returned by employees for inspection, repair, or replacement as needed or requested. All 
equipment must be returned within five (5) business days of written notice to the employee. 
 
Confidentiality 
Employees working remotely are subject to Midway City's policies prohibiting the nonbusiness use 
or dissemination of Midway City's confidential information. Employees will take all steps 
appropriate to safeguard Midway City's confidential business information, including segregating it 
from personal papers and documents, not allowing nonemployees access to such information, and 
keeping such information in locked drawers or file cabinets when not in use. Employees will 
maintain confidential information including, but not limited to, information regarding employees’ 
personal information, mailing addresses, data, orders, memoranda, notes, records, proposals, project 
reports, sources of supply, and financial information. 

 
 

8.7 Absences and Tardiness 
Employees are expected to report to work on time. Tardiness is expensive, disrupts workflow, 
compromises customer service and will not be tolerated. Unauthorized or excessive absences or 
tardiness may result in disciplinary action up to and including termination. An absence is considered 
to be unauthorized if the employee has not followed proper notification procedures or the absence 
has not been properly approved. Unsatisfactory attendance may have an adverse effect on 
promotional opportunities. 
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If an employee is going to be late or absent for any reason, he/she/they shall contact his/her/their 
Supervisor or designee within one (1) hour prior to the regular starting time. It is the employee’s 
responsibility to ensure that proper notification is given. Leaving voice mail messages is considered 
proper notice; asking another employee, friend or relative to give this notification is acceptable only 
under emergency circumstances. 
Employees who know they will be absent on three or more consecutive days (e.g., surgery) are 
required to notify their supervisor in advance of their absence. Employees who are absent on 
consecutive days because of day-to-day illnesses are required to notify their supervisors each day. 
Employees who are absent on three or more consecutive days, or who have a pattern of absences, 
will be required to furnish a doctor’s note verifying each occurrence of illness. 
Employees who are absent from work for three consecutive days without giving proper notice will 
be considered as having voluntarily resigned employment with the City. At that time, the resignation, 
and thus termination, will be formally noted in the employee’s personnel file and the employee will 
be advised of the action by certified mail to the employee’s last known address. 
Employees shall use sick leave and vacation leave for absences for illness. FMLA may then apply 
if the situation meets the requirements of the Family Medical Leave Act. Upon exhaustion of sick 
leave, vacation leave, and FMLA (if applicable), an employee absent from work during scheduled 
hours may be subject to termination. 
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Section 9.  Reimbursement of Travel and Related Expenses 
 
9.1 Travel 
 
 Policy 
 
 Reasonable travel expenses associated with authorized trips for City business, attendance at 

conventions, conferences, field trips, educational courses or meetings, etc., will be paid by the City 
based on a per diem schedule set by the Mayor and City Council. Receipts will be required, 
particularly for any reasonable and unavoidable expenses that exceed the per diem schedule.  The 
employee will provide receipts for all expenses associated with the above to the City upon 
completion of the trip and no later than one (1) week after return from travel. An employee may be 
accompanied by a spouse, family member, partner or friend on approved City business trips with 
the understanding that the City will not pay any of the costs incurred by these individuals nor be 
responsible for any liability associated wherewith.  All absences from work to attend meetings, 
training, seminars, conferences, conventions, etc., must be approved by the Department Supervisor 
prior to attendance.  Travel expenses must be included in the annual budget for each department 
anticipating travel as a part of the budget process.  Any travel expenses exceeding the amount 
budgeted must have the approval of the Mayor. 

 
 
9.2 Use of Personal Cars 
 

Employees should use City vehicles for City business and travel. Personal cars may be used for City 
business if adjudged advantageous to the City by an employee’s Supervisor and/or the Mayor.  When 
a personal car is used for City business, the City’s reimbursement for the car shall be at the rate 
allowed by the IRS.  The distance will be computed from a standard mileage chart or vehicle 
odometer reading. Travelers receiving mileage reimbursement are required to maintain their driver’s 
license number and personal auto liability insurance company name and policy number on file with 
Midway City.  Mileage is paid on the most reasonable direct route. Authorized Midway City 
travelers driving their personal vehicles shall report all accidents occurring while on Midway City 
business to the Risk Manager or designee. Authorized Midway City travelers are required to meet 
all automobile insurance regulations for the state of Utah that must include liability and property 
damage coverage. 

 
 
9.3 Authorized Expenses 
 

Midway City employees may be reimbursed for certain authorized and pre-approved expenses 
incurred in the course of employment with Midway City, including the following: 

  
 1. Air Transportation: Any authorized Midway City employee on City business traveling by air 

transportation shall be reimbursed for his/her/their reasonable travel expense at the current 
airfare rate. Exceptions require approval of the Mayor.  Receipts for air tickets purchased by the 
employee are required.  Whenever possible, all airline tickets must be purchased using the lowest 
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available advance booking fare. 
 
 2. Public Transportation – Reimbursement will be authorized for taxi, bus, or shuttle service for 

authorized Midway City employees when conducting Midway City business and no private 
vehicle is available.  The actual cost and a fifteen percent gratuity will be reimbursed.  Receipts 
are required. 

 
 3. Lodging Expense:   
 
  a. Midway City will reimburse lodging expenses at the single accommodation rate, except in 

instances where accommodation is shared by persons conducting Midway City businesses, 
in which case reimbursement will reflect the party’s actual costs.  Receipts are required. 

 
  b. Charges for lodging will be reimbursed for the night prior to the formal start of the event, 

only with previous approval of the employee’s Supervisor or the Mayor. Charges for lodging 
will be reimbursed for the nights the event is held, including the night of the last day, unless 
it is reasonable and convenient to commute to the event and/or return to Midway at the 
conclusion of the event, or unless there is a savings available to Midway City through 
extending the stay. 

 
 4. Meal Expense:   
 
       When meals are part of a registration or tuition fee, additional per diem charges for those 

meals cannot be claimed.  Subsistence, which consists of meals (excluding alcoholic 
beverages) and lodging, is limited to actual costs as approved or per diem as allowed by the 
IRS. 

 
 5. Other Authorized Expenses: 
 
  Reimbursements for miscellaneous expenses may be authorized for Midway City business (e.g., 

toll fees, parking, other gratuities, etc.) 
 
 
9.4 Expenses for Spouses, Other Family Members, or Non-Midway City Employees  
 

Expenses for spouses, other family members or non-Midway City employees will not be paid by the 
City.  Family members may accompany City employees on City-assigned trips requiring an 
overnight stay, but travel, food, lodging or any other expenses will not be paid by the City. 
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Section 10.  Performance Evaluation 

 
10.1 Policy 

 
It is the policy of Midway City to evaluate each employee's performance annually on the 
anniversary date of hiring. This is done to assure that performance expectations are clear, 
to identify employee's strengths and areas in need of development, to develop plans to 
address performance issues, and for the purpose of recognizing contributions/results made 
by employees in the achievement of the City's goals and objectives. 

 
10.2 Responsibility 

 
1. The Mayor and/or Supervisor will assist the employees they evaluate by explaining 

the objectives and provisions of the performance evaluation plan. 

2. The Mayor and/or Supervisor are responsible for: 
 

a. Keeping the employees under their supervision informed of the expectations used in 
evaluating their performance. 

 
b. Setting performance objectives, goals, and formulating improvement plans when 

necessary to assist employees in improving aspects of performance identified as in 
need of improvement. 

 
c. Recommending compensation adjustments based on performance. 

 
10.3 Evaluation Process 

 
A. Informal Evaluation: 

 
Informal evaluation may occur daily and for a variety of purposes: appraisal of 
performance in the current position; determination of career potential; appraisal for 
promotion to a specific position; determination of training and development needs; and 
consideration of merit increases. 

 
B. Formal Evaluation: 

 
Informal evaluations of probationary new employees by management may take place 
at three months. Formal evaluations by management of new employees may be 
conducted at or near completion of the six-month probation period. The purpose of 
these evaluations is to determine whether the employee can perform the responsibilities 
of the position and to provide opportunities for constructive feedback. 



Revised August 2024 POLICIES & PROCEDURES HANDBOOK Midway City 

57 

 

 

 
Formal annual reviews of all employees should be completed within thirty (30) days of 
the employee's anniversary date. The purposes of these appraisals are to provide 
performance feedback, set performance objectives, and provide the basis for merit pay 
determinations. Copies of all performance appraisals may be forwarded to the Mayor for 
review prior to being placed in the employee's personnel file. Management proposing 
merit increases for staff shall provide the recommendation along with the performance 
appraisal to the Mayor. 

The performance evaluation consists of a written employee self-evaluation, a written 
evaluation by the Mayor or Department Supervisor, a confidential interview to discuss 
the employee's performance, and an opportunity for the employee to offer his/her/their 
written comments to the review. 

As part of the self-evaluation, an employee should identify goals he/she/they would like 
to accomplish during the next review period. The employees should identify goals, the 
means by which to measure whether goals have been accomplished, and the timeframe in 
which goals will be accomplished. 

The Mayor or Supervisor then proceeds with his/her/their evaluation of the employee. 
First, reviewing and evaluating the accomplishments of previously set goals; second, 
identifying any additional accomplishments; third, establishing goals for the future that 
are measurable; and fourth, identifying areas needing improvement. These areas of 
development may enhance the employee's ability to do his/her/their current job or prepare 
him/her/them for upward mobility. 

The interview is intended to be an open dialogue between the employee and the Mayor 
and/or Supervisor to discuss the evaluation openly and set future goals. 

If, at the end of the interview, the employee and the Mayor and/or Supervisor agree that 
items should be changed, added or deleted from the written review, the evaluation may 
be rewritten. Once the written performance evaluation is finalized, the employee will be 
asked to sign it, acknowledging that he/she/they has/had read the review and been given 
the opportunity to discuss it. Signing the written evaluation shall not be construed to 
mean that the employee agrees or disagrees with the contents of the evaluation. 

The Human Resources Director may be involved at any or all stages of this process. 
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Section 11.  Disciplinary Procedures 
 
 
11.1 General Policy 

It is the responsibility of all employees to observe rules of conduct necessary for the proper 
operation of Midway City government. Employees shall conduct themselves in a positive and 
professional manner to promote the best interests of the City. Conduct that interferes with 
operations or that discredits the City will not be tolerated. The following administrative 
measures have been established for the handling of disciplinary measures when required. 

 
 
11.2 Corrective/Progressive Discipline 
 

Midway City generally endorses a policy of corrective and progressive discipline in which the 
City attempts to provide employees with notice of deficiencies and an opportunity to improve. 
Progressive discipline may include written warnings, suspension with or without pay, 
suspension pending investigation, or termination of employment, depending on the 
circumstances. Notwithstanding the foregoing, the City does not guarantee that one type of 
discipline will precede another and retains the right to discipline employees in any manner 
deemed appropriate to the facts. 
 
Communication  
Open and candid communication with employees is an important aspect of Midway City's 
employee relations. When a rule, policy, or procedure is violated, the employee's Department 
Supervisor, or designee, will review the specific nature of the violation with the employee. 
Employees’ input is important to ensure that all the facts have been considered. After review, 
corrective action, if warranted, is discussed with the employee and the management involved. 
 
Corrective Action Notice   

Employees are given the opportunity to agree or disagree with the results and write a brief 
statement on the corrective action notice, if desired. However, as a condition of employment, 
employees are required to sign the corrective action notice to indicate that a discussion of the 
issue has taken place. Failure to comply with this policy could result in further disciplinary 
action, up to and including termination of employment. Employees receive a copy of any written 
notice issued by the City. 

 
11.3 Prohibited Conduct 
 

Any employee who, after investigation, is found to have violated the policies, procedures, rules, 
or regulations outlined in this Employee Handbook or those established by the employee's 
department or by law, or is found to have engaged in misconduct, will be subject to disciplinary 
action in accordance with this policy or applicable law will be subject to disciplinary action for 
engaging in misconduct including, but not limited to, the following: 
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a) Violation of the laws, codes, rules, regulations, policies, procedures, and/or 
ordinances of the United States, State of  Utah, and/or City of  Midway; 

b) Violation of applicable Codes of Conduct; 
c) Conduct which endangers the peace and safety of others or poses a threat to the 

public interest; 
d) Any behavior deemed inappropriate or disruptive to the work environment 

which may affect the ability of other employees to perform effectively; 
e) Falsification of any records or reports, employment applications, medical reports, 

time records, work-related records, absence from work, injuries on the job, claims 
for benefits provided by the City; 

f) Intimidation, coercion, threatening, or assault of, or fighting or interfering with, 
other employees, Elected Officials, City residents; or any other person(s); 

g) Engagement in any form of discrimination or harassment, including sexual 
harassment, and/or retaliation; 

h) Improper performance of job duties or repeated failure to perform assigned 
duties and responsibilities; 

i) Refusal to obey instructions of a Department Supervisor or supervisor or any 
other form of insubordination; 

j) Careless or negligent use or operation of equipment, including vehicles and 
machinery; 

k) Willful or deliberate abuse, destruction, defacement, misuse, or theft of City 
property or removal of City property without permission; 

l) Illegal gambling on City property, or while acting in their capacity as 
employees of the City; 

m) Sleeping on the job, unless authorized by a Department Supervisor; 
n) Violation and/or disregard of safety rules or safety practices, including failure to 

wear/use assigned safety clothing or equipment; 
o) Repeated violations of City policies, procedures or prohibited conduct; 
p) Leaving work area without permission, as defined by the Department Supervisor; 
q) Excessive tardiness and/or absences (except those absences covered by state 

and/or federal statutes; 
r) Unauthorized absences or repeated failure to give proper notice; 
s) Possession or use of controlled substances or alcohol while on City property or 

in City vehicles, or while acting in their capacity as employee of the City; 

The above list is illustrative and is not intended to limit Midway City's right to 
impose discipline in other appropriate cases. 

 
11.4 Immediate Suspension With or Without Pay 

The employee may be subjected to immediate suspension with or without pay and/or 
dismissal pending the results of a formal investigation. A written letter stating reasons 
for disciplinary action must be sent by certified mail or be hand delivered to the 
employee by the Department Supervisor or the Mayor. The Department Supervisor and 
the Mayor shall schedule and conduct an investigation hearing with the employee within 
five (5) working days of such action. Failure of the employee to appear, without good 
cause, constitutes a waiver of further appeal by the employee through Midway City 
grievance procedures. If the employee at issue is a Supervisor, the Mayor will provide 
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the notice and conduct the investigation hearing. The City Council will act as the 
grievance board. 

 
 

11.5 Disciplinary Action 
 

Midway City employees are subject to disciplinary action for failing to fulfill their work-
related duties and responsibilities, or for other reasons, as determined by the City in its sole 
discretion. No full-time, permanent employee covered by Utah Code Sections I0-3- 1105 
and 10-3-1106 may be discharged, suspended without pay, or involuntarily transferred to 
a position with less remuneration because of the employee's politics or religious beliefs or 
incident to or through changes in the elective officers, governing body, or heads of 
departments of the City. The employee has the right to review through the grievance 
procedure of any disciplinary action. 

 
Pre-Disciplinary Hearing. Whenever a full-time employee, who is not an appointed, at 
will, or a probationary employee, is subject to possible suspension without pay for more 
than two (2) days (20 hours), involuntary transfer from one position to another with less 
compensation, or termination, a pre-disciplinary hearing shall be held prior to imposing 
disciplinary action. 

 
A. The employee shall be given written notice of the hearing, prior to the hearing, 

which will include an explanation of the charges against the employee and notice 
that discipline, up to and including termination, will be considered. 

 
B. The pre-disciplinary hearing shall be conducted by the employee's supervisor, 

Human Resources Director or the Mayor or designee for the purpose of allowing the 
employee to respond to the charges and present information the employee believes 
is relevant to the decision. 

 
C.  A decision as to the disciplinary action to be taken, if any, shall be made by the 

applicable Supervisor or designee, and the employee shall be notified in writing 
within five (5) working days after the hearing. This written notification shall include: 

 
1. The grounds for disciplinary action. 
ii. Any disciplinary action to be imposed. 

iii. The effective date and duration of the disciplinary action. 
iv.  Any required corrective action necessary for the employee to avoid further 

disciplinary action. 
v.  Notice and a copy of the post-disciplinary hearing process. If the imposed 

disciplinary action is termination, a suspension of more than two (2) days (20 
hours), or involuntary transfer from one position to another with less 
compensation. 

 
D.  Employees whose conduct constitutes grounds for discipline may be subject to one 

or more of the foregoing disciplinary actions depending on the severity of the 
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improper conduct. The City reserves the right to impose disciplinary 
action, up to and including termination on a first offense, depending on 
the nature and severity of the improper conduct. 

 
11.6 Counseling Memorandum 

 
Counseling memos are not considered discipline, but rather a tool to inform 
employees of rules, policies, procedures, practices, and/or expectations to aid 
employees in compliance. Counseling memoranda may not include any disciplinary 
action or threat of discipline.  
 
A counseling memorandum should include the title “Counseling Memorandum” 
at the top and at the conclusion state the following: “A Counseling Memorandum 
is not disciplinary and cannot be used in any disciplinary action against an 
employee except to prove notice if an employee denies notice.” This language 
should be in bold type. 
 
Since Counseling Memoranda are not disciplinary, they are not subject to the 
disciplinary appeal process.  

 
 
 

11.7 Initiation of Disciplinary Action 

Disciplinary action may only be initiated by Department Supervisors, the Mayor 
and/or the City Council. 

 
11.8 Steps of Disciplinary Action 

The following describes the types of disciplinary action that may be taken by 
management in order of severity. No employee is guaranteed to receive any of 
the following types of action. Generally, first time problems result in verbal 
reprimands. Failure by the employee to correct the behavior or performance 
problem may result in more serious disciplinary action. Except in the most 
serious disciplinary cases, employees will normally receive progressive discipline 
before termination occurs. 

1.  Step 1 - Corrective Action: When an employee's performance does not meet 
established standards for reasons other than willful misconduct, managers 
may document in writing and take appropriate corrective action in accordance 
with the following rules: 

a. Management may discuss substandard performance with the employee in 
an attempt to discover the reasons for such performance and to plan an 
appropriate solution. 
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b. Appropriate corrective actions include, but are not limited to: closer 
supervision, training, reassignment or transfer, or separation. 

c. During the implementation of corrective action, Management may 
regularly evaluate and document the employee's progress (good and bad). 

 
2.  Step 2 -Verbal Reprimand: Whenever grounds for disciplinary action exist, 

and Management determines that more severe action is not required, 
Management may verbally communicate to the employee the observed 
deficiency. Written documentation of the verbal reprimand will be kept for 
the record of discipline in the employee personnel file. Sufficient time for 
improvement should be given before more formal disciplinary action is taken 
unless extenuating circumstances dictate otherwise.  

 

3. Step 3 - Written Reprimand: This is an action which may be taken in which 
Management writes out the action or behavior which the employee must 
change/stop. The written reprimand will describe in detail the behavior to be 
corrected, will give a clear statement of performance expectations for the 
future, and will point out the consequences of repeating the actions which 
brought about the written reprimand. The written reprimand will be signed 
and presented to the offending employee by Management. The employee will 
sign all copies to acknowledge receipt; if the employee refuses, the presenter 
shall note this refusal on the form. A copy of the written reprimand shall be 
placed in the employee's personnel file. 

 
4. Step 4 - Suspension With/Without Pay: This is an action which may be 

taken by Management which removes the employee from the work site for a 
period not to exceed eight (8) workdays unless extended for good cause by the 
Mayor. Based on the level of the violation of Midway City work rules and 
consideration of all the facts surrounding the suspension will determine 
whether the suspension is with or without pay. A written record of suspension 
is kept in the employee's personnel file. 

 
At the end of a suspension, if the employee is returned to work the employee 
will be returned to the Midway City payroll at the same classification and 
salary as when the employee was suspended. If suspension is without pay, 
benefits will not accrue during the suspension period. If through the appeal 
process the suspension is found to be without basis, any lost wages and 
benefits will be reinstated. 

5. Step 5 Demotion: An employee may be demoted to a lower grade position with 
or without a reduction in pay or reduced in pay within the employee's grade by a 
Department Supervisor. If the demotion is also an involuntary transfer to a 
position with less remuneration, the City shall first conduct a pre-disciplinary 



Revised August 2024 POLICIES & PROCEDURES HANDBOOK Midway City 

63 

 

 

hearing as outlined in Section 11.5, except for appointed, at-will, and probationary 
employees or as the result of a layoff or reorganization. 
 

6. Step 6 - Termination: This is an action that may be taken by Management if: (1) 
through the progressive disciplinary process the employee failed to correct the 
violation of work rules and/or standards; (2) three (3) or more written reprimands 
for the same or different violations in twelve (12) months occurred; (3) the 
employee failed to report to work without notice for three (3) consecutive days; 
(4) the incident/violation of Midway City work rules and standards is considered 
by Management to be at such a high level that termination is the most reasonable 
option for the good of the City; or (5) the City, in its sole discretion, determines 
that termination is otherwise necessary. 
 
A full-time employee may be terminated by the Mayor after consultation with 
the Department Supervisor and/or the Human Resources Director or designee and 
City Attorney. The City shall first conduct a pre-disciplinary hearing as outlined 
in Section 11.5, except for appointed, at-will and probationary employees or as 
the result of a layoff or reorganization. All other employees may be terminated at 
the discretion of the Mayor. A hearing is not required. 

Termination is an action taken by the Mayor that permanently removes an 
employee from Midway City employment. Prior to terminating an employee, the 
Mayor shall notify the employee in writing of the reason(s) for the discharge and 
the effective date thereof. Termination is subject to the grievance procedure as 
outlined in these policy guidelines. 

7. Appeal Board: 

a. A full-time employee, who is not an appointed, at-will, or probationary 
employee, may use the post-disciplinary hearing process as follows: 
Appeals to the Appeal Board shall be taken by filing written notice of the 
appeal with the Human Resources Director within ten (10) calendar days 
of receipt of the notice of the imposition of the suspension of more than 
two (2) days (20 hours), demotion, or involuntary transfer from one 
position to another with less remuneration, or termination, except if the 
action is the result of a layoff or reorganization. 

b. The Appeal Board shall consist of all members of the City Council. The 
Mayor, at his or her discretion, may appoint him or herself as a member. 

 
c. Exhaustion of Internal Grievance Procedures 

The City designates the Appeal Board as the only internal post-disciplinary 
appeal procedure for terminations, suspensions without pay for more than 
two (2) days (20 hours), demotions or an involuntary transfer from one 
position to another with less remuneration. 
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d. If through the appeals process of any disciplinary action the action is 
reversed, the disciplinary action is expunged from the employee's record. 

8. Appeal Hearing Process (post-disciplinary) 

a. The employee shall be entitled to appear in person before the Appeals 
Board and to be represented by counsel (at the employee's expense), to 
have a hearing open to the public, to confront the witnesses whose 
testimony is to be considered, and to examine the evidence to be 
considered by the Appeals Board. 

b. The Appeals Board determines the admissibility of evidence and its use. 
Further, the Appeals Board is not bound by the rules of evidence and may 
consider any evidence it determines relevant to the matter. 

c. The City Recorder records and takes minutes of each session, except 
for the Appeal Board's deliberations.  

d. The City Attorney or designee represents the City's interests. 
e. The standard of review is an administrative standard of whether the 

evidence shows that it is more likely than not that the findings and action 
taken by the Department Supervisor are supported. 

f.    The Appeals Board may establish hearing procedures consistent with 10-
3-1106, UCA, and may modify those procedures at the hearing as may be 
equitable and conducive to a determination of the issues. 

9. Decision of Appeals Board Hearing 
 

a. Each decision of the Appeal Board shall be by secret ballot. 
 

b. Each decision of the Appeals Board shall be certified to the City Recorder no 
later than fifteen (15) days after the day on which the hearing is held; however, 
for good cause, the Appeals Board may extend the fifteen (15) day period to a 
maximum of sixty (60) calendar days, if the employee and the City both 
consent. 
 

c. Upon reaching a decision, the Board shall issue the decision. A decision is 
issued when it is signed and dated by all members of the Board and certified 
with the City Recorder. The City Recorder shall distribute the certified 
decision to the employee, Mayor, and Department Supervisor. 

 
d. If the Board does not uphold the suspension, demotion or termination, the 

Board shall provide in its order: 
 

i) The employee shall receive the employee's salary for the period of time 
during which the employee was discharged or suspended without pay 
less any amounts the employee earned from other employment during 
this period of time, or 

ii) That the employee be paid any deficiency in salary for the period during 
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which the employee was demoted or involuntarily transferred to a 
position of less remuneration. 

 
Any final action or order of the Board may be submitted for review by either the 
employee or the City to the Utah Court of Appeals by filing a petition for review 
no later than thirty (30) days from the date of the issuance of the final action or 
order of the Appeals Board by filing with that court a petition for review. 

 
 

10.  Requests to Purge Disciplinary Records  
 
An employee may submit a written request to have prior disciplinary records 
purged to the Mayor. 

a. Requests will only be considered if there have been no intervening 
disciplinary actions. 

b. The Mayor shall consider the request within ten (10) working days of 
receipt. 

c. All decisions shall be at the sole discretion of the Mayor or designee. 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 



Revised August 2024 POLICIES & PROCEDURES HANDBOOK Midway City 

66 

 

 

Section 12.  Communications/ Grievance and Appeal Procedures 
 

12.1 Midway City Communication Policy 
 

Policy: 
Employees shall have the right to file grievances in accordance with this policy. Grievances 
shall follow the steps outlined below. The Human Resources Director shall maintain a 
grievance file separate from the employee’s personnel file. 

 Midway City seeks to maintain good working relationships with staff that affirm the 
importance of each individual and his/her/their contribution to the work performed, 
encourage mutual trust and respect of all staff and management, provide prompt answers 
to questions, minimize misunderstandings, and seek resolution to workplace differences as 
quickly as possible.  It is Midway City’s policy to facilitate the development of open 
channels of communication among all levels of the City.  Employees are encouraged to 
take the initiative in seeking answers to their work-related problems through immediate 
discussion with Management.  While Management is the normal avenue through which 
staff raises concerns, other channels are available (i.e. Mayor and City Council) to 
employees to discuss concerns with someone outside of the immediate working situation 
in order to check information, clarify personnel policies, or obtain guidance.  When a 
serious disagreement arises and reaches impasse, or when an employee disagrees with 
disciplinary action taken against him/her/them, the employee may initiate the grievance 
procedure. 

 
Non-reprisal: No City official or employee shall harass, coerce, intimidate, threaten or 
discipline employees who exercise their rights under this procedure and no employee shall 
use this policy to intimidate or harass. 
Definitions: For purposes of this policy, “Grievant” shall mean the person initiating the 
grievance. 
The purpose of this procedure is to promote employer-employee relations, settle grievances 
quickly and efficiently, establish a process for settling grievances, promote fair and 
equitable treatment for employee concerns and prohibit reprisal. 

 
 
12.2 Coverage of Grievance Procedure 
 
 All employees are covered by the grievance procedure except temporary employees and 

probationary employees.  Exceptions require approval of the Mayor and City Council.  The 
grievance procedure covers matters subject to the control of management, such as an 
employee’s claiming unresolved issues concerning working conditions, application of 
discipline, and application, enforcement, and/or interpretation of policies and procedures. 
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12.3 Grievance Procedure 
 
 To assure promptness and equity in answering employee’s concerns and to achieve early 

resolution of their work-related problems, employees are encouraged to take the following 
sequential steps: 

 
 Step 1- Discuss with Management/Mayor: 
 
 An employee is expected to first consult with the person with whom he/she/they has/have 

the problem or grievance and then with his/her/their Department Supervisor.  Consultation 
with management must occur within five (5) working days of the occurrence in order to 
initiate the grievance procedure.  The problem may be regarding any occurrence or attitude, 
either expressed or implied, on the job that is perceived as unfair, inequitable, or in 
violation of any policy or procedure.  Management is responsible for seeking resolution of 
problems through open discussions with those involved.   

 
 Step 2 – Appeal to City Council 
 
 In cases where no resolution is reached through discussion with Management or the Mayor, 

or if no reply or reason for the delay has been received within ten (10) working days of the 
initial discussion with management, the employee may appeal to the City Council through 
the Mayor.  The appeal should include a written statement of the problem or grievance with 
the desired outcome and/or requested resolution.  Upon receipt of the written grievance, 
the City Council will have ten (10) working days to schedule a hearing.  The decision of 
the City Council shall be by secret ballot. The City Council shall render a written decision 
to the employee and to Management within five (5) working days after the conclusion of 
the hearing.  All decisions by the City Council are final. 

  
 
12.4    Discharge and Pre-Termination Hearing 
 

Only the Mayor or Mayor’s designee may discharge a permanent, full-time employee with 
the consent of the City Council.  Prior to being discharged, an employee shall have the 
right to know the reason for his/her/their discharge and have the opportunity to discuss the 
discharge with his/her/their Supervisor if desired. 
 
 

12.5    ETDAB Appeal Rights and Procedure 
 

Except as otherwise provided, in cases of involuntary transfer to a position with less 
remuneration, suspension without pay for more than two (2) days, or discharge, employees 
shall have the right to appeal to the Employee Transfer and Discharge Appeal Board 
(ETDAB) (the City Council) as set forth in Utah Code Annotated Sections 10-3-1105 and 
–1106 as amended. 
Pursuant to the Utah Code Annotated Section 10-3-1105, the ETDAB appeal rights 
provided herein do not apply to: (1) an officer appointed by the Mayor or City Council, (2) 
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a head of a municipal department or deputy head (all managers are considered department 
head or deputy manager), (3) orientation/probationary employees; (4) part-time employees; 
and (5) seasonal employees. 
 
An employee to which ETDAB appeal rights apply may not be discharged, suspended 
without pay, or involuntarily transferred to a position with less remuneration because of 
the employee’s politics or religious belief, or incident to, or through changes, either in the 
elective officers, governing body, or heads of department.  Any employee or officer who 
is discharged, suspended without pay for more than two days, or involuntarily transferred 
to a position with less remuneration, for any reason, shall have the right to appeal the 
discharge, suspension without pay, or involuntary transfer to the ETDAB.  Appeals to the 
ETDAB shall be taken by filing written notice of the appeal with the Human Resource 
Manager within ten (10) days of the discharge, suspension without pay, or involuntary 
transfer. 
 
The City Council shall act as the ETDAB. 
 
 

12.6 Hearing Procedures 
   

1. Management and the employee’s representative may briefly summarize their cases in 
an opening statement. 

2. At the conclusion of the opening statements, witness or material evidence may be 
introduced in support of Management’s position. 

 3. The appellant, and then the hearing officer, may ask questions of each witness of the 
Management after said witness has testified. 

 4. The appellant presents material evidence and calls witnesses following the same 
process as set forth above. 

 5. After presentation of appellant’s case, Management shall be allowed to present rebuttal 
evidence. 

 6. Before closing the hearing, the hearing officer(s) shall allow the appellant and 
Management in turn to make closing statements.  

   
 
12.7 Documentation 
 

Any documentation made of disciplinary actions should be signed by both the employee 
and the Mayor.  A copy of this documentation will be kept with the employee’s file.   
 
 

12.8     Exit Interview 
 

All terminating regular employees are encouraged to meet with the Mayor and/or 
Supervisor and/or Human Resources Director for an exit interview.  The purpose of this 
interview is to gather information to assist management in identifying areas that are 
satisfactory and those that need improvement. 
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Section 13.  Creating a Positive Work Environment 
 
 
13.1 Non-Smoking/ Vaping Policy 
 
 It is the policy of Midway City to comply with all applicable federal, state, and local 

regulations regarding the use of tobacco/smoking/vaping products in the workplace and to 
provide a work environment that promotes productivity and the well-being of its 
employees. 

 
1. Midway City recognizes that the use of tobacco/smoking/vaping in the workplace could 

adversely affect employees.  Accordingly, the use of tobacco/smoking/vaping is 
restricted at all City facilities. 

 
 2. The use of tobacco/smoking/vaping is prohibited inside all Midway City facilities, 

parks, Town Square and within one hundred (100) feet of any Midway City facility. 
Management is responsible for implementing and monitoring tobacco/smoking/vaping 
regulations and expected to enforce such regulations.  The tobacco/smoking/vaping 
policy applies to employees during working time and to customers and visitors while 
on Midway City premises. 

 
 3. Employees are expected to exercise common courtesy and to respect the needs and 

sensitivities of co-workers with regard to the tobacco/smoking/vaping policy.  
Complaints about tobacco/smoking/vaping issues should be resolved at the lowest level 
possible but may proceed through Midway City’s grievance procedures.  Employees 
who violate the policy will be subject to disciplinary action. 

 

13.2    Drug and Alcohol Free Workplace Policy 

To promote a safe, healthy, and productive work environment for our employees and others, 
to protect Midway City property, to safeguard efficient operations, and to comply with the 
Federal Drug-Free Workplace Act of 1988, Midway City has adopted a drug and alcohol 
free workplace policy. This policy applies to all employees, applicants for employment, 
volunteers, and others who perform work for Midway City. 
Employees, applicants for employment, volunteers, and others performing work for 
Midway City are prohibited from possessing, manufacturing, storing, using, abusing, 
soliciting, selling, transferring, purchasing, distributing, consuming or otherwise using 
alcohol, illegal drugs, and/or controlled substances, as defined by state and federal laws 
and regulations, on Midway City premises and worksites, while on Midway City business 
or at Midway City activities (whether or not on Midway City premises), in any Midway 
City vehicle, or while operating any vehicle while on duty. Such individuals also are 
prohibited from reporting to work or working while they are using or under the influence 
of alcohol or any controlled substances, or while abusing lawful medications which may 
negatively impact their ability to perform their job or otherwise pose safety concerns. 
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Testing 

Midway City, in its sole discretion, may require employees and applicants for employment 
to submit to medically accepted drug and/or alcohol testing, as defined in Utah Code Title 
34, Chapter 41, under the following circumstances: 

 
1. Pre-employment Testing: All prospective employees may be tested for drug and 

alcohol usage prior to being placed for employment. 

 
Random Drug Testing: All Employees may be tested randomly or on an annual 
basis. Employees in positions that require a commercial driver license (CDL) shall 
also be subject to testing requirements and prohibitions under applicable Federal and 
State laws. Random testing is determined by the testing company, not the employer. 

 
Post-Accident or Critical-Incident Investigation Testing: Testing is authorized for 
employees whose performance either contributed to an accident or cannot be 
completely discounted as contributing to the accident. Such testing will occur as soon 
as possible. The immediate Supervisor and/or the Mayor, in association with the 
Human Resources Department, shall determine if the performance of that employee 
either contributed to the accident or cannot be completely discounted as a contributing 
factor. 

 
Reasonable Suspicion Testing: Testing is authorized where reasonable suspicion 
exists that a District employee is using, or is in possession of, or is under the influence 
of, alcohol, or a controlled substance, or abusing lawful substances. The Department 
Supervisor or other responsible individual making the determination that reasonable 
suspicion exists shall submit written documentation setting forth the specific 
articulable observation(s) that resulted in the reasonable suspicion determination. 
Reasonable suspicion of use of alcohol, controlled substances, or abuse of lawful 
substances may also be based upon observation of indications of the chronic and 
withdrawal effects of those substances. 
 

2.  Return to Duty Testing: Employees will be tested as a condition to return to work 
and/or continued employment if alcohol or controlled substance(s) played a part in 
the employee's absence from duty; if the employee was referred to and/or participated 
in a program of rehabilitation; and/or if the employee has been absent for a period 
exceeding six (6) months. Additional follow-up testing may occur in combination 
with a mutually agreed upon rehabilitation program. 
  

3. Disclosure: Employees and applicants for employment may voluntarily disclose any 
lawful use of controlled substances on the Midway Substance Abuse Testing 
Consent Form prior to testing and bring medical certification for such use. If such 
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use is otherwise detected during the drug and alcohol testing process, employees and 
applicants must provide medical authorization in a form acceptable to the City for 
such use. 

Employees and prospective employees shall notify the Mayor of any criminal drug 
statute conviction for a violation occurring in the workplace or while in any official 
capacity as a Midway City employee/representative. The notification must be given 
to the Mayor no later than one (1) business day after such a conviction. 

 
 
 

Procedures 

1. All applicants for employment with Midway City shall be informed of this 
policy and have an opportunity to review the policy. All prospective employees 
shall be required, prior to being hired by the City, to sign the acknowledgment 
form agreeing to abide by the terms of this policy. 

2. Any prospective employee whose pre-employment drug and alcohol test results 
in a confirmed positive and who does not have a medically sufficient explanation 
may reapply for employment with the City after six months from such test. 
Applicants who have previously failed the drug test and reapply for employment 
after six months may be asked to an unannounced drug and alcohol test for a 
predetermined period of time at the sole discretion of the City. 

3. If an employee or prospective employee receives a Positive Test Result, 
he/she/they may, at his/her/their option, contact the testing laboratory and 
request a new test of the same sample at his/her/their own expense. Any request 
for a re-test must occur within three (3) business days of the date he/she/they 
is/are notified of a Positive Test Result (please contact Human Resources to 
obtain contact information for the testing laboratory), and it is the employee's 
responsibility to notify the City of the request at the time the re-test of the 
original sample is requested. The City has no responsibility to ensure that the 
retest occurs. The results of any re-test must be forwarded by the testing 
laboratory directly to the City. If employees or prospective employees do not 
receive a Positive Test Result on the new test, the City may request that they sign 
the appropriate consent and release form(s) and be tested a final time. The final 
test may be of the same or a new sample, at the City's sole discretion. If they 
refuse to sign the appropriate consent and release form(s) for the final 
test, they will be discharged/precluded from employment. If employees 
receive a Positive Test Result on the final test, the City may discipline up to and 
including termination. 

4. Any drug or alcohol testing shall occur during or immediately after the 
employees' shift and shall be deemed work time for purposes of compensation. 
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5. Individuals will be sent to an outside clinic or testing facility licensed to perform 
such tests. Selection of testing facility rests solely with Midway City. 

6. For individuals tested under the categories of "Post-Accident", "Critical-Incident 
Investigation" and/or "Reasonable Suspicion", the employee must be driven to 
any outside testing facility by the Supervisor or his/her designee. Where there is 
reasonable suspicion that the employee is using, misusing, or abusing alcohol or 
substances under this policy, the employee must be put on administrative leave 
until the results of the test are available. The supervisor shall arrange, or help 
the employee arrange, to get home without driving him/herself. 

7. The City shall pay all costs of testing and transportation associated with testing 
required by the City. Except as otherwise stated above, any employee failing or 
refusing to take the test will be subject to termination. 

8. Midway City reserves the right to pursue discipline under this policy irrespective 
of any agreements between the City and the employee or prospective employee 
as to testing. 

9. The City maintains a policy of non-discrimination and will endeavor to make 
reasonable accommodations to assist individuals recovering from substance and 
alcohol dependencies and those who have a medical history which reflects 
treatment for substance abuse conditions. However, employees may not request 
accommodation to avoid discipline for a policy violation. 

10. As a condition of employment, employees and applicants for employment are 
required to report any arrest or conviction, other than for minor traffic offenses, 
to Midway City within 48 hours of such arrest or conviction. 

 
Prescription and Over the Counter Medications 

Employees may use physician-prescribed medications, provided that the use of such drugs 
does not adversely affect job performance or the safety of the employee or other 
individuals. Midway City reserves the right to require that the employee provide written 
documentation from the prescribing physician that the medication as prescribed will not 
adversely affect job performance or increase the risk of injury to employees or co workers. 
If not provided upon request, Midway City reserves the right to have a licensed physician 
review and determine if the use of a prescription or over-the-counter drug or medication 
may adversely affect job performance or increase the risk of injury to employees or co-
workers. 

The use of any prescription medication that is not prescribed for the employee/applicant, 
that is obtained unlawfully, or that is not taken as prescribed or in accordance with 
prescribed instructions is prohibited, as is the abuse of over-the-counter medications. 

In accordance with Utah Code Title 26, including 26B-4-207, Chapter 61a or Utah Code 
section 58-37-3.7, the City shall treat an employee's use of medical cannabis in the same 
way the City treats employees' use of any prescribed controlled substance except when the 
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employee's position requires federal funding, federal security clearance, or any other 
federal background determination required for the employee's position. 

 
Discipline 
In the event that an employee tests positive for unlawful controlled substances; tests 
positive for alcohol; refuses to submit to a drug or alcohol test; attempts to taint, avoid, 
delay, or circumvent the testing process; is arrested (charged or convicted) on an alcohol 
or drug related offense; abuses lawful substances in a manner which interferes with work 
performance or creates a danger to self or others; or violates this policy in some other way, 
the City will initiate appropriate administrative investigation, and a confirmed violation of 
this policy may result in discipline up to and including termination of employment, 
preclusion from employment, and/or removal as a volunteer. Employees are responsible to 
seek assistance for substance abuse problems before policy infractions occur and 
disciplinary action is required. 

 
Treatment 
Any employee who has a substance abuse or alcohol abuse problem is encouraged to 
voluntarily obtain assistance through a drug or alcohol abuse treatment program. All such 
treatment will be at the employee's expense. Employees are strongly urged to seek 
assistance before usage affects the performance of their job duties. The Human Resource 
Department may provide information about Employee Assistance Programs, if applicable, 
or provide information related to coverage for substance abuse treatment programs. 
Seeking drug or alcohol treatment may be taken into consideration when making decisions 
related to discipline. The City may, at its sole discretion, based on the particular facts of a 
given matter, agree to allow an employee to seek assistance through a drug or alcohol 
treatment program as a condition of continued employment. 

 
Confidentiality 

Employee and applicant drug and alcohol test forms, testing procedures, test results, and 
other records related to drug testing or rehabilitation are confidential and are stored by 
Midway City separately from other HR and personnel files and in accordance with state or 
federal laws and regulations. Such information is accessible only by authorized personnel 
and released on a need-to-know basis and as required or limited by state or federal laws 
and regulations. 
 
 

13.3    Safety/Housekeeping 
 

Employees spend a large portion of their time on the job. Midway City does its best to 
provide a pleasant, clean and safe place to work. As a result, we adhere to all local, state 
and federal safety laws and principles required of safe working environment. 
 
We require our employees to notify Management if you discover any unsafe work 
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conditions or malfunction in building equipment/operations. Midway City is committed to 
correcting any unsafe working conditions as quickly as possible.  
 
Employee on the job safety is a concern to everyone. We ask that Midway City employees 
help avoid safety hazards, fires, and other safety issues by keeping the following in mind: 
 
• Report any/all unsafe work conditions. 
• Be particularly careful/ safety conscience around machinery and power equipment. 
• Place trash, scraps and wastepaper in proper receptacles. 
• Help prevent fires. Know the location of the nearest fire extinguisher and how to 

operate it effectively.   
• The first person into the office each morning should turn on the office lights and the 

copiers. The last person to leave the office should make sure that lights, copiers, space 
heaters, fans and coffee pots are turned off and the doors locked.  

• Should emergency care for an employee be needed, call #911; for any first aid needs, 
use the office first aid supplies or call 911 for emergency care. Report any employee 
on-the-job medical needs to management. 

• Report to management any injuries occurring on the job within 24 hours and complete 
an injury report form. 

 
In addition to safety, it is quite important that employees maintain a clean, organized 
workplace. This is important based on the impression we give our visitors and the need to 
maintain the quality of our facilities and equipment and overall work environment. We ask 
all employees to: 

 
• Be sure to clean up after yourself both in your work area and common work areas. 
• Use recycling containers whenever possible. 
• Do not consume beverages and/or food near computer keyboards, telephones or other 

sensitive equipment. If you do spill something that will affect the performance of the 
piece of equipment, notify management as soon as possible. 

• Take the initiative to refill coffee pots, empty trash, and clean tabletops and dishes. 
• Do your part to always keep the kitchen area clean.  
• Clean out your refrigerator items daily. 
 

 
13.4    Equipment Use/ Voice Mail, Email, Fax, Copiers, Computer Systems, Phones 
 

Midway City’s voicemail, email, fax, copiers, computers and electronic mail 
systems/equipment are designed to assist us to provide better service, enhance our internal 
communications, reduce unnecessary paperwork and overall improve our collective 
efficiency. The following policies and procedures govern employee use of this equipment, 
as follows: 
 
1. Midway City Voicemail System is the property of the City and is not for the private 

use of our employees. As such, Midway City may access the voicemail system at any 
time, for any reason and without notice. The Human Resources Director will be 
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provided all access codes or passwords used by employees that will allow access in 
case of absences or emergencies. Employees have no expectation of privacy in any 
data, files or electronic messages.  Any electronic mail messages sent and received 
using City equipment are not private and may be viewed, downloaded, inspected, 
released or archived by the City at any time.  The City has the right to inspect any and 
all files stored in private areas of the network or on individual computers or storage 
media. 
 

2. Email, fax, copiers, computer systems and Internet are to be used for Midway City 
business purposes only, unless permission by management is given to the contrary. 
Confidential information (i.e. member financial/health information, social security 
numbers, etc.) should not be sent or transmitted without taking precautions to ensure 
this information remains confidential. Double check fax numbers, email addresses, etc. 
prior to sending information to ensure the correct contact information is being used. 
All copyright laws, ethical rules and other applicable laws must be followed by Midway 
City employees. 
 
 

13.5    Personal Use of Automated Systems 
 

Brief and occasional personal use of the electronic mail system or the internet is acceptable 
if it is not excessive or inappropriate, occurs during personal time (breaks), and does not 
result in expense to the City.  Use is defined as “excessive” if it interferes with normal job 
functions, responsiveness, or the ability to perform daily job activities.  Electronic 
communication, including telephones, should not be used to solicit or sell products or 
services that are unrelated to the City’s business; distract, intimidate, or harass coworkers 
or third parties; or disrupt the workplace. 
 
Personal use of the City’s computers, networks, and internet access is a privilege granted 
by management and may be revoked at any time due to inappropriate conduct carried out 
on such systems. 

 
 
13.6 Automated Systems Prohibited Activities 
 

1. Using the City's automation systems to access, create, view, transmit, or receive 
data that is racist, sexist, sexual materials, threatening, or otherwise objectionable 
or illegal is strictly prohibited. Such use violates City policy and is subject to 
disciplinary action up to and including termination. 
 

2. The City's electronic mail system, internet access, and computer systems must not 
be used to violate the laws and regulations of the United States or any other nation 
or any state, city province, or other local jurisdiction in any way. Use of City 
resources for illegal activity will lead to disciplinary action, up to and including 
termination and criminal prosecution. 
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3. It is a violation of City policy for any employee, including system administrators 
and supervisors, to access electronic mail and computer systems files, including 
customer records, to satisfy curiosity about the affairs of others. Employees found 
to have engaged in such activities will be subject to disciplinary action. 

 
 
 
13.7 Cell Phones 
 

1. Care and security of assigned City cellular phones will become the responsibility of the 
employee. 

2. The employee may be held financially responsible for any damage/loss due to misuse, 
abuse or lack of reasonable care. 

3. Upon separation from employment, any cellular phones that have been issued to an 
employee shall be returned to Human Resources before or at the time the separated 
employee receives his/her/their last paycheck. 

4. Personal calls during Midway City work hours should be limited. 
 
 
13.8 Software Licensing 

The City has licensed the use of certain commercial software application programs for 
business purposes. Third parties retain the ownership and distribution rights to such 
software. No employee may create, use, or distribute copies of such software that are not 
in compliance with the license agreements for the software. Violation of this policy can 
lead to disciplinary action, up to an including termination. 

 
 
13.9 Confidentiality of Electronic Mail 

As noted above, electronic mail monitoring and the release of specific information is 
subject to applicable state and federal laws and City rules, policies, and procedures on 
confidentiality. Existing rules, policies, and procedures governing the sharing of 
confidential information also apply to the sharing of information via commercial software. 
Employees have no reasonable expectation of privacy in work-related communications, 
including emails.  Employees shall not use work email for non-work purposes. 

 
 
13.10 Electronic Mail Tampering 

Electronic mail messages received should not be altered without the sender's permission; 
nor should electronic mail be altered and forwarded to another user and/or unauthorized 
attachments be placed on another's electronic mail message. 
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13.11 Social Media Policy 
Midway City recognizes that social media has changed the way people communicate 
with one another and may be used to enhance communication between City 
government and citizens, particularly those who do not access traditional media 
sources. The City permits the use of social media to disseminate information and to 
further the mission of Midway City where appropriate. 

I. PURPOSE 

This Social Media Policy (“Policy”) establishes guidelines for the establishment and use 
of Midway City (“City”) website(s) and social media site(s), particularly as a means of 
conveying information to the public. 

The intended purpose of the City’s website and social media sites is to disseminate 
information from the City to the public about the City’s mission, meetings, activities, and 
current issues. It is not intended to be a public forum for public discourse and exchange of 
opinions. 

The City has an overriding interest and expectation in protecting the integrity of the 
information posted on its social media sites and the content attributed to the City and its 
officials. 

II. DEFINITIONS 

“Social media site” refers to online platforms that enable users to create and share content 
and participate in social networking through the internet. Examples of social media include, 
but are not limited to, Facebook, Twitter, Instagram, YouTube, LinkedIn, Tiktok, and 
Flickr. 

“City social media site” refers to any social media site the City establishes and maintains 
and over which the City controls postings, except for advertisements or hyperlinks by the 
social media site’s owner, vendors, or partners. City social media sites may supplement, 
not replace, the City’s required notices and standard methods of communication. “Posts” 
or “postings” refers to information, articles, pictures, videos, and/or other forms of 
communication posted on a City social media site. 

“City website” refers to a set of related web pages located under a single domain name 
registered to and maintained by the City of Midway. 

III. GENERAL POLICY 

A. Midway City’s official website at www.midwaycityut.org (or any domain owned by the 
City) will remain the City’s primary means of Internet communication. City social media 
sites shall link back to the City’s official website for forms, documents, online services, 
and other information necessary to conduct business. 
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B. The establishment of City social media sites is subject to approval by the Mayor or 
his/her/their designee. Upon approval, the City website and/or social media sites shall bear 
the name and/or official logo of the City or the appropriate department. 

1. Whenever possible, the City website and/or social media accounts should clearly state 
that such accounts are maintained by the City and the City’s Social Media Policy should 
be displayed to users and/or made available by hyperlink. 

2. All City websites and/or social media sites shall utilize authorized City contact 
information for account set-up, monitoring, and access. The use of personal email 
accounts or phone numbers by any City employee is not appropriate for the purposes of 
setting up, monitoring, or accessing a City social media account. 

3. The City reserves the right to terminate any City social media account at any time, 
for any or no reason, with or without notice. 

C. The Mayor or his/her/their designee(s) shall be responsible for the content and upkeep 
of the City website and/or each social media site approved and maintained by the City. The 
Mayor’s Office shall monitor content on the City’s website(s) and social media accounts 
to ensure adherence to both the City’s Social Media Policy and the interests and goals of 
the City. 

1. The City’s website and/or social media sites may contain links to other sites. These 
links allow one to leave the City’s sites to access other information as a convenience 
only. Users should be aware that the sites available through these links and the materials 
one may find are not controlled by the City. The fact that the City makes these links 
available is not a recommendation, sponsorship, or endorsement by the City of these 
sites, their content, the site host, or any political, commercial or religious organization, 
viewpoint or information expressed on these sites. The views and opinions of authors 
of documents published and/or linked to a City site do not necessarily state or reflect 
the opinions, policies, or positions of Midway City. Midway City disavows legal 
responsibility for content contained on another site or for the opinions of individuals 
posted on any site contacted via a City site. 

2. To avoid the perception that Midway City endorses or promotes any private person, 
business enterprise, or religious practice, the City does not provide direct links to 
websites or other social media sites that are strictly commercial, political, or religious 
in nature. It is the City’s policy to prohibit the posting of corporate or commercial logos, 
except logos of Midway City and City-sponsored or controlled boards, commissions, 
and committees. 

3. City website and/or social media sites may contain content including, but not limited 
to, advertisements or hyperlinks over which the City has no control. The City does not 
endorse any hyperlink or advertisement placed on City website and/or social media sites 
by the site’s or internet carrier’s owners, vendors, or partners. 

D. City social media sites shall be used only for communication of City-related information 
in accordance with the City’s mission and shall not be used for personal purposes. 
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E. City Council Members, Commission Members, Board Members, and /or employees may 
choose to post and/or comment on various social media sites using their personal accounts, 
not City accounts, as individuals do not have authority to speak for the Council, 
Commission, Board or City unless authorized to do so. The content and tenor of online 
comments and posts should model the same decorum expected during City Council, 
Commission, Board, and community meetings, and/or as expected from City employees 
per City policies including, but not limited to, the Employee Handbook. 

F. City website(s) and/or social media sites shall adhere to applicable federal, state, and 
local laws, regulations, and policies. 

1. City websites and/or social media sites shall be managed in a manner consistent with 
the applicable laws. Members of the City Council, Commissions, Boards, and 
employees in their work capacity shall not respond to, “like”, “share”, "retweet" or 
otherwise participate in any published postings or use the site or any form of electronic 
communication to respond to, blog or engage in serial meetings, or otherwise discuss, 
deliberate, or express opinions on any issue within the subject matter jurisdiction of the 
body. 

2. City websites and/or social media sites are subject to the Utah Government Records 
Access and Management Act (GRAMA). If the information requested is available on 
the social media site, referral of the requester to the site may constitute compliance with 
the request. Content maintained on a City social media site related to City business, 
including a list of subscribers, posted communication, and communication submitted 
for posting, may be subject to public disclosure. 

3. Records retention for websites and/or social media formats and content shall comply 
with state law and Midway City policies. 

G. City websites and/or social media sites shall comply with usage rules and regulations 
required by the site provider, including privacy policies. 

H. Communication through the City’s website and/or social media sites shall not be 
considered legal notice to Midway City or its employees or representatives. 

I. Miday City strives to insure the accuracy of the information provided on its website and 
social media sites. However, due to the possibility of unauthorized modification of data, 
transmission errors, HTML browser incompatibilities, changes made since the last update 
to the site, or other aspects of electronic communication outside the City’s control, the City 
does not guarantee the accuracy of information provided on its website or social media 
sites and is not liable for reliance upon this information. Please contact the City at 435-
654-3223 to verify the accuracy of information.  

J. Midway City is not responsible for any general, special, direct, indirect, incidental or 
consequential damages that may arise from the use of or inability to use the City’s website 
and/or City’s social media sites and/or the materials contained therein regardless of the 
source of the content or materials. 
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K. The City reserves the right to change, modify, or amend all or part of this policy at any 
time. 

L. All content created or posted on the City website or a City social media site, as well as 
all City profile and home pages, belong to the City, not its employees or other contributors. 

M. The City reserves the right to deny access to City social media sites to any who violate 
the Social Media Policy at any time and without prior notice. 

IV. AUTHORIZED USE 

A. The Mayor and/or his/her/their designee is responsible for determining who is 
authorized to use the City website and any social media on behalf of the City and will 
determine the appropriate level of employee access, which includes identifying what social 
media accounts, or types of sites, each department or individual is approved to use, as well 
as defining their respective capabilities: publish, edit, comment or view only. 

B. Any employee authorized to post items on the City website and/or any of the City’s 
social media sites shall review, be familiar with, and comply with the website’s and/or 
social media site’s use policies and terms and conditions. 

C. Authorized employees representing Midway City on the City website and/or social 
media sites shall conduct themselves at all times in a professional manner in accordance 
with City policies including, but not limited to, the Employee handbook.  

D. Authorized users shall be provided a copy of this Social Media Policy and are required 
to acknowledge their understanding and acceptance by signing and dating the last page of 
this document, returning the original copy to the Mayor’s office, and retaining a copy for 
his/her/their records. 

V. CONTENT GUIDELINES 

A. The content of City website and/or social media sites shall only pertain to City-
sponsored or City-endorsed programs, services, and events. Content includes, but is not 
limited to: information, photographs, videos, and hyperlinks. 

B. All content on the City website and/or social media sites must be provided to the Mayor 
or his/her/their designee for review and approval before posting. 

C. Wherever possible, content posted to the City website and/or social media sites should 
link back to the City’s official website for forms, documents or online services, and other 
information necessary to conduct business with the City. 

D. Any employee authorized to post items on any of the City’s website and/or social media 
sites shall not express his/her/their personal views, opinions or concerns through such 
postings. Postings on the City’s website or social media sites by an authorized City 
employee shall reflect only the authorized views of the City. 



Revised August 2024 POLICIES & PROCEDURES HANDBOOK Midway City 

81 

 

 

E. Postings shall contain information that is freely available to the public and not be 
confidential as defined by any City policy or state or federal law. 

F. The City should have permission or rights to any content including, but not limited to, 
photographs and videos, prior to posting to the City website and/or social media sites. 

G. City website content and social media site postings and comments containing any of the 
following forms of content shall NOT be permitted: 

1. Any personal information, except for the name(s) of employee(s) whose job duties 
include being available for contact by the public. 

2. Comments not topically related to the posting, including random or unintelligible 
comments. 

3. Comments in support of, or opposition to, political campaigns, candidates, or ballot 
measures. 

4. Solicitation of signatures to petitions or that include links to a petition. 

5. Profane language or content, sexual content, pornography, obscenity, or links to any 
such content. 

6. Content that promotes, fosters or perpetuates discrimination on the basis of race, 
creed, color, age, religion, gender, disability, sexual orientation/identity, political 
affiliations, citizenship, marital status, military/veteran status, or national origin. 

7. Solicitation of commerce including, but not limited to, advertising of any business or 
product for sale. 

8. Conduct or encouragement of illegal activity. 

9. Conduct in violation of any federal, state or local laws, rules or regulations. 

10. Information that may tend to compromise the safety or security of the public or 
public systems. 

11. Comments on actual or potential legal claims, issues or lawsuits. 

12. Defamatory or personal attacks. 

13. Comments which may interfere with, inhibit, or compromise law enforcement 
investigations, police tactics, police responses to incidents and/or the safety of police 
staff and officers. 

14. Content that violates a legal ownership interest of any other party. 

15. Anonymous posts, or comments linked to websites or web addresses which do not 
include identification of the author or links to individuals. 
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H. Midway City reserves the right to restrict or remove any content it deems to be in 
violation of this policy and/or any applicable law, rules, or regulations. 

I. A comment posted by a member of the public on any City social media site is the opinion 
of the commentator or poster only, and publication of a comment does not imply 
endorsement of, or agreement by the City, nor do such comments necessarily reflect the 
opinions or policies of the City. 

J. Comments posted to City social media sites will be monitored and inappropriate content, 
as defined above, will be removed as soon as possible and without prior notice. 

K. The City reserves the right to implement or remove any functionality of its websites 
and/or social media sites at any time and without prior notice. This includes, but is not 
limited to, information, articles, pictures, videos, or any other form of communication 
contained on a City social media site 

VI. PRIVACY 

Midway City collects no personally identifiable information from its website or social 
media sites. The City does not create individual profiles for visitors. Please do not send 
information to the City or post information on City sites that you would not want a third 
party to read. The City may disclose information if there is a good faith basis to believe the 
City is required to do so by law or legal process, to respond to claims, or to protect the 
rights, property, or safety of Midway City and/or its residents. Please be aware that most 
email will constitute a public record(s) and be subject to disclosure to the public upon 
request in accordance with Utah law. Please also be aware that when you link to another 
website, whether independently or through a City site, you are subject to the privacy 
policies of the new website or social media site, which may differ from that of Midway 
City. This policy covers Midway City’s treatment of personally identifiable information 
collected when you visit the City’s website or social media sites, only. This policy does not 
cover information collection on other sites, including those linked to or from the City’s 
website or social media sites.  

 
13.12 Policy Statement for Internet Browser(s) 

The internet is to be used to further the City's mission, to provide effective service of the 
highest quality to the City's customers and staff, and to support other direct position related 
purposes. Supervisors should work with employees to determine the appropriateness of 
using the internet for professional activities and career development. The various modes of 
internet/intranet access are City resources and are provided as business tools to employees 
who may use them for research, professional development, and work-related 
communications. 
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13.13 Employee Liability 
1. Employees may be individually liable for any and all damages incurred as a result of 
violating City security policy, copyright, and licensing agreements. 
2. All City policies and procedures apply to employee's conduct on the internet, especially, 
but not exclusively, relating to: intellectual property, confidentiality, City information 
dissemination, standards of conduct, misuse of City resources, anti-harassment, and 
information and data security. 

 
 
13.14 Employee's Personal Electronic Equipment 

Employees should not bring their own computers or other electronic devices to the 
workplace or connect them to the City's computer system, network or automation system, 
unless expressly permitted to do so by the Mayor. Any employee bringing his/her/their 
computers or other electronic devices onto the City premises thereby gives permission to 
the City: (a) to inspect the employee's personal computers or other electronic devices at 
any time as if the computer or other electronic devices were owned by the City, and (b) to 
analyze any files, other data, or data storage media that may be within or connectable to 
the employee's computers or other electronic devices. Employees who do not wish such 
inspections to be done on their personal computers or electronic devices should not bring 
such items to work at all. 
Violation of this policy, or failure to permit an inspection of any device covered by this 
policy, shall result in disciplinary action, up to and possibly including immediate 
termination of employment. 
 

 
13.15 Contact with the General Public 

The measure of City government is, to some extent, based on the effectiveness and personal 
contact of its employees with the general public. It is expected that all employees will avoid 
conduct at work or elsewhere that might cause embarrassment to, or criticism of the City. 
Often, the City employee is the only contact a private citizen has with our municipal 
government and, although the citizen may not always be right, he/she does have an active 
interest in the City and its government. Therefore, it is essential that the attitudes and 
actions of the employees of the City, both on and off duty, bring credit to the City. Good 
public relations can best be created by the simple process of being helpful, courteous and 
treating people in the same manner you would like to be treated. It is also important to the 
public relations of the City that each municipal employee be neat, clean, impressive in 
appearance and respectable in his/her use of language. 

 
 
13.16 Dress and Hygiene Standard 

City employees are expected to have socially acceptable hygiene and to dress in 
professional, modest attire which is appropriate to the job they are performing. 
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13.17 Government Employee Protection 
Pursuant to Utah Statutes Annotated Section 67-27-105, a City employee may request to 
be relieved from performing a task that conflicts with the employee’s sincerely held 
religious beliefs if the employee complies with the statute and relieving the employee from 
the task would not impose an undue hardship on the City as such terms are defined by 
statute.  
 
The request process under this policy is as follows:  
 
1. As soon as practicable, but not more than two (2) days after the day on which the 

employee receives the assignment to perform the task, the employee submits a written 
request to his/her/their Supervisor providing an explanation as to why the task would 
conflict with his/her/their sincerely held religious beliefs or conscience and shall 
provide the City with a reasonable opportunity to respond and/or address the 
employee’s concerns. 
 

2. The City shall respond to the request as soon as practicable and at least five (5) days 
before the day on which the task at issue is required to be performed. The City and 
employee may agree in writing to waive or extend this timeframe.  
 

3. The request will be granted if (i) performing the task would conflict with the 
employee’s sincerely held religious beliefs or conscience; (ii) the employee has 
complied with all procedural requirements; and (iii) relieving the employee from the 
task would not impose an undue hardship on the City.  
 

4. For purposes of this provision, “undue hardship” means “a substantial burden, 
privation, or adversity” on the City that would result from granting an employee’s 
request to be relieved from performing a certain task when considering all relevant 
factors, including: (i) the practical impact on the City in light of the nature, size and 
budget of the City; (ii) The disruption to the City’s operations; (iii) the nature of the 
employee’s duties; (iv) the number of employees the City will be required to grant a 
request to if the City grants the request; (v) the type of workplace; and (vi) the number 
of requests by the employee in the preceding 12 months from the day on which the 
employee submitted the request.  
 

5. The request may be denied if (i) the task at issue is part of training or safety instruction 
directly related to the employee’s employment; (ii) granting the request would result 
in a deficit in the amount of work for which the employee is compensated; (iii) granting 
the request would create a conflict with an existing legal obligation and the City cannot 
avoid the conflict if the request is granted; (iv) the employee is a first responder and 
the task at issue involves protecting the safety of the public; or (v) the asserted religious 
beliefs or conscience is being asserted for an improper purpose. 
 

6. If the request is denied, the City shall include (i) an explanation of the City’s decision 
and why (a) granting the request would impose an undue hardship on the City or (b) 
the City is not required to grant the request for a reason described above; and (ii) 
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advising that the employee may appeal the decision in accordance with the City’s 
grievance procedure set forth in Section 12 of this Handbook. Upon exhaustion of the 
internal grievance procedure, an employee may seek redress in court pursuant to Utah 
Statutes Annotated Section 63-27-105(6) 
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Section 14.  Health and Safety 
 
14.1 Safety 
 

The health and safety of employees and others on City property are of the utmost concern.  
It is the policy of Midway City to maintain the highest possible level of safety in all 
activities and operations.  Our goal is to comply with all health and safety laws by 
encouraging all employees to make every reasonable effort to keep public and work areas 
free of hazardous conditions. 

 
It is the responsibility of each employee to work safely and do all that is possible to 
prevent accidents or injuries.  Every worker is expected to report unsafe conditions, think 
before acting, and consciously take care to avoid unnecessary risk. 

 
 
14.2 Traffic Accidents 
 

Employees involved in a traffic accident while on duty are required to notify the Local 
Police, County sheriff, or Highway Patrol to secure a formal report of the accident.  It is 
the employee’s responsibility to secure the names and addresses of any witnesses in 
addition to requesting the other party to prepare a statement to be written and delivered to 
the Human Resources Director.  Notification to the supervisor, the proper accident reports 
and related information, should be expedited to enable the timely filing of insurance claims. 

 
 
14.3 Accidents on City Property 

All accidents on City property resulting in personal injury or property damage involving 
the general public must be accurately and comprehensively documented. In the event of 
personal injury, employees on the scene should make every effort to make the injured 
person comfortable; if deemed necessary, an ambulance should be requested as soon as 
possible. 

 
 
14.4 Assisting Employees Who Become Ill at Work 

The health and well-being of employees is important to the City of Midway. Employees 
who become ill at the workplace should be attended to immediately. If the employee’s 
condition requires immediate medical attention, he/she/they should be taken to a physician 
or hospital of his/her/their choice or call 911 if it is a serious life-threatening situation. 
If immediate medical attention is not required, a supervisor should call the employee’s 
emergency telephone number in an attempt to have the employee transported home. If 
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transportation is not obtained, a supervisor will transport the employee to his/her/their 
residence. 
Employees who become ill at work will not be permitted to operate any equipment or 
vehicle. 
 
 

14.5 Use of City Vehicles 
City owned vehicles are to be used for official business purposes only.  An employee 
authorized to drive a City vehicle must have a current Utah driver’s license, or in the case 
of heavy equipment operators, and public works employees, a valid Utah Commercial 
Driver’s License (CDL).  The City has the right to require additional endorsements to the 
CDL as the position may require. Before being authorized to drive a City vehicle, 
employees must provide their driver’s license to the Human Resources Director and 
undergo a Motor Vehicle Record (MVR) check. No employee under the age of 17 will be 
allowed to drive a City vehicle or piece of equipment. Employees must be a minimum of 
18 years old in order to tow a trailer or operate certain types of equipment.  Employees 
operating City vehicles will be expected to obey Utah state law and City ordinances at all 
times.  Employees who operate City vehicles are required to notify their supervisor within 
one (1) day if they receive a citation for driving under the influence or have had their 
driver’s license suspended or revoked for whatever reason. Employees must receive 
approval from their Supervisor before driving a vehicle home. 
City employees are normally expected to use a City vehicle for transportation needs while 
performing City business.  If a City car is not available, or if circumstances are such that it 
is not practical to use a City vehicle, the manager or Mayor may approve the use of a 
personal vehicle and authorize reimbursement to the individual for such use.  
Reimbursement shall be at the current IRS mileage reimbursement rate.   
Fuel purchased for Midway City vehicles will be done using the vehicle’s fleet card at a 
designated location and the receipt turned into the City offices. 
Use of tobacco/smoking/vaping is prohibited in all City vehicles. 
 

14.6 Driver Safety 
To minimize the risk of city vehicular accidents involving city employees, the City strives 
to improve the quality of driving skill by permitting only those persons with safe driving 
records who are physically capable to operate vehicles or equipment in the performance of 
their duties. 

 Employees who operate a city vehicle/equipment or their personal vehicle as a part of their 
job duties must be 17 years or older and have a current valid Utah State driver’s license 
required for the type of vehicle to be operated. 
A person shall not be allowed to operate any City vehicle if he/she/they has/have: 
a. Had three moving violations or one DUI conviction in the preceding 24-month period. 

(This includes all driving, i.e., city vehicle, private and other vehicles); 
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b. Lost, or loses State of Utah driving privileges by reason of revocation, suspension, 
withdrawal or denial of license to drive. When the driving license is renewed, the 
person may again apply for a city operator’s permit.  

The City’s Human Resources Director should be contacted as soon as possible and at least 
within 72 hours after the incident or as soon as possible. An Accident Report form must be 
completed. 
City employees who witness an accident or who are at an accident site should not speak on 
behalf of the City regarding responsibility for any loss sustained. 

 
Employees of the City are expected to:   
Follow all safety regulations, posted signs, job training and operating procedures 
established by the City. This includes specific departmental or division safety rules, 
wearing prescribed safety equipment, safety apparel, and proper work 
clothing.  Immediately report accidents and injuries, regardless of how minor, to a 
supervisor.  Immediately report all unsafe conditions, equipment, unsafe acts, fire or 
suspicion of fire to a supervisor.  Maintain work areas and the facility in which employees 
work, in a clean, healthful, and sanitary condition and not commit unsanitary or unhealthful 
acts.  Abide by all rules governing the movement of traffic, speed, and parking.  Properly 
display any vehicle I.D. numbers that may be required on City equipment.  Smoke only in 
authorized areas; consume food and beverage in designated areas only.  
 
 

14.7     Fleet Safety Rules 
 

Driver Safety Rules 
1. All employees operating City equipment shall comply with the Utah Motor Vehicle 

Regulations. 
2. Drivers shall carry their State driver’s license at all times while operating motor 

vehicles.  Licenses must be proper classification for the vehicle driven. 
3. Safety belts shall be worn at all times by all drivers and passengers where seat belts 

are provided. 
4. Drivers shall not consume alcoholic beverages, illegal drugs or medication that may 

affect driving ability, prior to, or at any time while on duty. 
5. When backing vehicles, there must be a clear view of the area immediately to the rear.  

In vehicles without rear window visibility, the driver shall get out of the vehicle and 
inspect the area to the rear before backing.  If a second employee is available, this 
person shall serve as a guide to back up the driver. 

6. Employees who operate motor vehicles, either regularly or occasionally, are required 
to report any license revocations or suspensions immediately to their supervisor. 

7. Reckless or unsafe operation of City vehicles is not permitted.  This rule shall also 
apply to private vehicles operated on city property. 
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8. The maximum speed within the shop bay, on lots and at other City properties is 
10mph, unless otherwise posted. 

9. Vehicle engines shall not be operating when adding any fuel or engine oil to the 
vehicle. 

10. Employees shall not board or alight from any moving vehicle. 
11. Employees shall not ride on the running boards of any vehicle. 
12. Riding on the side, toolbox, tailgate or roof of any vehicle, or in the back of a truck 

bed, when a vehicle is in motion are not allowed. 
13. In pickup trucks, riders shall always sit in the front cab. 
14. During periods of limited visibility, or any time that windshield wipers are in use, 

headlights shall be turned on.  The exception to this is any law enforcement vehicle 
under specific circumstances. 

15. Trailers shall be fastened to hitches, and safety chains shall be secured, as required by 
state law, before moving vehicles. 

16. All items to be transported by truck or trailer, which have the potential to move around 
during transport, shall be secured. 

17. No more than three persons shall ride in the front seat of any vehicle.  Where there are 
only two single seats, there shall be only one person per seat. 

18. Except in restricted areas on City property, no City vehicle shall be left unattended 
with the key in the ignition. 

19. All City vehicles, parked on the street, except for emergency vehicles, shall be locked 
when not in use. 

20. Employees are responsible for all traffic citations while operating City vehicles. 
21. City vehicles without a handicapped permit shall not be parked in handicapped 

parking spaces. 
22. City employees only can ride in City vehicles.  No family members of employees can 

ride in City vehicles. 
23. All repair or damage issues shall be reported immediately to the Department 

Supervisor or designee. 
24. Drivers are responsible for the care and general maintenance of City vehicles under 

their control or assigned to them.  This includes frequent checking of the oil and other 
fluids, lubrication levels, tire pressure, and prompt reporting of problems. 

25. Drivers shall maintain a responsible degree of cleanliness of both the interior and 
exterior of assigned vehicles.  Failure to do so may result in disciplinary action. 

26. Each time a City vehicle is refueled using a Fuel Card, the driver/operator will 
accurately enter odometer/hour meter readings.  If an incorrect reading is entered, the 
driver/operator will notify the Department Supervisor of the correct readings.  If no 
notification is given, a warning will be issued for the first offense.  A second or 
subsequent offense may result in disciplinary action.  Fuel Cards are to be left in the 
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assigned vehicle.  Fuel Cards are to be accurately used for City fleet vehicles only.  
They are not to be used for personal use under any circumstances. 

27. Fuel Receipts using Fuel Cards must be turned into the City Treasurer’s office daily. 
If an employee fails to obtain receipt, the City Treasurer and Supervisor must be 
notified. 

28. Drivers will not allow an unattended vehicle to idle excessively, except as required for 
safety reasons or operation of auxiliary equipment.   

29. Unattended City vehicles shall be locked at all times. 
 
 
14.8 Vehicle Emergency Procedures 
 

When it is necessary to stop on a highway or city street in case of an emergency, use 
extreme caution: 
 

1. Warning signals and lights shall be used. 
2. Rotating beacon(s) shall be used, if the vehicle is so equipped. 
3. Emergency flashers shall be used. 
4. Flares, fuses, warning flags, reflector triangles or other emergency equipment shall 

be used to give adequate advance warning, where applicable for commercial 
vehicles. 

 
 
14.9 Incident Review Board 
 

A.  Purpose 
 

The purpose of this policy is to establish an Incident Review Board (IRB) and to review 
all vehicle and equipment accidents/incidents that occur in the course and scope of 
conducting City business.  All vehicle and equipment accidents/incidents that involve 
property damage or personal injury will be reviewed by the IRB to determine the degree 
of preventability and any disciplinary action to be taken.  

 
B.  Scope 
 

This policy applies to all City employees, including part-time employees and temporary 
employees who drive City vehicles or use City equipment on City business. 

 
C.  Policy 

 
The City of Midway shall establish an Incident Review Board (IRB) consisting of the 
Mayor, Risk Manager, Human Resources Director, and the employee’s Supervisor.  A 
quorum of a Board consists of at least 50 percent of its members.   

 
The Risk Manager is responsible for collecting any police reports, accident report 
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forms, employee statements, witness statements, pictures and diagrams for each of their 
designated cases, as well as history of previous incidents from Human Resources 
Director.  

 
The Incident Review Board may request additional information from the employee, the 
investigator, or the department if, in its opinion, it would be material in the classifying 
of a particular accident/incident. 

 
D.  Procedures 

Rules for reporting and reviewing on the job accidents/incidents: 
 

1. All vehicle accidents and equipment incidents that involve property damage or      
personal injury will be reviewed by the IRB to determine the degree of 
preventability and recommended disciplinary action to be taken. 

2. Employees who have a vehicle accident while in the course and scope of their 
employment are required to immediately notify their Supervisor who in turn will 
contact the following:  jurisdictional law enforcement as required by law, the Risk 
Manager, and Human Resources.  The employee shall be responsible for 
completing the employee statement form. 

3. Employees shall provide the Risk Manager a detailed written statement, photos 
and/or a diagram giving their explanation of the accident.  Statements from 
witnesses to the accident may also be included. 

4. On the job vehicle accidents involving a fatality or serious injury involving 
hospitalization will not be reviewed by the IRB.  Accidents of this nature will be 
reviewed by the City’s insurance carrier and City Attorney. 

5. The Risk Manager will notify employees in writing, through their Department 
Supervisors, of the decision regarding classification, points assigned, or 
disciplinary action recommended up to and including termination. 

6. The employee and any witnesses may be required to meet with the Incident Review 
Board. 

 
E.  Voting 

 
After examination of all required material submitted (police report, employee 
statement, witness statements, etc.) and full discussion, the IRB will vote to classify 
the accident/incident.  A majority of votes cast shall determine the findings of the IRB 
and recommended disciplinary action. 

 
F.  Appeal procedure for classification or disciplinary action 

 
The purpose of the Incident Review Board (IRB) appeal process is to allow the 
employee to appeal a decision of a Department Supervisor. 
 
1. Upon receiving notice of the action of the IRB, employees have ten (10) calendar 

days to serve notice of appeal of the Board’s decision to the Risk Manager in 
writing.  The employee will then be notified of the date and time scheduled for the 
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appeal.   
2. The City Council will act as the Appeal Board and its decision will be final. 

 
 

G.  Description of Vehicle/Equipment Accidents 
 
 

 
Class 

 

 
Description 

 
Non 
Preventable 
 

Accidents where it can be determined that the accident/incident was clearly 
and absolutely beyond the control of the employee. 

 
Preventable/ 
Mitigating 
 

Accident/incident where preventability can be divided among the employees 
concerned or where some responsibility rests with persons or things other than 
the employee, i.e. weather. 

 
Preventable 

Accidents where there is doubt as to whether the employee took reasonable 
action to prevent the accident/incident despite the actions of others or adverse 
conditions. 
 

 
Preventable/ 
Reckless 

Includes all accidents in which it is determined that the responsibility rests 
entirely on the employee. The employee took no action to prevent or avoid the 
accident/incident and/or the accident/incident resulted in personal injury 
and/or property damage. 

 
Minor Property 
Damage 
 

 
Less than $750 – may require reimbursement to the City 

 
Property 
Damage 
 

Between $750 and $3250 – may require reimbursement to City 

 
Major Property 
Damage 
 

More than $3250 – may require reimbursement to the City 
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Section 15.  City Equipment 
 
 
15.1 General 
 
 As a public employer and as public employees entrusted with the responsibility of 

administering public funds efficiently, the City of Midway and its employees must ensure 
that equipment is utilized in a cost effective and responsible manner for the purpose of 
providing efficient services to the citizens of Midway.  Accordingly, all City equipment is 
subject to management controls as it is used or maintained by employees. 

 
 
15.2 Distribution of Policy 
 

All Department Supervisors are responsible for creating and distributing any specific 
procedures to be applied to his/her/their department regarding the duties, functions, and 
accountability of his/her/their respective departmental employees and their responsibility 
for City equipment in their care, control, or custody and for properly training all personnel 
who are entrusted with City equipment. 

 
 
15.3 Definition of Equipment 
 

For purposes of this policy, equipment is defined as any possession owned, maintained or 
controlled by the City of Midway and entrusted to a City employee.  Equipment as defined 
in this policy does not include real property, nor does it include consumable items.  
Consumable items are defined as any possession owned, maintained or controlled by the 
City that does not have an estimated useful life of more than one year and has a replacement 
value of less than $250. 

 
 
15.4 Employee Liability for Loss or Damage to Equipment  
 

In order to manage the City’s resources wisely and be fiscally responsible, all employees 
shall be liable for any loss, damage or destruction of equipment under their care, custody 
or control if the loss, damage or destruction results from the employee’s gross negligence, 
intentional act or failure to exercise reasonable care to safeguard, maintain and obtain 
appropriate service for the equipment.  The determination of an employee’s liability for 
loss, damage or destruction will be made by the Department Supervisor in conjunction with 
an appropriate investigation into the actions that resulted in the loss, damage or destruction. 
Employee liability may be reviewed by the Incident Review Board. No claim for loss, 
damage or expense shall be allowed unless within 60 days after it is sustained or incurred, 
and written notice of the claim is served upon the employee by the Human Resources 
Administrator. 
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15.5 Employee Responsibility 
 

All employees are responsible for using City equipment exclusively for City purposes and 
to exercise reasonable care for its safekeeping.  The term reasonable care means that, at a 
minimum, steps must be taken to: 

 
1. Maintain the equipment in an acceptable manner; 
2. Ensure the security of the equipment; and 
3. Ensure that equipment can be located at any time requested;  
 

At no time may equipment be used for personal benefit or personal gain. 
 
 
15.6 Maintenance, Operation and Security of Equipment 
 

The Department Supervisor shall be responsible for distributing maintenance procedures, 
schedules or checklists to their respective employees regarding all departmental 
equipment.  Employees shall adhere to and observe all maintenance procedures, schedules 
and checklists to ensure that such equipment is operated safely and appropriately at all 
times. 

 
As a precaution, all employees shall ensure that liquids and food items remain a safe 
distance away from all electrical equipment, including but not limited to personal 
computers, keyboards, calculators, storage media, and communications equipment. 

 
Small equipment shall not be left unattended, even for short periods of time.  If such 
equipment is not being used, it shall be adequately secured.  All materials and equipment 
shall be put away at the end of each working day or returned to their place of safekeeping. 

 
 
15.7   Duty to Report 
 

All Midway City employees are required to notify the Department Supervisor or designee 
immediately upon discovering that any equipment is lost, damaged, or destroyed.  The 
Department Supervisor is to make a written report to Human Resources if a written 
reprimand is made or reimbursement is required. 

 
 
15.8 Duty to Investigate 
 

If a Department Supervisor has reasonable cause to believe that any City equipment is 
missing, damaged, or destroyed through the gross negligence, intentional act or failure to 
exercise reasonable care by an employee, the Supervisor shall immediately initiate a formal 
investigation to determine the status of the equipment and submit a written report to Human 
Resources Administrator.  This investigation must include, but is not limited to the 
following: 
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1. Request to employees for any information known concerning the equipment; 
2. Conduct a search of the department; 
3. Identify the person responsible for the equipment; 
4. Identify the date and place the equipment was last seen; 
5. Identify the manner in which the loss, damage or destruction occurred; 
6. Determine if prescribed procedures were adequate to safeguard the equipment; 
7. Recommend any revisions in procedures that might be required to assist in preventing 

future losses, damage, or destruction of the same type; and 
8. Recommendation as to whether an individual or individuals should be held financially 

accountable. 

 
 
15.9 Reimbursement for Equipment 
 

If an employee is found by the Department Supervisor to have been responsible for loss, 
damage, or destruction to equipment as a result of the employee’s gross negligence, 
intentional act, or failure to exercise reasonable care to safeguard, maintain and service the 
equipment, such employee may be required to reimburse the City for the loss, damage, or 
destruction to the equipment. 
 
The Human Resources Director may recover such reimbursements from the employee via 
payroll deduction until the employee’s reimbursement obligation is fully satisfied, subject 
to Fair Labor Standards Act which provides a complete exemption from minimum wage 
and overtime for a nonexempt employee, at a rate not to exceed ten percent of the 
employee’s salary per pay period.  The Human Resources Director is further authorized to 
deduct the full amount of any unpaid reimbursement obligation from the employee’s final 
paycheck if the reimbursement obligation is not fully satisfied on the date of the 
employee’s separation from employment with the City. 

 
 
15.10  Determination of Reimbursement 
 

To determine the amount of loss, damage, or destruction, factors such as original 
acquisition value, age, condition, cost of recent repairs, and estimated fair market value 
prior to loss, damage, or destruction shall be considered.  In determining the reimbursement 
obligation of an employee as a result of loss, damage or destruction to equipment, the 
Department Supervisor shall factor in the degree of culpability of the employee based on 
the severity of the employee’s actions and whether these actions were the result of an 
intentional or grossly negligent act.  The Department Supervisor shall be required to 
document in writing all value determinations of equipment, along with the factors utilized 
in determining the reimbursement obligation of an employee as a result of loss, damage, or 
destruction to equipment.  All value determinations shall be attached to the written request 
submitted to the Human Resources Director by the Department Supervisor requesting 
employee reimbursements via payroll deduction. 
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15.11  Appeal Rights 
 

All findings of the Department Supervisor regarding reimbursement liability may be 
appealed to the Incident Review Board in writing within five (5) workdays of such 
departmental notification to the employee.   

 
 
 
15.12 Disciplinary Action 
 

All employees shall be subject to disciplinary action in conformance with the provision in 
this manual for the loss, damage, or destruction to equipment as a result of the employee’s 
gross negligence, intentional act, or failure to exercise reasonable care to safeguard, 
maintain, and service the equipment. 

 
In addition to any disciplinary action imposed for conduct related to the loss, damage, or 
destruction to equipment, if the employee does not discharge their reimbursement 
obligation to the City, such failure shall serve as grounds for disciplinary action. 
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 Addendum - Definitions 
 
 
The following definitions shall apply throughout these policies and procedures, unless context 
clearly requires another meaning. 
 
Allocation (of position):   The official establishment of a position by an office/department, upon 
approval of the City Council, to hire an individual to perform a specified job as defined by a job 
description and assigned to an established pay range. 
 
Classification or Class:  A group of positions sufficiently similar in respect to duties performed, 
degree of supervision exercised or required, minimum requirements of training, experience, or 
skill, and other inherent characteristics that the same title and the tests of fitness may be applied to 
each position in the group. 
 
Classification Plan:  A plan for the internal valuation of all positions in the City with an 
appropriate title, pay grade and pay range. 
 
Class Specification (also job description):   A description of the duties and responsibilities of 
each class of position within the City, and minimum qualifications required for the class of position 
including training and experience and other qualifications. 
 
Compensation Plan:   An approved salary scale for the City, including initial, intervening and 
maximum rates of pay for each class of position. 
 
Compensatory Time:  Time off of work awarded in lieu of pay or time off for hours worked in 
excess of the 40 hour week.   
 
Demotion:  A reduction in grade of an employee, for cause such as inefficiency, or for disciplinary 
reasons, from one position to another, either within the same class or to a different class having a 
lower entrance salary with a corresponding lowering of the employee’s salary. 
 
Department:  A service area or function of the City established by statute or ordinance which 
comes under the direct authority and supervision of the Mayor. 
 
Department Supervisor:   An position of the City to plan, organize, direct and manage a service 
or function established by statute or ordinance which comes under the direct authority and 
supervision of the Mayor. 
 
Discrimination:  Action taken against and employee because of political or religious opinions or 
affiliations or because of race, national origin, sex, or any other non-merit fact. 
 
Dismissal:  The termination of employment of an employee. 
 
Elected Official:  An individual chosen by the public to plan, organize, direct and manage 
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statutorily established political function of the City. 
 
Eligible:  An individual who is qualified for a position, benefits or privileges in the City under the 
provision of these policies and procedures. 
 
Employee, Exempt:  An employee hired to fill exempt positions serve “at will” of the City Council 
and may be terminated with or without cause at any time during the duration of their employment. 
 
Employee, Non-Exempt:  Any person in the employ of the City who is hired in accordance with 
the provisions of these policies and procedures, and whose status cannot be affected, except for 
cause or reduction-in-force after achieving regular status and are covered under the Fair Labor 
Standards Act. 
 
Job Description:  A written statement describing the duties of a particular position within an 
office/department and the minimum requirements to perform them. 
 
Minimum Qualifications:  The requirements for training and experience, and other qualifications, 
to be measured by written and/or oral examinations, or by performance tests and prescribed for a 
given class in the job specifications.  Applicants with fewer than the stated minimum qualifications 
are deemed ineligible or unqualified. 
 
Orientation Period:  An “at will” period of six (6) months of regular employment or equivalent 
beginning with the date of appointment.  The orientation period is considered the final step in the 
selection process prior to achieving regular employment status. 
 
Permanent part-time employee:  An employee who is hired to work more than twenty (20) hours 
per week, but less then thirty-two (32) hours per week for a minimum of 120 days.  
 
Position:  An office or employment in the City (whether part-time or full-time, temporary or 
regular, occupied or vacant) composed of specific duties. 
 
Promotion:  A change in status of an employee from a position in one class to a position in another 
class having higher entrance salary or pay grade. 
 
Reassignment:  A change in classification of an employee, for administrative or other reasons not 
included in the definition of “demotion”, from a position in one class to a position in another class 
normal having a lower entrance salary which could result in a reduction in salary. 
 
Reclassification:  A change from one classification to another classification (either higher or 
lower) having a different job specification without a reduction in salary. 
 
Regular Employee:  An employee whose continued retention has been approved by the 
Supervisor and/or Mayor at the completion of an orientation period, either as a full-time or 
permanent part-time employee. 
 
Reinstatement:  The resumption of employment of an employee who has been on leave of absence 
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with or without pay. 
 
Resignation:  The termination of employment at the request of the employee. 
 
Retirement: The status of an individual who has become eligible, applies for, and is entitled to 
receive an allowance under this Title 49-11-101 of the Utah Code Annotated (known as the "Utah 
State Retirement and Insurance Benefit Act.") 
 
Salary Increase:  An increase in salary of one or more steps within a grade of the compensation 
plan. 
 
Series:  A group of positions similarly classified as to title and duties, but with graduations in 
minimum qualifications and salary rates consistent with the degree of responsibilities. 
 
Suspension:  A forced leave of absence without pay for a period. 
 
Transfer (Inter-departmental):  A move from one City office/department to another.  This 
should not be confused with managerial functions of moving personnel from one section to another 
within the same office/department by promotion, demotion or reassignment. 
 
Worked Hours:   The time spent working.  Does not include vacation time or sick days. Holiday 
hours are considered hours worked. 

 



 

 

 

Memo 
 

 

 

 

_______________________________________________________________________________ 

 

Date: August 20, 2024 

To: Midway City Council 

From: Michael Henke 

Re: Reappointment of Andy Garland to a 2nd term on the Planning 

Commission 

_______________________________________________________________________________ 

 

 

Andy Garland has finished his first 4-year term on the Planning Commission where he is 

currently serving as vice-chair. He would like to be reappointed two a second term. Andy has 

been very consistent in attending and participating in Planning Commission meetings and was 

instrumental in preparing the General Plan that was adopted last year. If reappointed, his second 

term would end on July 7, 2028. 

 

Below is a list of the entire membership of the Planning Commission: 

 

Name Terms Appointment Term Ends 

Jeff Nicholas (Chair) 2 4/6/2021 4/6/2025 

Andy Garland (Vice Chair) 1 7/7/2020 7/7/2024 

Laura Wardle 1 4/5/2022 4/5/2026 

Kelly Lineback 1 11/1/2022 11/1/2026 

Andrew Osborne 1 11/1/2022 11/1/2026 

Travis Nokes  1 2/20/2024 2/20/2028 

Genene Miles 1 6/4/2024 6/4/2028 

Craig Knight (Alternate)  2/20/2024  

Kim Facer (applicant)  6/4/2024  

 

 

The following is the City Code regarding Committee Board members found in Section 2.03.040: 

 
 
 

 



2.03.040 Mode Of Appointment And Filling Vacancies 

 

A. Any vacancy in the Commission membership shall be advertised in a newspaper of 

general circulation, posted in three public places and on the official Midway City web 

site. Applications shall be accepted for a minimum of 14 days following the 

advertisement and posting. The Mayor, with the advice and consent of the City Council, 

shall appoint a new Commission member after appropriate review of the applications and 

interviews. Reappointments of existing Commission members may be made without 

advertising the vacancy. 

 

B. Commission members shall be selected in accordance with the following policy adopted 

by the City Council. 

a. Commission members shall be full time residents and have lived in Midway City 

for a period of at least one year immediately prior to their appointment. 

b. In making appointments to the Commission, the Mayor and the City Council will 

assure diversity in the membership to the extent practicable by considering all 

relevant factors such as geographic diversity, socioeconomic factors, cultural 

influences, and similar criteria. 

c. Commission members shall be selected without respect to political affiliation. 

 

C. The Mayor, with the advice and consent of the City Council, shall fill the unexpired term 

of any member whose office becomes vacant. 

a. A member's office automatically becomes vacant if the member establishes 

residence outside of the City, or lives outside of City boundaries for a continuous 

period of more than 60 days. 

b. A member's office automatically becomes vacant if the member misses more than 

25 per cent of the Commission's scheduled meetings during any twelve month 

period. The Mayor, with advice and consent of the City Council, may waive this 

action should it be determined there are circumstances that so justify. 

c. Any member may be removed for cause by the City Council upon written charges 

and after a public hearing, if such a hearing is requested by the Commission 

member. 

 

https://midway.municipalcodeonline.com/book?type=ordinances#name=2.03.040_Mode_Of_Appointment_And_Filling_Vacancies
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