NOTICE OF MEETING
HUMAN RESOURCES COMMITTEE
Wednesday, January 17, 2018 – 9:30 a.m.

Fishbowl – Branson City Hall – 110 W. Maddux

AGENDA

1)

Call to Order.

2)

Roll Call.

3)

Acknowledgment of December 13, 2017 Minutes.

4)

Discussion of New Hires/Promotions/Reclassifications.

5)

Review of Broker’s Scorecard. [Score Card]

6)

Discussion on Salary Study.

7)

Report on Turnover. [Turnover by Department] [Turnover Rate]

8)

Discussion of Policy Updates. [Article 1] [Article 15] [Rule 4]
[Rule 26]

9)

Update from the City’s Safety Team.

10)

Human Resources Director’s Report.

11)

Adjourn
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For more information please visit www.bransonmo.gov or contact:
Lisa Westfall, City Clerk, 417-337-8522

MINUTES
HUMAN RESOURCES COMMITTEE
CITY OF BRANSON, MISSOURI
December 13, 2017
1) Call to Order
The Human Resources Committee met in the Fishbowl of City Hall, Wednesday, December 13, 2017 at 9:32 am. The
meeting was called to order by Mayor Karen Best.
2) Roll Call
Committee Members present: Mayor Karen Best, City Administrator Stan Dobbins, Alderwoman Cris Bohinc,
Alderman Kevin McConnell, and Donna Glotz. Also present: Human Resources Director Jan Fischer, also from Human
Resources Department: Kimberly Cooper, Jamie Patrick, Bob Smither; Deputy City Clerk Hillary Briand from the Clerk’s
Office; JoLyn Tate from the Finance Department joined at 9:50am; John Akers from Ollis, Akers, and Arney joined
later.
3) Acknowledgement of November 13, 2017 minutes.
The minutes of the November 13, 2017 meeting were acknowledged and approved.
Motion: Alderwoman Cris Bohinc; Second: Donna Glotz; Vote: 5 Yes to 0 No.
4) Medical Insurance Update
Update given by John Akers of Ollis, Akers, and Arney.
Motion to recommend the new Anthem rates as presented: Alderman Kevin McConnell; City Administrator Stan
Dobbins; Vote: 5 Yes to 0 No.
5) Discussion of New Hires/Promotions/Reclassifications.
Update given by Human Resources Director Jan Fischer.
6) Review Health and Wellness Appeal.
Discussion of submitted employee appeal.
Motion to recommend appeal provided employee passes nicotine test: Alderwoman Cris Bohinc, Second: Alderman
Kevin McConnell; Vote: 4 yes, 0 No, 1 Abstain by City Administrator Stan Dobbins.
7) Discussion of Policy Updates.
Discussion.
Motion to approve updates to Article #16 Benefits and Allowances, #17 Leaves of Absences, and #25 Workers’
Compensation for On-the-Job Injuries or Illnesses and Returning to Work and move forward with those changes:
Alderwoman Cris Bohinc; Second: Donna Glotz; Vote: 5 Yes to 0 No.
Motion to approve Rule #2 Appeal Process and Human Resources Fact Finding Committee with updates and move
forward with those changes: Alderman Kevin McConnell; Second: Donna Glotz; Vote: 4 Yes to 0 No, 1 Abstain by City
Administrator Stan Dobbins.
8) Update of City’s Safety Team
Update given by Risk Manager Bob Smither.
9) Human Resources Director’s Report.
Update given by Human Resources Director Jan Fischer.
10) Adjourn.
A motion to adjourn was made.
Motion: Alderwoman Cris Bohinc; Second: Alderman Kevin McConnell; Vote: 5 Yes to 0 No.
Time Adjourned: 11:32 am

Promotions and Transfers
Name

Date of Change

Position

Department

Promotion or Transfer

Name

Date of Hire

Position

Department

Rehire or New Hire

Ashley Hurst

12/28/2017

Animal Control Officer I

Police

New Hire

Eli Inskeep

12/28/2017

Information Technician I

IT

New Hire

Kyla Black

12/28/2017

Office Assistant II

Utilities

New Hire

Dale Petersen

01/02/2018

Animal Control Officer I

Police

New Hire

Melody Pettit

01/02/2018

Communications Manager

Administration

New Hire

None

Hires

MEMORANDUM
TO:
FROM:
DATE:
SUBJECT:

Human Resources Committee Members
Jan Fischer, Human Resources Director
January 17, 2018
Recommending Ollis, Akers, and Arney for Medical Insurance Broker Renewal

After completing the cycle for employee benefits renewal for 2018, Human Resources is
recommending that Ollis, Akers, and Arney be selected as the City of Branson’s medical
insurance broker for 2019 employee benefits. In 2016, the City signed a three-year agreement
with Ollis, Akers, and Arney with provisions that the agreement is renewable on a yearly basis;
this is the second, and final renewal of that agreement.
Accompanying this memo is the scorecard evaluation of service by Ollis, Akers, and Arney.
Following notes are highlights of the scorecard.
1. Overall customer service was Excellent. John Akers and his team (Erica Gaynor, Pam Klein,
Pamela Hamilton, and Myleah Shrimpton) provided top-notch customer service and worked
very hard to help the City of Branson meet its needs.
2. Deadlines were met, where anytime a deadline was delayed, it was out of the control of Ollis,
Akers, and Arney.
3. This was the City’s second year with online enrollment of benefits. Maxwell was the vehicle for
that enrollment. Although it improved over the prior year, Maxwell needed to improve more.

The area most notable for the Ollis, Akers, and Arney team was in dealing with Anthem on
unusual or extraordinary circumstances. The firm has made staff available to act on City
employees’ behalves to address coverages that Anthem initially would decline – and in several
situations prevailing successfully for the employee’s interest.
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2017 Broker Score Card

Ollis, Akers, and Arney
Non-negotiable
1. Must advance the insurance benefits renewal date to allow for
adequate time for going to bid while meeting the City's internal
approval process.
-- New benefit year begins January 1

2.

3.

4.
5.

6.

Yes

No

x
x

-- Final, accurate enrollment data transfer to carriers in December
-- Open enrollment completed by early November
-- Final approval by Board of Aldermen in late September/early
October
Must act as the City's benefits department with respect to handling
billing, enrollment and claims issues for medical, dental, vision and
life insurances and any necessary reporting.
-- Wellness Program, communication and reporting
-- ACA Reporting
-- COBRA and retiree benefits administration
Must provide online enrollment as the primary means for enrolling
employees, tracking wellness, and making changes to coverage
options.
Evidence of high quality customer service.
Must engage all employees directly to ascertain needs and to educate
coverage options.
-- Pre-negotiations or pre-bid employee polling and group meetings
-- Post-acquisition education on benefits via group meetings
Staff that services the City of Branson must have demonstrable
experience in benefits administrations, to include technology and online enrollment.

x
N/A
N/A

x
N/A
N/A
x

x
x
x
x
x

x
Average Score Card

Negotiable
1. Evidence of timely communications of new legal/legislative
regulations to HR
2. Adherence to a timeline that meets the City's desired outcomes
3. Ability to provide the City with the required balance of coverage and
price
4. Quality of online enrollment portal. (Maxwell)
5. Quality of Customer Service of high level broker relations
6. Quality of Open Enrollment Assistance from Broker.
7. Electronic Data Interface to Carriers
8. Post-acquisition education on benefits via group meetings and
orientation
9. Average response time to HR
10. Quality of Customer Service by staff members dedicated to the City
11.
12.
13.
14.
15.
16.
17.
18.

Skill, experience and knowledge of staff
Wellness program data migrates to medical carriers
Ability to answer billing and claims related questions.
Pre-negotiation meetings and surveys with employees to determine
their wants/needs
COBRA and Retiree Billing and Administration Outsourcing
Relationships made with local providers/carriers
Provided timely, quality web and/or print-based communications to
employees
Wellness portal available for employees to track progress.

Weight
1-10

Score
0-5

Total

10

x

4 =

40

10

x

3

=

30

10

x

4 =

40

10

x

3

=

30

10
10
10
10
10

x
x
x
x
x

=
=
=
=
=

35
25
50
35
30

10
10
10
10
10

x
x
x
x
x

3
3
3
3
3

=
=
=
=
=

30
30
30
30
30

10
9

x
x

4 =
5 =

40
45

10
9

x
x

3
3

=
=

30
27

9
9
8
8

x
x
x
x

5
4.5
3
5

=
=
=
=

45
40.5
24
40

9
9
8
8

x
x
x
x

3
3
3
3

=
=
=
=

27
27
24
24

8
7
6

x
x
x

4 =
3 =
3.5 =

32
21
21

8
7
6

x
x
x

3
3
3

=
=
=

24
21
18

5
3

x
x

4.5 =
3 =

22.5
9

5
3

x
x

3
3

=
=

15
9

3.5
2.5
5
3.5
3

Grand Total

595

Grand Total

456

MEMORANDUM
TO:
FROM:
DATE:
SUBJECT:

Human Resources Committee Members
Jan Fischer, Human Resources Director
January 17, 2018
Turnover

City-wide employee turnover for 2017 was 8.96%. This indicates a 6.31% decrease from the
2016 turnover report, and is nearly 2% below the City’s collective five-year average. In
relationship to other years, however, 2016 was an inordinately high turnover rate year. The
total number of separations in 2017 was 24, with 17 being through resignations, three
involuntary terminations, two retirements, one reduction in force and one death.
All departments were either down or flat in comparison to the prior year, with the exception of
the Administration Department. Most notably, the large departments (Police, Utilities, Fire and
Engineering/Public Works) collectively had ten fewer separations in 2017 compared to the 2016
report.
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City of Branson 2013-2017 Turnover by Dept.
Five Year Average

2017

2016

Turnover %

FTE

EEs Separated

Turnover %

FTE

EEs Separated

Police

12.59%

64

7

10.94%

64

11

Utilities

9.39%

51

6

11.76%

50

Fire

6.34%

44

1

2.27%

Engineering & Public Works

7.47%

40

3

Parks & Recreation

19.15%

20

Planning & Development

10.94%

Finance
City Clerk/Court/Legal

2015
Turnover %

FTE

EEs Separated

17.19%

61

6

6

12.00%

48

41

3

7.32%

7.50%

38

7

1

5.00%

20

12

2

16.67%

15.25%

13

0

10.00%

10

Human Resources

24.00%

Administration

2014
Turnover %

FTE

EEs Separated

9.84%

60

9

1

2.08%

48

40

4

10.00%

18.42%

32

0

2

10.00%

18

13

3

23.08%

0.00%

13

5

1

10.00%

10

6

1

16.67%

18.75%

4

2

Information Technology

5.21%

4

Economic Development

33.33%

City-wide Totals

10.92%

2013
Turnover %

FTE

EEs Separated

Turnover %

15.00%

60

6

9.84%

5

10.42%

48

5

10.42%

40

3

7.50%

40

2

5.00%

0.00%

32

1

3.13%

32

2

6.25%

4

22.22%

18

6

33.33%

18

5

27.78%

13

0

0.00%

13

1

7.69%

13

1

7.69%

38.46%

11

2

18.18%

11

2

18.18%

11

0

0.00%

2

20.00%

10

0

0.00%

10

1

10.00%

10

1

10.00%

6

1

16.67%

5

2

40.00%

4

1

25.00%

4

1

25.00%

50.00%

3

0

0.00%

3

0

0.00%

3

0

0.00%

3

1

33.33%

0

0.00%

4

0

0.00%

4

0

0.00%

4

0

0.00%

3

1

33.00%

0

0

0.00%

0

0

0.00%

1

1

100.00%

1

0

0.00%

1

0

0.00%

268

24

8.96%

262

40

15.27%

246

20

8.13%

244

29

11.93%

243

25

10.29%

Large Departments

Medium-size Departments

Small Departments

2017 City of Branson Employee Turnover Rate by Department
Full Time Positions
Department
Administration

Employee
4 FTEs
William Malinen
Jennifer Langford

Position

Reason
Turnover: 50.00%

City Administrator
Communications Manager

Resigned

Finance

13 FTEs
None

Human Resources

6 FTEs
Kathy Olson

Assistant HR Director

Turnover: 16.67%
Resigned

10 FTEs
Sheena Bryant

Court Specialist

Turnover: 10.00%
Resigned

20 FTEs
Brandon Stortz

Recreation Specialist II

Turnover: 5.00%
Resigned

City Clerk/Court/Legal

Parks & Recreation

Turnover: 0.00%

Information Technology

4 FTEs
None

Turnover: 0.00%

Police

64 FTEs
Samantha Stuart
Courtney Fancher
Steven Lisby
Zach Thompson
Mitchell Null
Aaron Newberry
Jacob Russo

Dispatcher
Dispatcher
Police Captain
Police Officer I
Police Officer II
Police Officer I
Police Officer I

Turnover: 10.94%
Resigned
Resigned
Retired
Resigned
Resigned
Resigned
Resigned

44 FTEs
Jordon Shortt

Firefighter

Turnover: 2.27%
Resigned

Utilities

51 FTEs
Jon Buxton
Justin Coffer
Chris Harness
Tad Houston
Chris Goodall
Justin Stutesmun

Turnover: 11.76%
Equipment Operator II
Resigned
Maintenance Worker I
Resigned
Maintenance Worker I
Resigned
Office Assistant III
Passed Away
Plant Operator I
Resigned
Plant Operator I
Involuntary

Engineering & Public Works

40 FTEs
Terry Miller
Jonathan Thomason
Jim Martin

Turnover:
Heavy Equipment Operator
Utility Worker I
Hwy 76 Program Manager

Planning & Development

12 FTEs
Kim Varner
Stephenie Schultz

Planner
Office Specialist

268 FTEs
2017 Turnover

Separations = % Turnover:

Fire

7.50%
Retired
Involuntary
Reduction in Force

Turnover: 16.67%
Resigned
Resigned

8.96%

City of Branson Annual Employee Turnover Rate by Department
2017
Administration

2016

City Administrator
NONE
Communications Manager

Economic Development

2015

2014

2013

NONE

NONE

City Administrator

Economic Devt. Dir.

NONE

NONE

NONE

Accounting Clerk
Accounting Clerk
Office Assist II/III
Office Assistant II
Office Assistant II

Accountant II
Accountant II

Accountant II
Accountant II

NONE

Assistant HR Director

Safety Officer

Assistant HR Director
HR Specialist II

HR Specialist I

Director

City Clerk/Court/Legal

Court Specialist

Court Specialist
Court Specialist

NONE

Office Assistant II

Court Specialist

Parks & Recreation

Recreation Specialist II

Gardener
Maintenance Worker I

Facilities Manager
Maintenance Worker
Maintenance Worker
Maintenance Worker

Recreation Specialist II
Asst Parks/Rec Dir
MWI
Supervisor III
MWI
MWI

Maintenance Worker I
Recreation Spec II
Asst. Director
Maint. Worker I
Supervisor II

Finance

Finance & Personnel

Human Resources

Public Information

City of Branson Annual Employee Turnover Rate by Department
2017

2016

2015

2014

2013

Information Technology

NONE

NONE

NONE

NONE

IT Technician I

Police

Dispatcher
Dispatcher
Police Captain
Police Officer I
Police Officer I
Police Officer I
Police Officer II

Police Officer II
Office Assistant II
Police Officer I
Police Officer I
Police Officer I
Police Officer I
Dispatcher
Dispatcher
Police Sergeant
Police Sergeant
Police Chief

Police Officer II
Police Officer II
Police Officer II
Dispatcher
Dispatcher
Police Sergeant

Communications Super.
Dispatcher I
Police Officer I
Police Sergeant
Police Officer II
Police Officer II
Police Officer II
Police Officer II
Police Officer II

Police Captain
Police Officer II
Dispatcher I
Police Officer I
Police Offficer II
Police Officer

Fire

Firefighter

Fire Engineer
Firefighter
Firefighter

Fire Captain
Fire Captain
Firefighter
Office Assistant II

Firefighter
Firefighter
Firefighter

Firefighter
Firefighter

Utilities

Equipment Op. II
Maint Worker I
Maint Worker I
Plant Operator I
Plant Operator I

Plant Operator I
MW II
MW I
Plant Operator I
Plant Operator I

Plant Operator I

Plant Operator I
Plant Operator I
Plant Operator I
Plant Operator I
MWI

Plant Operator I
Plant Operator I
Supervisor II
Maint. Worker I
Plant Operator I

Office Assistant III

Plant Operator I

City of Branson Annual Employee Turnover Rate by Department
2017

2016

2015

2014

2013

Public Works/Utilities

Engineering
Engineering & Public Works

Heavy Equip. Op.
Utility Worker I
Hwy 76 Prog. Mgr

Office Assistant III
Maintenance Worker I
Maintenance Worker I
Master Mechanic
Office Assistant III
Sign Shop Technician
Utility Worker-Eng

NONE

Master Mechanic

Mechanic Assistant
Streets Mntnc Worker

Planning & Development

Planner
Office Specialist

Plan Reviewer
Build. Div. Supervisor
Building Inspector

NONE

Office Assistant I

Director

City of Branson Annual Employee Turnover Rate by Department
Total Turnover

2017

2016

2015

2014

2013

24/268=8.96%

40/263=15.21%

20/246=8.13%

29/243=11.93%

25/243 = 10.29%

2
17
3
1
1

Retired
Voluntary Separation
Involuntary Separation
Deceased

Years of Service at
Separation
Positions Filled by Internal
Promotion
Veterans Hired
(Show Me Heroes Program)

Total Number of
Applications Received

8
29
3

1
19

6
18
5

3
20
1
1

5Y

4Y, 9M

6Y, 9M

5Y, 6M

6Y, 2M

56%

48%

64%

64%

75%

3

8

2

5

2

903

1494

1002

752

974

MEMORANDUM
TO:
FROM:
DATE:
SUBJECT:

Human Resources Committee Members
Jan Fischer, Human Resources Director
January 17, 2018
Human Resources Manual Changes Review

The following Human Resources Manual updates were presented to Department Heads for
review and input, and were reviewed by the Employee Human Resources Committee to move
forward for the Board of Aldermen to approve:

Article 1, General Provisions
Section 14. Renamed “Improper Political Activity” to “Employee Behavior and Ethics.”
A. The City Attorney rewrote this section to be clearer.
B. Conflict of interest was moved up from Section 16.
C. An ethics policy was created to match state law
f. this part differs from state law in that it reduces what an employee may receive from $500 to
$50 per occurrence and $5,000 to $250 annually. And after input from staff, the addition was
made to differentiate those things “randomly” won in drawings, door prizes, etc.
D. New part regarding behaviors based on personal attitudes, opinions and beliefs
Section 16 was deleted and moved into section 14.
Section 17 was renumbered to section 16.
Section 18 was renumbered to section 17.
Section 19 was renumbered to section 18.
Section 19 is now pointing to Rule 26, Employee Appearance

Article 15, Work Period Overtime Compensatory Time Holiday Pay
Section 1. Outlines requirements under FLSA.
Section 3. Elaborates on meal breaks.
Section 4. Corrects the error of overtime needing to be “authorized” before it is paid.
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A.
(2) Delineates what hours worked constitutes overtime
(3) Informs employees that paying overtime for vacation and compensatory time is an
extraordinary benefit.
(4) Elaborates on bonafide emergency or extraordinary circumstance.
B. Sets into place that padding the timesheet may be cause for disciplinary action.
D. (3) Allows departments, with City Administrator approval, to set compensatory time accrual
limits.
E. New - Delineates Flextime
Section 5. Allows the Mayor or City Administrator to modify the Christmas Eve holiday when
Christmas falls on a Monday.

Rule 4, Corrective and Disciplinary Actions
Section 1. More precisely expands on descriptions of unclassified employees and to whom
these provisions apply.
Section 2.
A. Clarification of process. Labeling of first, second, third and fourth offenses to step 1, step 2,
etc.
B. Clarification of process.
(2) Better defines process for discipline based on the City Administrator being the final
approver.
(3) Adds unauthorized overtime (“padding” the timesheet) as a disciplinary action item.
(4) Newly inserted items that provide clearer articulation of latitude for implementation of
steps 1 to 4 in progressive discipline based on an investigation.
(5) Clarification of terminable offenses
a. Inserts falsification of records for official use to differentiate from employment process
c. Clarifies this is for submitting false documents for employment purposes
i. Eliminates having a weapon – with the exception of explosives – in a private vehicle as a
terminable offense.
j. Clarifies that possession of alcohol for gifts is not a terminable offense; similarly, possession
of legally prescribed narcotics is not a terminable offense as long as the prescription is for the
employee and Human Resources knows of the need
s. and t. Adds two new terminable provisions.
C. Process for Serious Disciplinary Actions
(1) Dismissal, clarification of the process to agree with changes made in the Appeal process.
(5) Introduction of “Last Chance Agreements.”
Section 4. Performance Related Corrective Actions.
Cleanup of verbiage to align more with current standards.
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Rule 26, Employee Appearance
This is a new “dress code” policy that covers standards of dress, hygiene, tattoos (et al),
piercings and general enforcement.
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In order to establish an equitable and uniform procedure for dealing with employee
matters; to attract to municipal service the best and most competent persons available; to
assure that appointments and promotions of employees will be based on merit, abilities,
and fitness; and to provide a reasonable degree of security for qualified employees, the
Articles of the Human Resources Manual are as follows:

ARTICLE 1 - GENERAL PROVISIONS

Section 1. Availability of Articles, Administrative Rules, and Departmental Rules

A. The City Administrator is authorized to establish Administrative Rules which
implement and elaborate upon these Articles, in so far as such regulations do
not conflict herewith.
B. Copies of the Human Resources Manual shall be available in the Human
Resources Department, on the City of Branson website, on the employee
common drive, and in the administrative sections of each department for
review by employees.
C. In addition to the provisions stipulated herein, a Director shall have the
authority to issue in writing reasonable rules concerning employee matters
which are not governed by the Administrative Rules established by the City
Administrator. Department Rules may be issued in order to govern matters
which are unique to the department, provided that the rules have been approved
by the City Administrator and are consistent with the City’s Human Resources
Articles and Administrative Rules. For disciplinary and termination purposes
a violation of a departmental rule shall be considered the same as a violation
of the Human Resources Manual or Administrative Rules.

Section 2. Classified and Unclassified Service
The employees of the City of Branson are divided into classified and unclassified
service. Employees in the classified service enjoy the benefits of the protections of these
Articles. Unclassified employees serve at will, may be discharged without cause, and are
exempt from the grievance and appeal provisions of these Articles, unless specifically
otherwise provided.

Section 3. Supervisory Employee
Any employee who oversees or directs the work of others and is directly involved
in hiring, disciplinary actions, and conducting performance evaluations of subordinates.
Such designation shall be included in the classification specifications.

Section 4. Exempt and Non-exempt Employees
City employees shall be determined to be exempt or non-exempt in accordance with
the regulations of the Fair Labor Standards Act.

Section 5. Human Resources Director
The City Administrator shall appoint a Human Resources Director, who shall
administer the Human Resources system of the City and shall be responsible to:
(1) Publish or post notices of vacancies and/or examinations for all positions in the
city.
(2) Receive applications, prepare and forward applications to the Directors for their
determination of persons eligible for appointment.
(3) Administer all the Human Resources Articles not specifically reserved to the
Board, or City Administrator.
(4) Prepare and recommend to the City Administrator revisions and amendments to
the Human Resources Articles.
(5) Prepare class specifications, and provide for revisions of the classification plan.
(6) Prepare a pay plan and merit plan, and provide for revisions of the plans
covering all classifications of the classified and unclassified service.
(7) Perform such other duties as may be assigned by the City Administrator not
inconsistent with these Articles.

Section 6. Employee Human Resources Committee
The City Administrator is authorized to establish an Employee Human Resources
Committee, knowledgeable about the City’s Human Resources Manual, and the intent and
purpose of the same, whose task shall be to advise and assist with regard to the consistent
application of the Human Resources Manual throughout the City. The City Administrator
is also authorized to establish Administrative Rules to establish and guide the Employee
Human Resources Committee’s membership, scope of authority, duties, and procedures.

Section 7. Human Resources Fact-Finding Committee
The City Administrator is authorized to establish Administrative Rules to establish
a Human Resources Fact-Finding Committee which will review and address employee
appeals.

Section 8. Appointments
A. Appointments to vacant positions in the City service shall be made in accordance
with these Human Resources Articles. Appointments and promotions shall be
based on merit, ability, and fitness, to be determined as far as practicable by
competitive examination.
B. Unless specifically retained by the City Administrator, authority to make
appointments to regular budgeted positions at the first step of the pay plan or
minimum of the salary range, is delegated to the appropriate Directors who may
make the appointment after consultation with the Human Resources Director.

Section 9. Fair Employment
A. During the pre-employment process, no question or inquiry shall be so designed
as to attempt to obtain information concerning race, color, national origin, sex,
marital status, disability, religion, military status, age (other than that allowed
by law), or any other applicant characteristic protected by law.
B. No appointment to, or removal from, any position of the City service shall be
influenced in any manner by any considerations of race, color, national origin,
sex, marital status, disability, religion, military status, any consideration of age
other than that allowed by law, or any other characteristic protected by law.

Section 10. Equal Employment Opportunity
The City of Branson does not discriminate against employees or applicants for
employment on the basis of race, color, religion, national origin, sex, military status, age,
disability or any other characteristic protected by law. The City shall strive to develop and
maintain an informational program designed to inform the general public and minority
group organizations of the equal employment policies and program efforts of the City.

Section 11. Right to File a Grievance
Any regular employee in the classified service shall have the right to file a
grievance if the employee believes that there has been an improper application of the
policies and procedures established by the Human Resources Manual, unless the right to
file such a grievance is otherwise prohibited by these Articles.

Section 12. Right of Appeal
Any regular employee in the classified service shall have the right to appeal any
dismissal, demotion, or suspension without pay, unless the right of appeal is otherwise
prohibited by these Articles. The City Administrator is authorized to establish an
Administrative Rule to set procedures for employee appeals.

Section 13. Establishment and Abolition of Positions
A. Whenever a new position is proposed, the Director shall forward to the Human
Resources Director a description of the duties, abilities, and responsibilities of
the position. The Human Resources Director shall, after a study of the duties,
responsibilities and qualification requirements, allocate the position to its
appropriate class in the classification plan. If no appropriate class exists, a new
classification shall be established and placed in the appropriate pay grade.
B. The proposed classification specification and recommended pay grade shall be
submitted to the City Administrator for approval.
C. If approved by the City Administrator, vacancies created by the new
classification specifications shall be filled in the manner and order prescribed
in these Articles.
D. The City Administrator shall be likewise empowered to abolish any position
which is no longer needed.

Section 14. Improper Political Activity Employee Behavior and Ethics
A. Improper Political Activity
1) Employees shall adhere to all relevant state and federal rules as they
pertain to political activities of public employees. All employees should
understand the importance of performing their duties in a non-partisan
manner.
2) No employee shall use, threaten to use, or attempt to use political
influence with any person to secure employment benefits or other
similar advantages or favors.
3) Employees of the City shall not solicit any monetary contribution to the
campaign fund of any particular organization or engage in partisan
activity while on duty or on City property. No employee shall be
required to engage in any election campaign.
4) While on duty, or in City uniform, no employee shall participate in
political activity of any nature other than casting his or her vote. “In City
uniform” means wearing City issued clothing, or any clothing, pin, logo,
label, insignia, or other item that identifies the person as a City
employee.
5) All employees have their rights as citizens to express their opinions on
public concerns while not on duty.
6) No appointive officer or employee of the City may hold an office
inconsistent with the person’s municipal duties.

1) No employee shall use, threaten to use or attempt to use political
influence with any person in securing employment benefits or
advantages.
2) No employee of the City shall solicit any monetary contribution to the
campaign funds of any particular organization. Nothing in this section
shall be construed to prevent the exercise of the rights of employees as
citizens to express their opinions and to cast their votes. No employee
of the City shall continue in his position after becoming a candidate for
nomination or election to any partisan political office. An employee
may become a candidate for nonpartisan political office (other than
Mayor or Board of Aldermen for the City of Branson) only with the
prior approval of the City Administrator, and if elected, the employee
shall abstain from any dialogue, discussion or vote by the public body
on any issue affecting the interests of the City of Branson.
3) No employee of the City shall be a member of any national, state, or
local committee of a political party, or an officer or member of a
committee or partisan political club, or shall take part in the
management or affairs of any political party or in any political
campaign, except to exercise his right as a citizen privately to express
his opinion and to cast his vote.
B. Conflict of Interest
1) No employee of the City shall transact any business in his/her official
capacity with any business entity of which he/she is an officer, agent or
member or in which he/she owns a substantial interest; nor shall he/she
make any personal investments in any enterprise which will create a
substantial conflict between his/her private interest and the public
interest; nor shall he/she or any firm or business entity of which he/she
is an officer, agent or member, or the owner of substantial interest, sell
any goods or services to any business entity which is directly licensed
by or regulated in any manner by the agency or department in which the
employee serves.
C. Ethics Policy
1) All City of Branson employees are expected to behave lawfully and
ethically and will be subject all local, state and Federal laws, and
specifically to 105.452.1 RsMo and 105.454.1 RsMo regarding ethical
behavior. Failure to behave lawfully or ethically may result in
disciplinary action, up to and including prosecution and/or termination
of employment. Unlawful and unethical behavior will include, but is not
limited to:
a. Conviction of a felony violation of any state or federal laws, committed
while either on duty or off duty and while employed by the City of

Branson; conviction of any local ordinance for crimes involving moral
turpitude;

b. Acting or refraining to act in any official work capacity because of
any payment, offer of payment or receipt of anything of value that
is not part of the City of Branson’s compensation and benefits
package provided to the employee;
c. Using confidential information, or disclosing confidential, City of
Branson information for personal gain or for the gain of another
person;
d. Favorably acting or use decision-making authority granted by the
City of Branson on any matter specifically as to provide benefit to
him or herself, or to a spouse, family member, or outside business
associate;
e. Performing any service in an official capacity for the City of
Branson for which the employee has specific supervisory authority
or control whereby he or she is compensated or provided some other
material goods or services that go above and beyond the salary or
wage paid by the City of Branson for the employee acting in such
capacity;
f. Unless pre-approved by the City Administrator, receiving gifts,
meals, discounts, drinks, prizes or gratuities from vendors, suppliers,
businesses, visitors or guests that are greater than fifty dollars and
zero cents ($50.00) in value, or where the cumulative receipt of gifts,
prizes or gratuities received are greater than two hundred fifty
dollars and zero cents ($250.00) during the course of a calendar year
(Note: this is not intended to prohibit employees from receiving or
needing pre-approval for randomly awarded prizes of higher
values);
g. Filing or submitting reports, documents, or statements that are
purposefully misleading, incomplete, dishonest or inaccurate when
conducting any form of business associated with the employee’s job
with the City; and
h. Using the City of Branson’s negotiated discounts, privileges or taxexempt status for personal gain or benefit without prior approval by
the City Administrator.

D. Behaviors Based on Personal Attitudes, Opinions and Beliefs
1) All employees have the right to hold whatever personal opinions,
attitudes and beliefs they choose. However, all employees are required
to exhibit an attitude toward their supervisors, coworkers, customers,

vendors, visitors and guests that reflects cooperation, respect and
professionalism, and they are to display attitudes and behaviors at all
times while at work that are free from hostility, violence, harassment or
abuse.
2) All employees are expected to comply with the guidelines applicable to
conveying personal attitudes, opinions and beliefs specific to electronic
mail and social media.

Section 15. Outside Employment
A. Outside employment of any employee shall not be permitted except with the
written permission of the Director and with the approval of the Human
Resources Director, and the City Administrator. Permission must be renewed
at the beginning of the fiscal year, and may be revoked with cause by written
notice to the employee by the Director.
B. Employees shall not be eligible to work any outside employment on a day the
employee has called in sick due to their own illness, or is using sick leave under
FMLA or Workers’ Compensation statutes. The day will be defined as the
twenty-four (24) hour period beginning at the end of the shift for which the
employee called in sick. If an employee works irregular shifts and missed the
original shift due to illness, but then works a subsequent shift within the 24 hour
period, the original 24-hour holding period then becomes void.
C. If an employee calls in sick on their last workday during a workweek, works
outside employment on their days off, and then calls in sick on their next
workday, the employee may be subject to discipline for misuse of sick leave.
D. Employees shall only be allowed to work outside employment when they are
limited to light or restricted duty by a physician if they:
(1) follow all restrictions, and
(2) receive approval from the attending physician and their Department
Director.

Section 16. Conflict of Interest
A. No employee of the City shall transact any business in his/her official capacity
with any business entity of which he/she is an officer, agent or member or in
which he/she owns a substantial interest; nor shall he/she make any personal
investments in any enterprise which will create a substantial conflict between
his/her private interest and the public interest; nor shall he/she or any firm or
business entity of which he/she is an officer, agent or member, or the owner of
substantial interest, sell any goods or services to any business entity which is

directly licensed by or regulated in any manner by the agency or department in
which the employee serves. (Moved to Section 14 B.)

Section 17. 16. Oath of Office
Every officer and employee of the City shall take and subscribe an oath or
affirmation before the City Clerk, that he or she possesses all the qualifications prescribed
for his or her office by law; that he or she will support the Constitution of the United States
and of the State of Missouri, the provisions of all laws of this state affecting cities of this
class, and the ordinances of the City of Branson, and faithfully demean him/herself while
in office.
Section 18. 17. Closed Meetings and Closed Records
All meetings and discussions by the Board of Aldermen pertaining to personnel
shall be conducted in closed session pursuant to 610.021 RSMo. The City of Branson’s
personnel records shall be closed pursuant to 610.021.13RSMo.
Section 19. 18. Open Door Policy
The City Administrator is authorized to establish Administrative Rules that set
forth consistent guidelines regarding an Open Door Policy for City Employees.
Section 19. Employee Appearance at Work
The City Administrator is authorized to establish Administrative Rules that
provide consistent guideline for employees’ appearances at work.

ARTICLE 15 - WORK PERIOD, OVERTIME, COMPENSATORY TIME &
HOLIDAY PAY

Section 1. Work Period
As hours of work vary considerably within the various departments, employees will
be advised of regular work hours by the Director. Each department will set the work cycle
period with the approval of the City Administrator. The work period generally includes
times an employee is required to be in attendance at his or her normal job location, but it
also may include training time, travel time between job sites, and other job-related activities
in various locations. All definitions and principles of work and work cycles, will conform
with to the guidelines established by the Fair Labor Standards Act (FLSA) and this manual.
Department Heads and supervisors are responsible for directing the work schedules
of their staffs. Supervisors must be aware that work required of, or knowingly allowed to
occur, by non-exempt employees, either “off the clock,” voluntarily or in other ways as
delineated as “Hours Worked” under FLSA, is still compensable (i.e., the employee must
be paid for his or her time worked).

Section 2. Pay Period
The pay period and pay day shall be every fourteen (14) days. The beginning and
ending dates of the pay period shall be as designated by the City Administrator.

Section 3. Meal Breaks
A. The general policy of the City pertaining to meal breaks is that all employees,
except those listed in Subsection C below, shall be unpaid eat on their own time.
They shall be allowed to Employees may cease work for meal breaks as
determined by Directors, and shall but will not be paid for that time. Time for
work performed while on a meal break must be paid. Except in situations where
no one else is available, employees are encouraged to avoid answering the
telephone, filing, reading emails, etc. while on a meal break.
B. Directors may adjust the length of meal breaks when it will contribute to the
effectiveness of the department, but in no case will it be less than thirty minutes.
At the Director’s discretion, meal breaks may periodically be taken at the
beginning or end of the work day.
C. Fire Department employees who work more than a forty (40) hour week, Police
Department employees designated by the Police Chief, and Public Works
employees designated by the Director, shall receive paid meal breaks. In order
to qualify for paid meal breaks, employees must be on call during their entire

work shift and not leave the work premises unless authorized and must respond
to duty calls during meal breaks if necessary. Failure to respond to duty calls
will be grounds for disciplinary action.

Section 4. Overtime
All non-exempt employees in the City’s service shall be compensated for overtime
hours worked by either overtime pay or compensatory time at the rate of one and one-half
times their regular rate.
A. Overtime shall be compensable only if it is:
(1)

Authorized Recorded time worked following the conclusion of the work
period or shift; and

(2)

In excess of:
a)

40 hours worked by non-exempt employees during the seven day
period established by the City Administrator; or

b)

212 hours worked by firefighters specific Fire Department personnel
during the 28 day work period as designated and established by the
City Administrator; or

c)

171 hours worked by police officers during the a 28 day work
period, or 80 hours worked during a 14 day work period, by police
officers or police sergeants, as established by the Police Chief and
approved by the City Administrator.

(3)

As an extraordinary benefit to employees, authorized and scheduled
vacation leave, and compensatory time, shall be deemed hours worked for
purposes of this section. However, as allowed by Fair Labor Standards
Act (FLSA) guidelines and common business practices, hours recorded as
sick time, personal max time, floating holiday time, holiday comp.
compensatory time and holiday time hours do not count toward overtime.

(4)

Outside of a bona fide emergency or extraordinary circumstances as
described in (5) below, all accrual of overtime must be pre-approval
permission by the Director, Department Head or his/her designee is
required for working overtime. Additionally, the Department Head will
make the determination of what constitutes a bona fide emergency or what
constitutes extraordinary circumstances.

(5)

Overtime may be authorized only by the Director when necessary for the
protection of property or human life, or when under extraordinary

circumstances, or when it is clearly in the best interest of the City. A
Director or supervisor may, in his or her discretion, schedule flex-time,
which is time off for an employee, offset hour for hour during a particular
work period to compensate for excess hours worked during a previous day
of the same work period without accrual of overtime.

B. A non-exempt employee may be subject to progressive discipline as
outlined in Rule #4, Corrective and Disciplinary Action for “improperly
padding the timesheet” when he or she records overtime worked when:
(1) The employee fails to get advanced authorization to work overtime; and
(2) No bona fide emergency or extraordinary circumstances existed
requiring the employee to work overtime.

C. Overtime Compensation
(1) Overtime compensation shall be computed on regular rate of pay. If
overtime is to be paid, it must be recorded and paid, at one and one-half
times the recorded time worked, on the payroll immediately following
the conclusion of the work period in which the overtime is worked. If
overtime is to be applied to compensatory time, it must be recorded at
one and one-half times the time worked.
(2) The decision to pay overtime or to record it as compensatory time shall
be at the discretion of the Director.
(3) Exempt employees are excluded from overtime compensation. Exempt
employees are expected to know and understand their schedule and
work required.
They shall be responsible for planning and
accomplishing work assigned to them regardless of the time required.
D. Compensatory Time
(1) Compensatory time may be granted in lieu of paid overtime to all nonexempt employees. Compensatory hours shall be accrued accrue at 1.5
a rate of one and one-half hours for every one hour of overtime worked.
(2) Outside of a bonafide emergency, all accrual of compensatory time must
be pre-approved by the Director.
(3) Compensatory time shall not may accrue up to beyond 24 hours (36 for
firefighters, and Police patrol officers, and Dispatch employees), except
when specifically the Department Head designates one or more different

accrual levels based on the types of jobs, which must first be approved
and authorized in advance by the City Administrator for extraordinary
circumstances.
(4) Accumulated compensatory time shall be paid when the accrued
compensatory time exceeds the maximum, or upon separation for any
reason, including death of the employee.
When an employee will take compensatory time off shall be determined
by and scheduled at the discretion of the employee’s Director, with due
regard for the wishes of the employee and the needs of the City.
Every employee who has reached regular employee status, or has been
granted the right to use compensatory time, and who has accrued
compensatory time and leaves the City, shall have such time paid on the
last paycheck issued to the employee by the City.
E. Flextime in lieu of Overtime or Compensatory Time
A Department Head may require an employee take flex time in lieu of
overtime or compensatory time. For example, if an employee works two
extra hours on Monday, that employee may arrive at work two hours late,
or leave work two hours early, or take longer lunch breaks. The time/date
of use of flextime may be determined by the employee provided such choice
of time does not cause the department to fall below minimum or acceptable
staffing levels.
Flextime is an hour-for-hour trade of time, and is not taken at one and onehalf times the amount of extra time worked. However, the “flexed” time off
must be taken in the week the extra time was worked.
Extra time worked that is not “flexed” during the same work week then
becomes overtime or compensatory time, depending on the total number of
hours worked and vacation/compensatory time taken during the week it was
worked.

Section 5. Holidays
A. Designated
The City will grant 8-eight hours of paid holiday time off work to all full-time
employees on for the holidays listed below:
New Year’s Day - January 1
Martin Luther King Day - Third Monday in January

President’s Day - Third Monday in February
Memorial Day - Last Monday in May
Independence Day - July 4
Labor Day - First Monday in September
Veteran’s Day - November 11
Thanksgiving Day - Fourth Thursday in November
Friday following Thanksgiving Day
Christmas Eve - December 24*
Christmas Day - December 25*
Floating Holiday - To be used at the employee’s choosing, taken in its entirety
and not broken into increments, and with prior approval of the
Director. ** Unused Floating Holiday time will not be paid out upon
separation from employment.
If an observed holiday falls on a Saturday, it will be observed by the City on
the preceding Friday, and, if any such holiday should fall on a Sunday, it will
be observed by the City on the following Monday.
*If Christmas falls on a Saturday or Sunday or Monday, then the Friday before
and Monday following will be observed by the City as the Christmas Eve and
Christmas Day holiday.
*If Christmas falls on a Monday, then the Mayor or the City Administrator may
designate the observance of the Christmas Eve holiday to be the Friday before,
or the Tuesday following, Christmas. If no such designation is made by July 31
prior to Christmas, the Christmas Eve holiday will be observed on the Friday
before Christmas.
*If Christmas falls on a Tuesday, Wednesday, or Friday, then the day before
Christmas will be observed by the City as the Christmas Eve holiday.
*If Christmas falls on a Thursday, then the day after Christmas will be observed
by the City as the Christmas Eve holiday.
The City reserves the right to change the observed day in the event that business
conditions necessitate such a change.
The Mayor or City Administrator may grant additional days of holiday pay in
extraordinary cases.
B. When on Leave or Separated from Service
Employees shall receive no additional pay while on paid leave when a holiday
occurs, rather, 8 hours of holiday pay will be substituted for 8 hours of the
vacation or sick leave being used. When an employee is on FMLA leave, the
holiday will be paid if the employee is on paid leave, and won’t be paid if the

employee is on unpaid leave. Employee must work or be on paid leave the last
scheduled work day before the holiday and the first scheduled day after the
holiday to be paid for the holiday. An employee who is separated from City
service when the last day worked is the last working day before a holiday shall
not be paid for the holiday.
C. Compensation for Working on a Holiday
Employees, other than exempt and unclassified employees, shall receive
compensation at the regular rate of pay for each hour worked on a holiday.
Additionally, the employee shall receive 8 hours of holiday time to either be
paid OR used as a day off at another time. Exempt and unclassified employees
who are required to work on a holiday shall accrue 8 hours of holiday time to
be used on another day. Accrued holiday leave shall be used before all other
accrued leave (except sick). Accrued holiday leave shall be used within 90
days after the end of the fiscal year and shall not accrue beyond 24 hours (48
for firefighters) throughout the fiscal year. All accrued holiday time shall be
paid out at separation of employment.

Section 6. Recording of Time
Increments of one-quarter (1/4) hour shall be used to record time worked,
compensatory time, and leave credits used in increments of less than one complete hour.
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CITY OF BRANSON, MISSOURI
ADMINISTRATIVE RULES
RULE NUMBER 4 REFERENCING ARTICLE 4 OF THE HUMAN RESOURCES MANUAL
AMENDED 5-1-2010, 1-1-2011, 7-13-2011, 7-10-2012, 7-1-2015, 7-26-2016, 02-27-2018
A RULE PERTAINING TO CORRECTIVE AND DISCIPLINARY ACTIONS
Section 1. General
Unclassified employees, such as Directors, the Police and Fire Chiefs, the City Clerk, the
Deputy City Clerk, and the City Attorney, as well as part-time, temporary and seasonal employees
all serve at the pleasure of the City Administrator and the Board of Aldermen. Therefore, although
unclassified employees are required to follow the policies and desired behaviors described in the
Human Resources Manual, the provisions for corrective and disciplinary actions set forth in this
article shall not be applied to them unclassified employees. Likewise Because these provisions do
not apply to them, unclassified employees are not entitled to the grievance or appeal rights granted
to classified employees. These provisions and protections apply solely to non-probationary and
regular classified employees.

Section 2. Disciplinary Action
A.

The City reserves the right to discharge, suspend, demote, or otherwise discipline
employees for violations of all laws, Human Resources Articles, Administrative
Rules, or department Administrative Rules. The disciplinary process involves four
steps of progressive discipline for infractions of a similar nature and which are of a
nature not normally serious enough to constitute cause for immediate suspension
or dismissal. The seriousness and the level of an offense shall be determined by
the Director, the Human Resources Director and the City Administrator. Each step,
as noted below, shall be documented and discussed with the employee. The
employee will should sign and be given a copy of the documentation, such signature
being an acknowledgment of the employee having read and understood the
disciplinary action, not an acknowledgment that the employee agrees with the
disciplinary action.
If the employee refuses to provide a signature of
acknowledgement, the Director shall have another employee witness the refusal.
The progressive steps are:
Step 1: First offense:

Documented verbal warning

Step 2: Second offense:

Written warning

Step 3: Third offense:

Suspension or Demotion
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Step 4: Fourth offense:
B.

Dismissal

The progressive disciplinary system listed above is intended to serve as warning to
the employee that he or she needs to correct the infractions which are the subject of
the progressive disciplinary action and that further incidents will result in
suspension or dismissal. The City reserves the right to determine that any violation
of any of the other work rules during the course of a progressive disciplinary action
may constitute grounds for applying progressive discipline at any level – at the level
of a first offense, second offense, third offense or immediate dismissal, depending
on the severity of the infraction.
(1)

Employees hired before or on December 31, 2009: Disciplinary action(s)
not considered serious enough for immediate dismissal, demotion, or
suspension, shall be removed from an employee’s personnel file on
completion of two years of continuous service free from additional
disciplinary actions.
Employees hired after December 31, 2009: All disciplinary actions shall
remain a part of the employee’s permanent personnel file.

(2)

Directors shall have the right to discipline employees up to and including
dismissal, provided however, that all actions to suspend, demote, or dismiss
employees shall be subject to all other due process requirements as
established in the City’s Human Resources Manual. All disciplinary actions
that are accepted without appeal by the employee shall require the review
and approval of the Human Resources Director and the City Administrator
before they are imposed on the employee. In addition If the initial actions
are not acceptable to, and appealed by the employee, all dismissals,
demotions and suspensions shall require the approval of the City
Administrator after the appeals process has been completed or after the time
limits for filing an appeal have expired. Supervisory employees shall have
the right to initiate progressive disciplinary action with the approval and
with the authority of the Director.

(3)

Examples of offenses not normally considered serious enough to warrant
immediate suspension, demotion or dismissal are as follows. This list does
not constitute a complete and total listing of offenses but is for illustrative
purposes only.
a.

accidental destruction or loss of City property or City records

b.

improperly using or obtaining leave time

c.

tardiness

d.

absence from work area without permission or proper notice
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(4)

e.

interference with the regular conduct of City business

f.

consistent or continual unavailability for work

g.

negligence or improper conduct leading to damage of public or
private property or resources

h.

excessive absenteeism, any absence without notice, or a consistent
pattern of sick time usage observed by the director as potential abuse
as described in Article 17, Section 15.

i.

engaging in habits which interfere with the individual’s or any
other employee’s performance on the job

j.

disrespectful conduct

k.

violation of any other Human Resources Article, Administrative
Rule, work rule or departmental policy, either expressed in writing
or verbally by a supervisor

l.

a non-exempt employee recording time worked that results in
overtime being paid, flex time being applied, or compensatory time
being accrued (i.e., “padding” of the timesheet) without first
obtaining supervisory authorization – combined with a situation
where no emergency or extraordinary circumstances existed (note:
In such situations where an emergency or extraordinary
circumstance existed, recording time worked that results in
overtime paid, flex time being applied, or compensatory time being
accrued, shall not be considered an offense. Such determination of
emergency or extraordinary circumstance shall be made by the
Department Head and is not subject to appeal)

Examples of offenses that constitute further investigation, particularly by
the Department Head, the Human Resources Director or the City of
Branson Safety Officer, which may lead to initiating progressive discipline
anywhere from Step 1 through Step 4 in the process, include, but are not
limited to:
a. Safety violations after a specific warning or training
b. Near miss incidents that could have otherwise resulted in
serious injury or destruction of public or private property
c. Unethical behavior as defined in Article 1
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(5)

Examples of offenses which may constitute sufficient cause for immediate
suspension, demotion or dismissal are as follows. This list does not
constitute a complete and total list of offenses but is for illustrative purposes
only. The City reserves the right to determine that any violation of the rules
may constitute cause for immediate suspension, demotion or dismissal
depending on the circumstances relating to the offense.
a.

dishonesty in any form or degree, or any falsification of records or
reports for official use

b.

theft or inappropriate removal or possession of property or records
belonging to the City

c.

knowingly making false statements or submitting falsified or
misleading documents, either partially or in whole, in matters
relative to the employment process

d.

insubordination or other severely disrespectful conduct

e.

abusive language, written or spoken, or abusive conduct toward a
client, citizen or other individual in the community or City employee

f.

verbal or non-verbal harassment

g.

disregard for the City’s EEO policy prohibiting discrimination

h.

solicitation or acceptance of money or anything of value to influence
decisions in public matters or as a reward for such decisions

i.

possession of any type of weapon inside any City building or City
vehicle; or on the employee’s person or possession of any type of
weapon if brandished and/or used in any non-defensive fashion
while in or around any private vehicle parked on non-leased City
property; handling of any weapon on City property, even in private
vehicles. possession of explosives such as dynamite, C4 or other
materials intended for the purposes of “bomb making” in or on City
property. This section shall not pertain to law enforcement or
military officers in the performance of their duties. Possession of
any weapon(s) is strongly discouraged on City property

j.

possession, distribution, sale, consumption or being under the
influence of any alcoholic, narcotic or other controlled substance
while on City property. Note: this provision is not intended to
prohibit employees from having unopened containers of alcohol that
were intended as gifts, received as gifts or otherwise not for
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consumption while on duty. Additionally, this provision is not
intended to prohibit an employee from possessing narcotics or other
controlled substances that has been prescribed by a licensed
healthcare professional specifically for that employee, where the
quantity and dosage compares appropriately to the medication
remaining and to the date it was prescribed, and as long as and such
employee has notified Human Resources of such prescription.
k.

unauthorized disclosure of confidential information, except where
protected by law

l.

assault, battery, fighting or threatening violence in the workplace

m.

unsatisfactory performance or conduct

n.

inappropriate use of any personal media device while on duty, or
city issued device at any time. This includes unauthorized taking,
displaying, or transmitting of any images or documents, at any time,
that are taken by such media device during work hours for any
means other than official business of the City of Branson. This also
includes recording conversations of other employees without their
knowledge or without the prior written permission of the
Department Head, the Human Resources Director and the City
Administrator

o.

using city vehicles, equipment or property for personal use

p.

continuation of excessive absenteeism or continued sick leave
misuse and abuse

q.

ignoring, violating, or failing to observe rules of safety or refusal or
failure to employ safe working practices, thereby jeopardizing
personal safety, and the safety of others, or causing damage to or
destruction of public or private property

r.

ignoring, violating or failing to observe rules of safety involving the
use of personal protective equipment as outlined in the safety
manual or loss prevention manual

s.

conviction of a felony or misdemeanor involving moral turpitude or
assaultive conduct, or a conviction that temporarily or permanently
prevents the employee from fulfilling a significant portion of his or
her job duties with the City without accommodation (e.g., DUI
conviction for an employee who is required to drive a City vehicle;
a fraud conviction by an employee who handles taxpayer money;
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any conviction that requires the employee to be incarcerated for four
or more days, etc.)
t.

C.

causing incalculable or irreparable harm to the image or reputation
of the employee’s role or to the City of Branson through illegal or
unethical behavior

Process for Serious Disciplinary Actions
If the Director, the Human Resources Director and the City Administrator
determine that there are reasonable grounds for serious disciplinary action to be
taken against an employee, the Director shall prepare a written notice informing the
employee that serious disciplinary action is being considered against him, giving
him the employee the specific reasons and information related to the proposed
action, and then setting a date and time for the employee to meet and discuss the
issue with the Director and Human Resources Director. Once the employee has
been given the opportunity to present any further information he or she would like
to have considered, either a lesser action or one of the following serious disciplinary
actions may be taken.
(1)

Dismissal
Dismissal may occur for various reasons; this section of the manual
addresses only dismissal for disciplinary reasons. If the Director determines
that there are reasonable grounds for dismissal, the Director shall prepare a
written dismissal notice which shall state the specific reasons for dismissal
with sufficient specific information to reasonably inform the employee of
the reasons for dismissal. Such dismissal notice shall be coordinated with
the Human Resources Director, approved by the City Administrator, and
then served on the employee or mailed to the employee’s most recent known
address.
The Human Resources Director shall advise the City Administrator that
such action is being taken, but details of such matter will be provided to the
City Administrator when the employee is agreeable to the disciplinary
action without appeal, after any appeal process has been completed, or if
the time limit to appeal the dismissal has expired. This is to ensure that the
City Administrator has a fresh, unprejudiced point of view when deciding
the outcome of any employee appeal.
A signed confirmation of delivery or mailing from the supervisor or
Director shall be attached to a copy of the dismissal notice and filed with
the Human Resources Director. If the employee refuses to sign the
confirmation of delivery, the Director shall have another employee witness
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the refusal. All classified regular employees who are dismissed for cause
may avail themselves of the appeal procedures of these Rules.
(2)

(3)

(4)

Involuntary Demotion
a.

The Director may demote an employee for performance or
disciplinary purposes. Written notice of the demotion shall be
coordinated with the Human Resources Director, approved by the
City Administrator, and then delivered to the employee on or before
the effective date of the demotion. Confirmation of delivery from
the supervisor or Director shall be attached to a copy of the demotion
and filed with the Human Resources Director. An employee who is
demoted to a lower class for which the maximum rate of pay is less
than the current rate of pay in the higher class shall be paid at a rate
which shall not exceed the maximum rate of the lower class, or
exceed the former rate of pay. All classified regular employees may
avail themselves of the appeal procedure.

b.

Demotion from Promotion: A promoted employee who fails to
perform minimum requirements of the position during the
probationary period in the new position may be demoted. No right
of appeal shall exist in this case.

Voluntary Demotion
a.

Upon written request of the employee, and with the consent of the
Director(s) and the City Administrator, a voluntary demotion may
be made to a lower class. If the position for which demotion is
intended is in another department, input from both Directors shall
be considered. No demotion shall be made to a position for which
the employee does not possess the minimum qualifications.

b.

When an employee is voluntarily demoted the salary in the new
position shall be established by the Director and the Human
Resources Director, and approved by the City Administrator.

Suspension Without Pay
a.

Non-exempt employees: The Director may suspend an employee
without pay for disciplinary purposes. The duration of the unpaid
suspension shall be agreed upon by the Director and the Human
Resources Director, and approved by the City Administrator

b.

Exempt employees: In accordance with Part 541 of the Fair Labor
Standards Act (FLSA), an exempt employee may be suspended
without pay for disciplinary purposes as follows:
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(5)

i.

Unpaid suspensions may be imposed in good faith for
infractions of workplace conduct rules, such as rules
prohibiting sexual harassment, workplace violence, drug or
alcohol use, or violations of state and federal laws. This
provision refers to serious misconduct only and may be
imposed pursuant to written policy applicable to all
employees. Such disciplinary actions may be made in full
day increments only.

ii.

Unpaid suspensions may be imposed in good faith for
infractions of safety rules of major significance, such as
those related to the prevention of serious danger in the
workplace or to other employees. Such disciplinary actions
may be made in any amount of time.

iii.

All other disciplinary suspensions without pay, such as
performance or attendance related issues, may be made in
full week increments only.

c.

Any suspension without pay shall be ordered in writing after prior
coordination with the Human Resources Director and approval by
the City Administrator. The order shall contain reasons and duration
of the suspension. A copy shall be provided to the employee on or
before the effective date of the suspension.

d.

All classified regular employees may avail themselves of the appeal
procedure.

Last Chance Agreements
Last Chance Agreements may be used by Department Heads as a final effort
to influence an employee to change or fix his or her performance or
behavioral deficiencies without having to face the consequences of
demotion or termination of employment. Last Chance Agreements are used
solely at the discretion of the Department Head, and may be used to meet
the requirements of notification for serious disciplinary action as set forth
earlier in this rule. Last Chance Agreements are not used for egregious
performance or behavioral deficiencies that would otherwise be grounds for
immediate termination of employment.
A Last Chance Agreement will have:
a. A description of any and all performance or behavioral deficiencies;
b. Notification that the employee is facing immediate serious disciplinary
action:
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1) An offer to forego such immediate disciplinary action if the
employee agrees to change performance or behavior to an
acceptable level immediately;
2) An admonition that unwanted performances or behaviors cannot
recur for up to two years from the date of the agreement;
c. Notification that, should the employee revert to his or her unwanted
performance or behavior at any point within the timeframe set forth in
the agreement, the employee faces immediate serious disciplinary
action; which may fall beyond the timeframe set for any standard threeor six-month corrective probation period;
d. The Last Chance Agreement meets the requirements of the advance
notification of serious disciplinary action as required previously in this
Rule in the event the employee reverts to the same unwanted
performance or behavior, or begins another kind of unwanted
performance or behavior.
e. Notification that the employee is not required to sign the Last Chance
Agreement and may follow the standard progressive discipline process;
f. Notification that any regular employee may appeal serious disciplinary
action as a result of him or her not agreeing to the Last Chance
Agreement, or in the event he or she fails to fulfill the requirements of
the agreement, if and when such action is taken; and
g. The employee’s and the Department Head’s signature on the form
(either a memo or an actual form) indicating they are both committed to
each of their respective roles in making sure the agreement is fulfilled.
h. The employee shall receive a copy of the signed document. Another
copy of the agreement will be kept in the employee’s department while
the original signed agreement will be placed and kept permanently in
the employee’s personnel file in Human Resources.

Section 3. Administrative Leave
The Director, with approval of the City Administrator, may place an employee on
administrative leave with or without pay at any time for the purpose of investigating allegations
against the employee which could result in disciplinary action. Any administrative leave shall be
ordered in writing after coordination with the Human Resources Director. Administrative leave
with pay shall not be considered a disciplinary action and shall not have any appeal rights. After
the investigation has been completed, for which the employee was placed on administrative leave,
the Director, after coordination with the Human Resources Director, and with the approval of the
City Administrator, shall dismiss, demote, suspend without pay or reinstate the employee without
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prejudice. If the employee is dismissed, demoted or suspended without pay, such action will
follow the procedures established in these Rules. If the employee is reinstated without prejudice,
all reference to the administrative leave shall be removed from the employee’s personnel file.

Section 4. Performance Related Corrective Actions
Each employee of the City shall be evaluated at least annually receive a formal written
performance evaluation at least one time a year. Either the The behavior/performance noted in
this annual evaluation, a repeated significant performance deficiency, or any other special
evaluation may be used to invoke a performance based corrective action.
A.

Types of Evaluations Used for Corrective Probation
(1) Annual Evaluation: When an annual evaluation is conducted and the Director
determines that such employee’s performance needs improvement with respect
to any or all of the duties, tasks, and/or responsibilities set forth in the
employee’s classification specifications, a corrective probation may be
invoked.
(2) Special Evaluation: At any time during the year when a Director determines
that an employee’s performance needs improvement with respect to any or all
of the duties, tasks, and/or responsibilities set forth in the employee’s
classification specifications, a special evaluation may be conducted and a
corrective probation may be invoked.
(3) All evaluations shall be performed pursuant to the adopted standards contained
within the employee’s classification specification.
(4) An employee receiving a ranking of “needs improvement,” “unsuccessful,” or
other similar verbiage on any evaluation shall be informed in writing of the
reasons for the ranking and the areas of improvement needed and shall be given
a quarterly period of time to improve his performance to a satisfactory level.
The employee shall be considered to be on a probationary status during the
corrective probation.

B.

Corrective Probation
(1) Corrective probation shall be invoked in up to two quarterly intervals, which
periods shall be considered an opportunity for the employee to improve his or
her performance to an acceptable level. The Director shall identify in writing
the reasons for the probation and the areas of improvement necessary to
improve the employee’s performance. Once an employee has been placed on
Corrective Probation, they will not be eligible for a yearly increase that
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appraisal period, even if they successfully complete their Corrective Probation
period.
(2) The employee shall be given an evaluation on the completion of each quarterly
probationary period. In the event that an employee’s performance has not
improved to a satisfactory level, the Director, with the concurrence of the
Human Resources Director, may take the appropriate action of:
a.

demotion to a position of lesser responsibilities within the expected
abilities of the employee;

b.

extending the corrective probationary period for another quarterly
time period; or

c.

dismissal of the services of the employee.

(3) If, at any point during the corrective probationary period, the Director
determines that no improvement has been made, or that other disciplinary action
becomes necessary, the Director may, with the approval of the Human
Resources Director and City Administrator, immediately impose one of the
appropriate actions as outlined by this section.

Section 5. Employee Right to Grieve or Appeal Disciplinary or Corrective Action
Classified employees who have completed their initial probationary period are entitled to
avail themselves of the grievance or appeal process as specified in other sections of the Human
Resources Articles and Administrative Rules. Evaluations utilized for performance related
corrective actions and any decision to invoke probation shall be subject to the grievance procedure
only to the extent that factual information on the evaluation can be shown to be incorrect.
Decisions regarding corrective probationary status, based on evaluations, shall not be subject to
grievance.

The above Administrative Rule is hereby established and adopted in accordance with the
Human Resources Manual of the City of Branson, Missouri.

_________________________________________
Stanley E. Dobbins, City Administrator

__________________
Date
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CITY OF BRANSON, MISSOURI
ADMINISTRATIVE RULES
RULE NUMBER 26 REFERENCING ARTICLE 1 OF THE HUMAN RESOURCES MANUAL
ADOPTED 02-01-2018
A RULE PERTAINING TO EMPLOYEE APPEARANCE AT WORK
Section 1. Overview
Since appearance standards can change over time, this policy is intended to provide
individuals in all departments with a baseline for general guidelines on how to present themselves
in an acceptable, professional manner as employees and representatives of the City of Branson. The
City of Branson adheres to an appearance standard that can be found in most any local professional
business environment. Therefore, the following standards are established for projecting a
professional image that is safe and appropriate for the various environments under which City
employees work.
Section 2. General Guidelines for Dress
A. Standard Office Attire
Employees working in a standard office environment are generally expected to be neat, clean
and professional in their appearances, to include attire, hygiene, hair and overall deportment.
Standards of normal attire include business formal, business casual or business “smart.” The
most common exception to this is that employees may wear jeans, sweatshirts or athletic shoes
on “Casual” Fridays or during times of inclement weather that includes snow or ice conditions.
Apparel worn for Casual Friday will also be allowed on any Thursday where the next day is a
City holiday, the entirety of the Thanksgiving holiday week, and from December 24 to January
2 of each year. Casual Friday attire will also be permissible for special fund raising events
sponsored by the City; for special days determined by the Department Head as a reward for staff;
or in the event of an HVAC system failure at work where the employee works.

B. Uniformed Department Standards
Employees who work in departments with City-assigned or prescribed uniforms are expected to
adhere to their respective departmental uniform policies. Primarily this applies to the Police and
Fire Departments. Such standards shall be applied consistently to all employees in a particular
class of worker. Others in such departments who are not subject to the uniform policy, and whose
work is primarily office work, are expected to follow the standard office attire guidelines as
detailed above.
A copy of any such uniformed standard policy shall be kept by the department in an easily
accessible location and in Human Resources.
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C. Non-office Attire
That which is appropriate in one location may not be appropriate in another. As such, each
department, with approval of the City Administrator, may establish its own professional
standard that may or may not include a uniform or City of Branson logo’ed attire. Generally
speaking, these standards will be for work conditions that involve mostly outside and nonoffice work.
A copy of any such non-office attire policy shall be kept by the department in an easily accessible
location and in Human Resources.

D. City of Branson Uniform or Logo Attire
It is important to understand the impact of wearing a City of Branson uniform (“In City of
Branson uniform” means wearing City issued clothing, or any clothing, hat, pin, logo, label,
insignia, or other item that identifies the person as a City employee). By wearing a City uniform,
an employee is clearly acting as a representative of the City. This applies to both on-duty and
off-duty hours. In order to project an image in-line with Branson Values, an employee should be
cognizant of where they wear their City apparel and not wear it in any location that could cast
the City in a bad or negative light. Additionally, an employee should not wear a City of Branson
uniform in public that is in disrepair or is otherwise not appropriate for the work setting. There
is also a specific prohibition for wearing a City uniform while participating in a political
campaign.
E. Name Badges
Employees who do not wear uniforms with their names printed, sewn or embroidered on them
are encouraged to wear City-issued name badges while at work. Department Heads may exempt
some or all of their departmental employees from wearing name badges as needed. The City, if
allocated through departmental budgets, may provide up to two personalized name badges to
employees at no cost for the employee; replacements for lost badges will be at the employee’s
expense.

F. Hats or Head Gear
Employees who spend a majority of their work hours outside are encouraged to wear hats or
other head gear while at work, whether inside or outside, in accordance with City and their
respective departmental standards. They may also wear them either outdoors or indoors, for
meetings, gatherings, etc., as long as they are professional and clean in their appearance.

G. Safety Gear
Safety gear may be required for various jobs within the City of Branson. These requirements will
be under the purview of departmental safety officer or City of Branson Safety Officer.
Additionally, employees are expected to wear apparel that protects them when they work and not
have any part of their apparel (to include hair, jewelry, footwear, etc.) pose a safety hazard for
either themselves or coworkers.
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As slips, trips and falls are a major safety concern, it is important that City of Branson employees
make sure they wear proper footwear for the work environment. Steel-toed footwear may be
subsidized by the City for those employees who lift/move heavy objects and need foot protection
at work.

Employees observed not wearing protective gear as required by safety standards for their
working environment may be subject to progressive discipline, up to and including termination
of employment.

Section 3: Hygiene
Employees who work in a standard office environment are expected to be neat and clean and with
no discernable offensive body odor nor excessive use of perfume or cologne.
Employees who do not work in a standard office environment are expected to report for work each
day neat and clean with no discernable offensive body odor.

Section 4: Tattoos, Scarification, Body Art, and Body Modifications
All employees are expected to present a professional, clean, non-offensive, non-disruptive and safe
appearance while at work. Employees may have/display tattoos, scarifications, and body art or body
modifications at work as long as they meet departmental standards and do not violate prohibitions
set forth for City-wide standards of content and placement as listed below. Should an employee’s
tattoo violate these standards, the employee must keep the tattoo covered at all times while on duty.
A. Content
Tattoos, scarifications, and body art or body modifications located anywhere visible on the body
that are prejudicial to good order, discipline, and morale, or are of a nature that brings discredit
to the City of Branson are prohibited while at work. Specifically prohibited are those that
include/resemble/advocate/represent the following:
1) Criminal behavior;
2) drug use or drug paraphernalia;
3) violence or warfare of any kind;
4) misspelled word(s);
5) profanity, hate speech or vulgarity;
6) animal cruelty or abuse;
7) promiscuity or sexual activity of any nature;
8) groups subversive to the government of the United States, the State of Missouri or the City
of Branson, or groups supporting illegal activities;
9) known criminal gang affiliation, supremacist or extremist groups;
10) bigotry in any fashion depicting racial, country of origin, gender, sexual-orientation, or
sexual identity discriminatory attitudes or behavior; or
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11) blood; bone; skull; sliced or pierced skin; genitalia; breast(s); bodily secretions; torture of
any kind; or graphic horror images.
B. Placement
Visible tattoos, scarification, body art or body modification shall be prohibited at work on an
employee’s:
1) Head;
2) Face (except permanent makeup specific to tattoos used as permanent eyebrows or eyeliner,
or as permanent lip liner, applied “modestly and conservatively”);
3) Neck above the tee shirt line;
4) Tongue or nose;
5) Eyelids, mouth or ears, either inside or outside; or
6) Any part of the hand, finger(s) or palm of the hand (except one tattoo on one finger of each
hand around the entire circumference of the fourth proximal digit/second most ulnar finger
[i.e., the “ring finger”], however, it must not extend beyond where the ring would naturally
rest on the finger between the lowest knuckle and main part of the hand).
Any employee contemplating getting a new or modified tattoo, scarification, body art or body
modification must first obtain guidance by the Human Resources Director as to whether or not
such addition/change may be visible while at work prior to having the procedure performed.
Failure to obtain such guidance in advance may result in the employee being required to cover
the addition/change while on duty.

Section 5: Piercings
As described in Section 4, employees are expected to present a professional, clean, non-offensive,
and non-disruptive appearance while at work. The Human Resource Director reserves the right to
request that an employee remove jewelry or objects used for piercings that are deemed
unprofessional, offensive or disruptive. Should the piercing be deemed unprofessional, offensive or
disruptive, the jewelry must be removed at all times while on duty.

Section 6: General Appearance Enforcement
A. Violations of Appearance Standards
In the event the employee’s appearance poses a safety hazard (e.g., for wearing jewelry, loose
clothing, long hair, inappropriate footwear, etc.) in the work environment, the supervisor and/or
Department Head is empowered to direct the employee to immediately, if possible, address the
issue.
Employees who project a less than professional image as delineated in this rule while at work,
may also be directed by their supervisor/Department Head to the Human Resources Director for
determination on whether their appearance is appropriate for the workplace. Those employees
whose appearance is determined by the Human Resources Director to be inappropriate may be
required to change or cover the appearance issue, or may be sent home to change or to correct
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the appearance issue. If the employee has to go home to correct the appearance issue, such time
away from work will be counted as vacation time, or compensatory time, and if no such accrued
time is available, the time off will be unpaid.

B. Exceptions to Appearance Standards
Exceptions to these appearance standards while at work may be allowed by the Department Head
or City Administrator for any of the following reasons:
1) Safety or security of the employee whereby a more restrictive policy may be enforced
regularly or temporarily to help ensure a working environment free from harm based on
specific conditions;
2) Departmental standards may be more stringent or more relaxed, as approved in advance of
implementation by the City Administrator. This includes a uniformed appearance policy for
departments for their respective lines of work. All elements of any departmental standard
shall be consistently applied to all members of a class of employees (i.e., one standard for
one employee and a different standard for another employee) within said department;
3) Individual standards that may be relaxed on a person-by-person basis in light of medical
issues or a physical limitations of the employee; or
4) Protections provided to employees under the guidelines established by Section 12 of the
Equal Employment Opportunity Commission (EEOC) compliance manual.

The above Administrative Rule is hereby established and adopted in accordance with the
Human Resources Manual of the City of Branson, Missouri.

_________________________________________
Stanley E. Dobbins, City Administrator

__________________
Date
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