VOLUNTEER HANDBOOK
Dear Volunteer,
We extend you a warm welcome and thanks for volunteering. We are grateful that you
have chosen to share your talents with the city. Volunteers like you are one of the
keys to helping provide great services and programs. We value your contribution of
time and service to the city. The purpose of the volunteer handbook is to provide you
some basic information and responsibilities of a volunteer.
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Section 1: The Volunteer Program
1.1

Overall Policy on Utilization of Volunteers
The achievement of the goals of the city is best served by the active participation of residents of
the community. To this end, the city has established a volunteer program that encourages the
involvement of volunteers at all appropriate programs and activities.

1.2

Purpose of Volunteer Policies
The purpose of this policy is to provide overall guidance and direction to city employees and
volunteers engaged in volunteer activities. These policies are intended for internal management
guidance only, and do not constitute, either implicitly or explicitly, a binding contractual or
personnel agreement. The city reserves the exclusive right to change any of these policies at any
time and to expect adherence to the changed policy.

1.3

Scope of Volunteer Policies
These policies apply to all volunteers in all programs and projects undertaken on or on behalf of
the city.

1.4

Role of the Volunteer Management
The departments utilizing volunteers shall bear primary responsibility for planning for effective
volunteer utilization, for assisting city employees in identifying productive and creative volunteer
opportunities, for recruiting suitable volunteers, and for tracking and evaluating the contribution of
volunteers to the city.

1.5

Definition of Volunteer
A volunteer is anyone who without compensation or expectation of compensation beyond
reimbursement of expenses performs a task at the direction of and on behalf of the city. A
‘volunteer’ must be identified and listed on the volunteer list maintained by the city prior to
performance of any task. Volunteers are subject to the same rules and regulations as salaried
employees.

1.6

Employees as Volunteers
The city does not accept the services of a city employee as volunteers if such services are the
same type of which the employee is employed to perform for the city. For purposes of the
proceeding sentence, the phrase “same type of services” means similar or identical services as
determined by the City Manager or his/her designee. The decision of the City Manager or his/her
designee may not be appealed.

1.7

Service at the Discretion of the City
The city accepts the service of all volunteers with the understanding that such service is at the
sole discretion of the city.
The volunteer may at any time, for whatever reason or no reason, decide to sever the volunteer’s
relationship with the city. Notice of such a decision should be communicated as soon as possible
to the volunteer’s supervisor.
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1.8

Volunteer Rights and Responsibilities
Volunteers are a valuable resource to the city. If a volunteer signs a volunteer service
agreement and participates in an approved volunteer program, then the volunteer shall be
entitled to the following benefits:
a) Medical reimbursement under workers' compensation for any injuries sustained
by the volunteer while engaged in the performance of any authorized volunteer
service for the city;
b) Liability protection normally afforded city employees, as provided in the
Governmental Immunity Act of Utah, as amended from time to time;
c) Such other benefits as may be authorized by law, the council or policy and
procedure.
Volunteers shall not operate city owned vehicles or equipment, unless authorized in writing by the
City Manager or his/her designee. If authorized the volunteer will be entitled to milage
reimbursement for use of a private vehicle at the then current rate paid to employees.

1.9

Scope of Volunteer Involvement
Volunteers may be utilized in all programs and activities but should not be utilized to displace
any paid employees from their positions.

Section 2: Volunteer Management Procedures
2.1

Maintenance of Records
Records of volunteers will be mainlined as required by the Government Records Access and
Management Act and the city record retention policy.

2.2

Conflict of Interest
Volunteers shall comply with the Municipal Officers’ and Employees’ Ethic Act. This act requires
written disclosure statements made before service begins, when circumstances change that
requires disclosure, and as such other time as required by law. A complete copy of this act can
be found on the city’s volunteer home page located at millcreek.us.

2.3

Representation of the City
Volunteers shall not have authority to expend or commit to the expenditure of public funds without
the City Manager or his/her designee’s approval. Volunteers shall not have authority to make
public statements to the press, coalition or lobbying efforts, or statement on social media
regarding official statements or positions of the city.

2.4

Confidentiality
Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged
information to which they are exposed while serving as a volunteer.

2.5

Minors
Volunteers who have not reached their age of majority must have the written consent of a parent,
guardian, or responsible person prior to volunteering. The volunteer services assigned to a minor
shall comply with all appropriate requirements of child labor laws.
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2.6

City’s Drug/Alcohol Policy
All volunteers shall company with the City’s Drug/Alcohol Policy set forth on page 38 in the
employee handbook, effective July 8, 2019. A complete copy of this policy can be found on the
city’s volunteer home page located at millcreek.us.

2.7

Code of Conduct
All volunteers shall comply with the City’s Code of Conduct, Harassment, Discrimination and
Retaliation, Tobacco-Free and Violence -Free Workplace policies as set forth on pages 28 – 37,
and 43 in the employee handbook, effective July 8, 2019. Complete copies of these policies can
be found on the city’s volunteer home page located at millcreek.us.

2.8

Criminal Records Check
As appropriate for the protection of the public and at-risk, vulnerable individuals, volunteers in
certain assignments/positions may be asked to submit to a criminal background check. If a
volunteer is asked to submit a criminal background check and refuses, then they may be refused
an assignment/position. Volunteers will be reimbursed for the cost of a criminal background
check.
Definitions
At-Risk Vulnerable Individuals: A child/minor, or adult who has a mental or physical impairment
which substantially affects that individual's ability to provide personal protection, provide
necessities such as food, shelter, clothing, or medical or other health care, obtain services
necessary for health, safety, or welfare, carry out the activities of daily living, or manage the
adult's own resources.
Criminal Background Check: An original or copy, dated no older than one hundred eighty days
prior to the date of the application, of verification by the Utah Department of Public Safety Bureau
of Criminal Identification that no criminal history rising to the level of a disqualifying status exists
for the applicant.
Criminal Conviction: The final judgment of a conviction, whether by a plea of no contest, a plea of
nolo contendere, a plea of guilty, or entry of a judicial or jury finding of guilt, which has not been
set aside on appeal or pursuant to a writ of habeas corpus.
Disqualifying Status: A criminal conviction of a felony or a class A drug offense within the last ten
years.

Section 3: Volunteer Supervision and Evaluation
3.1

Requirement of a Supervisor
Each volunteer must have a clearly identified supervisor who is responsible for direct
management of that volunteer. This supervisor shall be responsible for day-to-day management
and guidance of the work of the volunteer and shall be available to the volunteer for consultation
and assistance.

3.2

Volunteers as Volunteer Supervisors
A volunteer may act as a supervisor of other volunteers, provided that the supervising volunteer is
under the direct supervision of a city employee.
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Section 4: Volunteer Support and Recognition
4.1

Reimbursement of Expenses
Volunteers may be eligible for reimbursement of reasonable expenses or milage reimbursement
for use of a private vehicle incurred while undertaking business for the city if the expenses are
authorized in advance by a City Department Head.

Section 5: Volunteer Resources
5.1

How to Volunteer
The city gladly accepts both individual and group volunteers. Interested individuals and groups
must submit the following documents prior to performing any duties of an assigned volunteer
position.
•
•
•

Volunteer Agreement – Page 7
Consent, Media Release and Liability Waiver – Page 8
Disclosure of Private Business Interests – Page 9

Completed documents must be submitted using one of the following methods:
1. Via webform online at millcreek.us/volunteer;
2. Returned by email to volunteer@millcreek.us;
3. Dropped off to the Information Center located at City Hall;
4. Via QR Code provided the day of event.
5.2

Volunteer Management Platform
TBD

5.3

Americans with Disabilities Act
In accordance with the requirements of the Americans with Disabilities Act (ADA), the city will
make reasonable accommodations for volunteer participation. Individuals may request assistance
by contacting the ADA Coordinator at 801-214-2751 or khansen@millcreek.us.
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Appendix A: Volunteer Agreement
Volunteer/Group Name: __________________________________________________________
(please print)

Volunteer Position/Duties:________________________________________________________
_______________________________________________________________________________
Address:_______________________________________________________________________
(Street or PO Box)

(City)

(State)

(Zip)

Phone: _____________________ Email: ____________________________________________
Age: (for volunteers under 18 years of age) _____________

Millcreek volunteers are subject to the same rules and regulations as salaried employees. This is
because as a volunteer, you represent the city to the public. The following policies and procedures are in
place to protect you and guarantee the success of the city volunteer program.
By signing below, I acknowledge and agree that:
•
•
•

•
•
•
•

I have read, understand, agree, and will comply with the policies, procedures, and expectations
outlined in the Millcreek volunteer handbook.
I have read, understand, agree, and will comply with Millcreek’s Drug and Alcohol Policy as
outlined in the employee handbook.
I have read, understand, agree, and will comply with Millcreek’s Code of Conduct, Harassment,
Discrimination and Retaliation, Tobacco-Free Workplace and Violence-Free Workplace policies
as outlined in the employee handbook.
I have read, understand, and completed the attached Consent, Media Release and Liability
waiver.
I have read, understand, and completed the attached Disclosure of Private Business Interests
statement.
If requested by the city, I will provide a Criminal Records Check prior to performing any duties of
my assigned volunteer position.
I understand I will not receive monetary compensation or any benefits for my volunteer services
or time, nor will I be considered an employee of the city (except as outlined in the Liability waiver).

I have carefully considered my decision and the benefits and risks involved and hereby give my informed
consent to participate in all volunteer activities. I have read and understand the Volunteer Agreement
and I voluntarily agree to the above provisions.
Signature: ___________________________________________ Date: _________________________
Parent/Guardian’s Printed Name (if under the age of 18): _____________________________________
Parent/Guardian’s Signature: ___________________________________________________________
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Appendix B: Consent, Media Release and Liability Waiver
Please read each section carefully and provide your signature and date to complete the form.
Volunteers under 18 years of age must have parental or guardian consent prior to volunteering.
CONSENT
I have read, understand, and agree to the terms outlined in the Volunteer Handbook. By my signature, I
declare my understanding and intent to fulfill all parts of this contract and the regulations laid out in the
volunteer agreement. I agree to represent Millcreek as a volunteer with appropriate accordance to
professional conduct, always acting with respect and decency to all citizens.
MEDIA RELEASE
All volunteers consent to use of their image in film and/or photos that may be used by Millcreek for
marketing and promotional purposes.
LIABILITY
While performing volunteer work assignments and duties, I understand that I shall be deemed an
employee of Millcreek only for the purpose of the following liabilities and insurance coverage:
a) Medical benefits under Worker’s Compensation for any injury sustained while engaged in
performance of any service;
b) Properly licensed operation of Millcreek vehicles or equipment, if authorized;
c) Liability protection normally afforded salaried employees.
I hereby release Millcreek, its agents, and its employees from any liability or obligation arising from, or in
connection with, my volunteer services.

Date: ______________________________________________________________________________
Printed Name: _______________________________Signature: _______________________________
Parent/Guardian’s Printed Name (if under the age of 18): _____________________________________
Parent/Guardian’s Signature: ___________________________________________________________

MILLCREEK USE ONLY

Criminal Records Check required?

□ Yes □ No | □ Approved □ Denied

Volunteer Committee: _________________________________________________________________________
Volunteer Position: __________________________Volunteer Supervisor:________________________________
(please print)

Supervisor Signature: _________________________________________ Date:___________________________

Parent/Guardian’s Name (if under the age of 18): ______________________________________
MILLCREEK: CONNECTED BY NATURE
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Appendix C: Disclosure of Private Business Interests
Under the provisions of the Municipal Officers’ and Employees’ Ethics Act (Utah Code 10-3-1301 et
seq.), the undersigned, under penalties of perjury, make the following statement regarding his/her private
business interests.
This statement must be filed by all volunteer members of special, regular, or full-time committees,
agencies, or boards of the City who are officers, directors, agents, or employees or the owner of a
substantial interest in any business entity which is subject to regulation of the City.
After you file this disclosure, if your position in a business entity changes, or the value of your
interest in a business entity changes significantly, you must file a new disclosure statement. For
purposes of this disclosure, “substantial interest” means the ownership, either legally or equitably, by an
individual, the individual’s spouse, or the individual’s minor children, of at least 10% of the outstanding
shares of a corporation or 10% interest in any other business entity. Note disclosure does not prohibit
your involvement as a volunteer.
The undersigned certifies that the following information is true and correct to the best of my knowledge:
1) Do you, your spouse, or your minor children, in combination, have a ten percent (10%) or greater
ownership interest in any limited partnership or other business entity that is regulated by the City?
 Yes  No
2) Do you, your spouse, or your minor children, in combination, have a ten percent (10%) or greater
ownership interest in any limited partnership or other business entity that has a matter before the
City Council, Planning Commission, or other city board, commission, or committee?
 Yes  No
3) If you answered “Yes” to any of the above questions, please provide the following information for
each business interest on the back of this form (attach additional sheets if necessary).
a)
b)
c)
d)
e)

The name of the business entity.
The address of the business entity.
The principal activity engaged in by the business activity.
That nature of your position or the interest held in the business entity.
Brief description of the transaction as to which service is rendered or is to be rendered
and of the nature of the service performed or to be performed.

I swear and attest under penalty of perjury that the information provided by me in this disclosure
statement is true and correct, and that all of my outside employment and outside business interests have
been disclosed in writing on this statement.
Dated this ____day of ___________, 20____. Signature: ____________________________________
Print Name: ___________________________________

*Notary Public
required ONLY if
you answered
“Yes” to any of
the above
questions.

Subscribed and sworn before me this _________day
of ________________________, 20________.

________________________________________
Notary Public
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This is a financial disclosure statement only. Additional disclosures or restrictions may apply if your
financial, business or professional activities conflict with your City responsibilities.
Name of the business entity:
Address of the business entity:
Principal activity engaged in by the
business activity:
Nature of your position or the interest held
in the business entity:
Brief description of the transaction as to
which service is rendered or is to be
rendered and of the nature of the service
performed or to be performed:

Name of the business entity:
Address of the business entity:
Principal activity engaged in by the
business activity:
Nature of your position or the interest held
in the business entity:
Brief description of the transaction as to
which service is rendered or is to be
rendered and of the nature of the service
performed or to be performed:

Name of the business entity:
Address of the business entity:
Principal activity engaged in by the
business activity:
Nature of your position or the interest held
in the business entity:
Brief description of the transaction as to
which service is rendered or is to be
rendered and of the nature of the service
performed or to be performed:
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4-01 CODE OF CONDUCT
1. Professionalism – The City is a public entity whose purpose, among others, is to provide
professional services to its citizens. City employees must adhere to high standards of public
service that emphasize professionalism and courtesy. City employees shall conduct
themselves in a way that will bring trust and respect to themselves and the City. All employees
are expected to respect their fellow employees, co-workers, colleagues.
2. Conflict of Interest •

To avoid potential conflicts of interest prohibited by state law and City Code, all new
employees will file an “Employee Disclosure Statement” (see appendix, pp. 65) with the
City Recorder.

•

If the value of an employee’s interest in an entity that does business with the City is
significantly increased, the employee is required to file an updated “Officer and
Employee Disclosure Form.”

•

Additionally, each Elected Official, Appointed Official, or employee designated by the
City Manager, is required to submit an “Officer and Employee Disclosure Form”
annually.

•

All employees will comply with all conflict-of-interest requirements of the City Code.

3. a) Honesty – Employees shall be honest in word and conduct and never use their position to
benefit themselves or another party through the disclosure of or by acting on confidential
information, award of work, procurement of supplies, or use of City facilities, equipment, or
resources.
b) Reporting Fraud, Waste, and Abuse - The City recognizes the need to establish the
reporting and investigation process for suspected fraud, waste or abuse by City employees,
vendors, or the public.
•

Reporting Procedure – Employees are responsible to report fraud, waste, abuse, and
other irregularities.

•

Suspected fraud, waste or abuse should be reported immediately, providing as much
information as possible to aid in the investigation including names of individuals
involved, details about the issue and the date, time and place of the occurrence.

•

Employees who report suspected fraud are protected by the Utah Protection of Public
Employees Act. (Utah Code Ann.§67-21-1 et seq.)

Types of Behavior That Should Be Reported
•
•
•
•

Gross mismanagement
Abuse of authority
Unethical conduct
Undisclosed conflicts of interest
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•
•
•
•
•
•
•

Physical or emotional abuse
Using City assets for personal benefit
Time sheet violations
Wasteful or fraudulent purchases
Theft
Forgery
Other irregularities

Employees may file a report directly through one of the following means:
•
•
•
•
•

Immediate Supervisor
Department Head
Human Resources
City Manager
State Auditor’s Fraud Hotline at 1-800-622-1243

•

Employees shall not file a false, frivolous, or malicious report.

•

Employees shall not alert suspected individuals that they are the subject of or part of a
fraud, waste, or abuse report. If a supervisor is suspected of being involved in the
activity being reported, the employee should choose a reporting avenue that does not
involve that supervisor.

•

Employees shall not attempt to personally conduct investigations or
interviews/interrogations related to any suspected inappropriate activity. The employee
making the report should not contact the suspected individual to determine facts or
demand restitution.

•

Investigation Procedure - Reported fraud, waste or abuse will be investigated
thoroughly by the proper level of management or by an independent third party.

•

Disciplinary Action - Fraudulent, wasteful, or abusive behavior may result in disciplinary
action up to and including termination of employment.

4. Confidentiality – Employees shall not disclose, or willfully allow to be disclosed, any
information gained by reason of their position, for any reason other than its official or authorized
purpose. Employees will comply with the confidentiality requirements of state law and the City
Code, including restrictions against disclosing or using private, protected, or controlled
information a acquired by reason of a member’s official position for the employee’s or another’s
private gain or benefit.
5. Gifts & Gratuities – City employees are prohibited from knowingly receiving, accepting, taking,
seeking, or soliciting, directly or indirectly any gift of substantial value or a substantial economic
benefit which would tend to improperly influence a reasonable person in the person’s position
to depart from the faithful and impartial discharge of the person’s public duties. This section
does not apply to the following:
Original policy extracted from Millcreek Employee Handbook – 4-01 Code of Conduct, pp. 28 - 34.
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•

an occasional non-pecuniary (not cash) gift having a value of less than $50;

•

an award publicly presented;

•

any bona fide loan made in the ordinary course of business; or

•

political campaign contributions if the contribution is used in a political campaign.

6. Attendance – All employees shall meet attendance and punctuality requirements in
accordance with department and supervisory guidelines.
7. Appearance – In order to maintain a professional atmosphere and appearance, all employees
shall maintain the following minimum standards:
•

Employees must maintain a high standard of personal hygiene. Employees must
appear neat and clean and have no offensive odors. An employee's hair must be
clean and groomed.

•

Employees’ dress and appearance must be appropriate to their employment.
Appropriateness may vary, depending upon the nature of work performed, safety
concerns, and the degree of public contact.

•

Employees must wear clothing that is clean and neat, and 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.

8. Tattoos/Branding –
•

Employees are not permitted to have tattoos or branding on their face or head,
except for permanent makeup, such as eyeliner, eyebrows, or lipstick, in natural skin
or hair colors. The neck is not considered part of the face or head.

•

Tattoos or branding that violate the City’s harassment policy or include content
offensive to modesty, decency, propriety, or professionalism must be covered while
at work.

This dress code policy will not be enforced in a manner that discriminates against anyone
based on a protected class, such as race, sex, gender identity or gender expression, religion,
national origin, or any other class protected by federal, state, or local law.
9. Personal Use of City Property –
•

The City recognizes the benefits to the community when employees can use City
owned property for incidental personal use in addition to the primary use of fulfilling
the employee’s duties. To enable employees to use City owned property that has
been issued to them in a manner that best serves the public, employees are
authorized to use or possess any City owned property issued to them for any
incidental personal use, so long as the property is used in a lawful manner. This
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policy deems that any public property issued to an employee is property in that
employee’s possession and that the employee’s use or possession of said property
is to fulfill their duties as a public servant. This policy concludes that incidental or
personal use or possession of public property by the employee is authorized by this
policy. Employees are authorized to possess City owned property provided it is not
for the purpose to deprive as defined in Utah Code Ann. § 76-6-404.
•

Employees are authorized to use City owned property for incidental personal use.
Incidental personal use of City owned property includes, but is not limited to, use
that does not interfere with the employee’s job performance, the use odes not
substantially diminish the value of the City owned property, the use is for training or
skill development, the use does not incur substantial cost to the City, or the use is
implicitly authorized by an adopted budget so long as the property is used in a lawful
manner. By way of illustration and no limitation incidental personal use means use
or consumption of office supplies, use or consumption of first aid supplies, use or
consumption of lunch room supplies, use of a take home vehicle and stopping at the
grocery store, dry cleaners or other personal errands on the way to work or on the
way home, use of City electronic communication to check on the status of a family
member, make or confirm appointments, check on the status of a delivery, reading
news articles, accessing bank accounts, checking/responding to personal e-mails or
checking/viewing social media. This policy is enacted to satisfy the requirements of
a written policy to eliminate criminal exposure for an employee’s use of City owned
property under Utah Code Ann. § 76-8-402

10. Electronic Communication Devices Personal Electronic Communication Devices
•

The use of personal electronic communication devices, including but not limited to
radios, satellite phones, cellular phones, computers, and tablets, shall not
unreasonably interfere with the performance of the employee’s duties or interfere
with City business operations. The City Manager may restrict or prohibit the use
and/or possession of personal electronic communication devices for safety or other
operational reasons.

City Electronic Communication Devices
•

City electronic communication devices and all content are the property of the City,
and there is no expectation of privacy for any employee. These devices are primarily
provided to facilitate the effective and efficient completion of job duties.

•

Use is only permitted by the employee and other authorized employees.

•

Employees shall not use City electronic communication devices to violate the City’s
harassment, discrimination, or other policies.

•

Employees shall not use City electronic communication devices to download, view,
print, share, or store any sexually explicit content (including but not limited to photos,
emails, or texts) except as necessarily required by the employee’s official job duties.
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Inadvertent exposure shall be immediately reported to the employee’s supervisor.
•

Employees shall not use City electronic communication devices for on-line gaming,
gambling, or criminal activity.

•

Employees shall not download or store any unlicensed media or software on City
electronic communication devices.

•

Employees shall not install non-City licensed software on networked City electronic
communication devices without approval of the City Manager or his/her designee.
Accounts for non-network applications are required to be in the name of the
employee or an approved City account authorized by the City Manager.

•

Employees shall not store, copy, or transfer unauthorized City records, electronic
content, software, or computer code.

•

The City retains the right to monitor, deny access to, or copy both City and non- City
content at any time, including communications made on a third-party server,
regardless of the use authorized.

11. Personal Social Media Participation —
•

Social media has changed the way people communicate. It is public perception that
employees who participate in social network represent themselves and the City. It is
not the City’s intention to restrict an employee’s ability to engage in social
networking on his own time. Unless specifically authorized, employees are not
authorized to speak on behalf of the City. If employees post content concerning the
City to their own personal network site and the content is job related or about the
City, the employees should make it clear that they are not representing the City and
that the contents being posted do not represent the views of the City. Employees
are responsible for the content they post. Employees may not post confidential,
protected, or private information. The City may use social media (such as reviewing
an applicant’s or employee’s post) to evaluate applicants for jobs, promotions, etc.
Posting distasteful, immature, or offensive conduct may have an effect on job
evaluation and applicants. Social media sites are not the form for venting
grievances, discipline matters, or personal complaints about supervisors, coworkers,
or the City. Only employees who have received training approved by the City
Attorney may monitor City social media sites and remove content.

12. Reporting of Child Pornography •

All City computer technicians will comply with the mandatory reporting requirements
of Utah Code Ann. § 76-10-1204.5.

•

If a computer technician, during the course of City employment, views an image on
an electronic device that appears to be child pornography, the employee shall
immediately notify the finding of the image to the City Manager.
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The City Manager shall immediately report the finding to a state or local law
enforcement agency, or the Cyber Tip Line at the National Center for Missing and
Exploited Children; and document the same.

•

13. Outside Activities – City employees shall not use City-owned property or work time in support
of outside interests and activities, except as authorized by a City Manager or his/her designee.
14. Political Activity – City employees shall not use City-owned property, work time, or influence
of position over other employees while engaging in any political activity.
15. Secondary Employment •

•

Employment with the City as a full-time employee shall be an employee’s primary
employment. City employees are permitted to engage in secondary employment
upon written approval from the City Manager or his/her designee. Secondary
employment includes any sole proprietorship, partnership, or other self-employment.
Consistent with other sections of the Employee Handbook and applicable law, the
City may restrict or limit secondary employment during administrative leave, sick
leave, worker’s compensation, transitional duty, FMLA leave, leave without pay, or as
a disciplinary action.

16. Prohibition on Recording Other Employees •

No employee may record, by any means, a conversation with another employee unless
the following requirements are met:
•
•
•

•

there is a legitimate reason for the recording;
the recording device is in plain view;
the employee being recorded is notified of the recording; and the recording has
been authorized, in writing, by the employee’s supervisor.

Exceptions – the operation of authorized general recording practices of the City such as
law enforcement investigations and oversight, the recording of meetings, and the
conduct of authorized City investigations.
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4-02 HARASSMENT, DISCRIMINATION, & RETALIATION
1. General Policy – The City is committed to providing a work environment that is free of
harassment or any other type of discrimination with regard, to race; color; religion; sex;
pregnancy, childbirth, or pregnancy-related conditions; age; national origin; disability; sexual
orientation; gender identity, or any harassment or discrimination by or to any employee or
retaliation against any employee protected under this policy.
Misconduct identified in this policy is unacceptable behavior and is prohibited. The City will
make reasonable efforts to prevent the conduct identified in this policy and will promptly
investigate all complaints of violation of this policy. An employee’s violation of this policy,
whether legally constituting sexual harassment, discrimination, or retaliation, will result in
disciplinary action up to and including termination.
2. Prohibited Conduct – The City prohibits conduct that includes, but is not limited to:
•

•

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature when:
•

Submission to such conduct is made either explicitly or implicitly a term of the
condition of an individual’s employment;

•

Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting that individual; or

•

Such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive
working environment.

Other inappropriate conduct, such as:
•

Derogatory comments, insults, suggestive remarks, or jokes involving sexual
activity, or a person’s race, color, religion, sex, pregnancy, childbirth, pregnancyrelated;

•

Conditions, age, national origin, disability, sexual orientation, gender identity, or any
other legally protected status;

•

Display of photographs, drawings, cartoons, written material, objects, or use of
electronic communication devices that would offend a reasonable person;

•

Inappropriate physical contact, such as patting or pinching;

•

Intentionally brushing against another person’s body;

•

Stating, implying, or joking that an individual’s job performance is attributable to that
person’s race, color, religion, sex, pregnancy, childbirth, or pregnancy- related
condition, age, national origin, disability, sexual orientation, gender identity, or any
other legally protected status;

•

Giving of unsolicited or inappropriate gifts of a personal and private nature;
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•

Sexual assault of any kind;

•

Pervasive, unwelcome, demeaning, ridiculing, derisive, or coercive conduct towards
another person based on race, color, religion, sex, pregnancy, childbirth, or
pregnancy-related condition, age, national origin, disability, sexual orientation,
gender identity, or any other legally protected status that:

•

•

creates an intimidating, hostile, or offensive work environment;

•

unreasonably interferes with a person’s work performance; or

•

otherwise adversely and unreasonably affects an employee’s employment.

Retaliation against any employee for reporting, filing a complaint, or assisting the
City in its investigation of a complaint under this policy, even if such underlying
complaint is determined to be unfounded. Retaliation may be deemed a separate
violation of this policy and may subject the perpetrator to disciplinary action.
Examples of retaliation include:
•

taking disciplinary action in bad faith;

•

unwarrantedly changing the terms of an employee’s employment;

•

spreading rumors about the employee;

•

encouraging hostility toward that employee from a co-worker; or escalating
the harassment;

•

disclosing confidential information with regards to an investigation being
conducted under this policy, including disclosing that there is an investigation
and/or any details of an investigation with any City employee except those
conducting the investigation.

3. Personal Employee Relationships •

Each City employee in a non-spousal romantic, dating, and/or sexual relationship with
another City employee must promptly notify the City Manager upon beginning or ending
such relationship or if the relationship results in marriage.

•

Supervisors are prohibited from having a romantic, dating, and/or sexual relationship
with a subordinate employee who they supervise in the chain-of-command.

4. Employee Obligations •

Employees are obligated to comply with this policy and avoid any prohibited conduct.

•

Employees are obligated to report violations of this policy.
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•

Employees are obligated to fully cooperate in any investigation of an alleged violation of
this policy, including the obligation to provide truthful and complete evidence and
testimony in any investigation or proceeding.

•

Employees are obligated to refrain from making any bad faith or known false complaints
of violation of this policy.

•

Employees are obligated to avoid retaliation against any person who files a complaint,
or who participates or provides evidence or testimony in any investigation or proceeding
under this policy.

5. Reporting Violations of this Policy—All employees are required to report all incidents that
they reasonably believe to be violations of the City’s Harassment, Discrimination, & Retaliation
Policy. These reports shall be made when the employee first believes they or someone else
has been harassed, subjected to inappropriate conduct, discriminated against, or retaliated
against. Employees must make such report with one of the following: a supervisor, City
Manager, Mayor or member of the Council, or the City Attorney.
•

Any supervisor or manager who reasonably becomes aware of potential discrimination,
harassment, or retaliation shall immediately advise the City Manager and/or the City
Attorney. Any supervisor who knew or should have known of a potential offense and did
not report the matter shall be subject to disciplinary action.

6. Investigation - The City shall investigate all complaints, regardless of whether they are written
or verbal, as expeditiously and professionally as possible. Confidentiality of the complaint will
be maintained to the extent it is practical but cannot be guaranteed.
•

The City Manager and the City Attorney will coordinate the investigation.

•

The assigned investigator(s) will ensure that the allegations and findings are
documented.

•

The assigned investigator(s) are responsible for moving the investigation forward,
ensuring adequate documentation, and making recommendations.

•

Disciplinary action placed in any personnel file will not include the name of any victim.

•

Records of an investigation determined to be unfounded will not be placed in any
individual’s personnel file but will be retained as an investigative file. Access will be
limited to the City Manager and the City Attorney.

•

Appeals about the conclusions of the investigation will be handled as follows:

•

Disciplinary actions arising from the investigation will be handled consistent with the
Employee Discipline section in this chapter and may be appealed in accordance with
that section.

•

An employee may appeal the conclusion of an investigation. However, the basis of an
appeal is limited to the employee’s concerns with the adequacy of the investigation,
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such as the investigators’ failure to interview a key witness or consider a crucial piece of
evidence. An employee cannot appeal based solely on his/her disagreement with the
outcome of the investigation.
•

An appeal will begin directly at Step Three of the Employee Grievance Procedure
(Appeal to City Manager).

Maintaining Complaint Files:
•

Information related to any sexual harassment complaint, proceeding, or resolution shall
be maintained in a separate and confidential sexual harassment complaint file. This
information shall not be placed or maintained in an employee’s personnel file.

•

Information contained in the sexual harassment complaint files shall be released only to
other agencies or individuals who have a legal and legitimate reason to the files
pursuant to a court order, GRAMA, or upon the advice of the City Attorney and upon
written notice to the victim.

•

Participants in any sexual/gender harassment proceeding/investigation shall treat all
information related to that proceeding/investigation as confidential.
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4-03 ALCOHOL/DRUG-FREE WORKPLACE
1. Federal Drug-Free Workplace Requirement – The City complies with the Federal Drug Free
Workplace Act of 1988.
2. Drug-Free Awareness Program – During new-hire orientation, all new employees will receive
a copy of this policy and a brochure about the City’s Employee Assistance Program (EAP).
3. Employee Responsibilities •

No employee shall unlawfully manufacture, possess, use, or distribute any controlled
substance or alcohol in a City workplace.

•

Any employee convicted under any criminal drug statute shall notify his/her supervisor
within five days after the conviction.

•

No employee shall consume alcoholic beverages during work hours, during breaks or
meal periods, or for at least eight (8) hours before coming to work.

•

No employee shall be impaired by alcohol, medication, or illegal drugs, or have any
detectable trace of illegal drugs or a blood-alcohol level of .02 or higher in their system
during work hours, or while representing the City in an official capacity.

4. Additional Responsibilities of “Safety Sensitive” Employees For purposes of this policy, the City designates jobs requiring CDL holders as safetysensitive positions:
•

All employees in safety-sensitive positions will timely report the use of any medication
that could reasonably be expected to impair their ability to perform their duties prior to
or upon reporting for duty on a “City Disclosure of Prescription Drugs” form (see
appendix, pp. 67) completed by their health care provider. The forms will be submitted
annually to City Manager or his/her designee, who will advise the employee’s
supervisor of any relevant medical information.

•

The employee must timely submit an updated form if there is a change in medication, a
significant change in dosage, or the medication is discontinued.

•

The City Manager or his/her designee will verify the status of all active forms annually.

•

Any employee in a safety-sensitive position who is cited, arrested, or charged with any
criminal drug or alcohol related offense shall notify his/her supervisor within 24 hours.

5. Drug/Alcohol Testing Policy - All employees and prospective employees are required to
participate in drug testing as provided herein as a condition of hire or continued employment.
Failing or refusing to comply with this policy shall be deemed a violation of this policy. The
types of drugs or metabolites and cut-off levels shall be determined by the City, except as
mandated or limited by federal regulations.
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6. Pre-Employment Testing •

All prospective employees and shall be tested for drug usage .

•

All job applicants shall be informed of the policy during conditional job offers. A copy of
this policy shall be available for their review.

•

The City will exclude from employment any job applicant who refuses to abide by this
policy.

•

An employment application from an applicant with a confirmed positive drug test will not
be processed by the City for one (1) year from the date of such result.

7. Reasonable Suspicion (For Cause) Testing •

An employee may be required to submit to a drug and/or alcohol test when reasonable
suspicion arises, and the employee’s supervisor and a City designee concur that
reasonable suspicion exists. Suspicion must be based upon specific, contemporaneous,
articulable observations concerning appearance, behavior, speech or body odors of the
employee. Reasonable suspicion testing may include re-tests or follow-up tests as may
be necessary to protect the integrity of the testing protocols, such as newly discovered
evidence that the employee tampered with a previous drug test.

•

All employees who hold a CDL license as a job requirement shall fall under the Federal
Motor Carrier Safety Administration’s reasonable suspicion guidelines Part 382.

•

The City designee to identify reasonable suspicion must be approved by the City
Manager and identified on a list maintained on the City’s M: Drive.

•

A written record shall be made of observations leading to an alcohol or controlled
substances reasonable suspicion test and signed by the City’s designee who made the
observations, within 24 hours of the observed behavior or before the results of the
alcohol or controlled substance tests are released, whichever is earlier.

•

The written record must be retained.

•

Once the authorized supervisors have determined that reasonable suspicion exists,
testing shall be done as soon as practical.

•

If an employee is sent to an outside clinic for a reasonable suspicion test, the employee
shall be driven to the facility by the supervisor or his/her designee.

•

The employee shall then be put on paid administrative leave until the results of the test
are available.

•

The supervisor shall make arrangements, or help the employee make arrangements, to
get home without driving him or herself.
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8. Rehabilitation Testing - If the City returns an employee to work after he or she has enrolled in
a rehabilitation program for drug or alcohol abuse and has successfully completed the
rehabilitation program, such employee may be entered into a program of unannounced drug
and alcohol testing for a predetermined period of time at the sole discretion of the City.
9. Post-Incident Testing Post-incident testing will be conducted on employees involved in the following incidents:
•
•
•

Treatment for a worker’s compensation injury at a medical facility (either out- patient or
in-patient);
A traffic accident involving bodily injury to any party, a collision with any pedestrian or
person on a non-motorized device;
Any event or incident that involves property damage or loss;

Such testing will occur as soon as practical after the accident. The employee may be
returned to work after completion of the testing unless the testing is based on reasonable
suspicion. The employee’s immediate supervisor shall be immediately notified of all such
incidents.
10. Random Testing - For purposes of maintaining safety and as a deterrent to drug and alcohol
abuse, safety sensitive employees are subject to random drug and alcohol testing. The
frequency of random testing will be determined by the City Manager, except as otherwise
required by federal law for CDL drivers.
11. Testing Protocols
•

All drug testing will be carried out in compliance with Utah Code Ann. § 34- 41-1. Any
drug or alcohol testing shall occur just before, during, or immediately after the regular
work period of current employees and shall be deemed time worked for purposes of
compensation and benefits for current employees.

•

The City shall pay all costs of testing and transportation associated with a test required
by the City.

•

For both non-Department of Transportation (“DOT”) and DOT tests, if the Medical
Review Officer (“MRO”) informs the City that a negative test was diluted, the result will
be accepted as a negative if the creatinine concentration is 5 mg/dL or greater.

•

For a DOT test, if the MRO directs that a re-collection must take place under direct
observation (i.e. because the creatinine concentration was equal or greater than
2mg/dL, but less than or equal to 5 mg/dL) the City will contact the donor immediately.
Failure of the donor to submit for this re-collection will be classified as a refusal to test.

•

For a non-DOT test, if the MRO directs that a re-collection must take place (i.e. because
the creatinine concentration was equal or greater than 2mg/dL, but less than or equal to
5 mg/dL) the City will contact the donor immediately. Failure of the donor to submit for
this re-collection will be classified as a refusal to test.
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12. Drug Testing Information
•

The information received from drug testing shall be the property of the City.

•

Upon City receipt of the test results, the City Manager or his/her designee shall timely notify
the person tested, by telephone or e-mail, of negative results. Positive test results shall be
made by personal notification.

•

If the test results are positive, the person tested will be advised of the option to have the
split sample tested, the expense to be equally divided between the donor and the City. The
option must be exercised within 72 hours of the notification to the employee.

13. Employees Required to Hold a Commercial Driver’s License (CDL)
•

Those employees required by their employment at the City to hold a CDL shall be tested as
required by Federal and/or State law.

•

Prior to requiring any drug or alcohol testing of an employee who holds a CDL, the
supervisor will determine whether the testing is authorized under this policy or under the
City’s Drug/Alcohol Policy. CDL testing involves a different panel of drug and alcohol tests
and requirements.

•

All testing under CDL requirements will be preceded by specific notification by the
supervisor to the employee that the test is being ordered as a CDL requirement.

•

CDL post-accident testing is only conducted if the employee, during the drug testing
window, is cited for a contributory moving violation or if another person is a fatality. All other
post-accident testing will be done under the City’s drug/alcohol testing policy.

•

Any reasonable suspicion testing decision must be made by an officially trained supervisor.
A City designee must concur.

•

Random drug testing is conducted just before, during, or just after performance of CDL
duties.

•

If the employee being tested for reasonable suspicion is a CDL holder, the alcohol/and or
drug test must be administered within two hours and if it is not, the Reasonable Suspicion
Designee must prepare and provide to City Manager or his/her designee a record stating
the reason the test was not promptly administered.

•

Rehabilitation testing, if offered by the City, shall meet CDL requirements.

14. Disciplinary Action – Because of the serious nature of illegal use or abuse of alcohol, illegal
drugs, or medication, appropriate employee disciplinary action will be taken, which may include
termination. The City, at its discretion in a disciplinary action, may require an employee to
participate in an employer mandated EAP at the City’s expense and/or a rehabilitation program
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and mandatory drug and/or alcohol testing at the employee’s expense as a condition of
continuing employment.
15. Voluntary Substance Abuse Counseling & Rehabilitation •
•

The City encourages employees who have a determined need to enroll in a counseling
or rehabilitation program.
The employee shall immediately contact his supervisor and the City Manager to
coordinate leave status and benefits.

16. Employee Questions About This Policy - Questions about this policy may be directed to the
City Manager.
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4-04 TOBACCO-FREE WORKPLACE
1. General Policy – The City is subject to and enforces the Utah Indoor Clean Air Act and is
committed to providing a safe and healthy work environment.
2. Employee Responsibility – All employees are prohibited from use of tobacco products
(including chewing tobacco and e-cigarettes) throughout the workplace, including all City
buildings, vehicles, and equipment. Use of tobacco products (including chewing tobacco and ecigarettes) is also prohibited within 25 feet of any entranceway, exit, open window, or air intake
of City buildings.
4-05 VIOLENCE-FREE WORKPLACE
1. General Policy – The City is committed to maintaining a safe and efficient working
environment where employees and the public are free from the threat of workplace violence.
2. Employee Obligations –
•

Employees are obligated not to engage in violence or behavior that carries the potential
for violence including, but not limited to, assault, fighting, or foul, abusive, or threatening
language or gestures.

•

Any possession of firearms or other weapons on City property, including City vehicles,
or while conducting City business shall be in compliance with federal and state laws and
City Code.

•

Employees must immediately report all incidents of violation of this policy to their
supervisor.
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City Volunteer
Policy & Procedures
JANUARY 2022

Introduction
The Volunteer Committee has drafted a volunteer policy for adoption that includes a list of uniform
procedures for departments to utilize when recruiting and managing volunteers for various events and
committee meetings.
Goals:
• Streamline process for both city employees and volunteers;
• Provide guidance and direction to city employees and volunteers;
• Implement consistent policy for all city departments;
• Increase safety for public and vulnerable populations;
• Improve data and recordkeeping for future grant opportunities, quarterly/annual reporting
purposes, and city accomplishment highlights.

Streamlined Process – City Employees
• Volunteer coordinators (designated city employees) will follow the same policy and procedures to
recruit, onboard, and manage their volunteers.
• Revitalized email account (volunteer@millcreek.us) will be managed by volunteer coordinators to collect
paperwork, communicate with volunteers, and keep volunteers sorted by event/program/department.
• Volunteer coordinators, Human Resources, and the Assistant City Manager will utilize a central file
location with restricted access located on the M Drive to protect volunteer personal information.
• Volunteer coordinators will determine which prospective volunteers must undergo a criminal
records check before performing any volunteer duties, depending on the nature of assigned
positions.

Streamlined Process - Volunteers
Required documents from volunteers prior to performing service:

Volunteer Handbook

The new handbook will replace all processes, procedures, and forms currently being utilized by
the city to obtain volunteers.

• Handbook Contents
Program overview, volunteer rights and responsibilities, volunteer management
practices, and volunteer resources (pp. 1-6)
Required documents of volunteers (pp. 7-10)
1. Appendix A - Volunteer Agreement
2. Appendix B - Consent, Media Release, and Liability Waiver
3. Appendix C - Disclosure of Private Business Interests

• Handbook is Available to Volunteers Via:
Millcreek Website
Information Center
City Hall Foyer
Individual Department Events

Section 1: The Volunteer Program
•

Overall Policy on Utilization of Volunteers

•

Purpose of Volunteer Policies

•

Scope of Volunteer Policies

•

Role of Volunteer Management

•

Definition of Volunteer

•

Employees as Volunteers

•

Service at the Discretion of the City

•

Volunteer Rights and Responsibilities

•

Scope of Volunteer Involvement

Section 1: Highlights
• Overall Policy on Utilization of Volunteers
Establish a volunteer program that encourages the involvement of volunteers for all appropriate events
and meetings.
• Purpose of Volunteer Policies
To provide overall guidance and direction to city employees and volunteers engaged in
volunteer activities.
• Role of Volunteer Management
The departments utilizing volunteers shall bear primary responsibility for planning for effective
volunteer utilization, for assisting city employees in identifying productive and creative volunteer
opportunities, for recruiting suitable volunteers, and for tracking and evaluating the contribution of
volunteers to the city.

• Definition of Volunteer
Anyone who without compensation or expectation of compensation beyond reimbursement of
expenses performs a task at the direction of and on behalf of the city. A ‘volunteer’ must be
identified and listed on the volunteer list maintained by the city prior to performance of any task.
Volunteers are subject to the same rules and regulations as salaried employees.
• Volunteer Rights and Responsibilities
1. Medical reimbursement under workers' compensation for any injuries sustained by the
volunteer while engaged in the performance of any authorized volunteer service for
the city;
2. Liability protection normally afforded city employees, as provided in the Governmental
Immunity Act of Utah, as amended from time to time;
3. Such other benefits as may be authorized by law, the council or policy and procedure.

Section 2: Volunteer Management Procedures
•

Maintenance of Records

•

Conflict of Interest

•

Representation of the City

•

Confidentiality

•

Minors

•

City’s Drug / Alcohol Policy

•

Code of Conduct

•

Criminal Records Check

Section 2: Highlights
• Conflict of Interest
All volunteers are required to comply with the Municipal Officers’ and Employees’ Ethic Act, which
includes a written disclosure statement (Volunteer Handbook, Appendix C) before service begins.
• Representation of the City
Volunteers do not…
…have authority to expend or commit to the expenditure of public funds without the City
Manager or his/her designee’s approval.
…have authority to make public statements to the press, coalition or lobbying efforts, or
statement on social media regarding official statements or positions of the city.

• Minors
Volunteers under the age of 18 must have the written consent of a parent, guardian, or responsible person
prior to volunteering.

• City Policies
Volunteers are expected to comply with the following policies as outlined in the employee handbook.
Complete copies will be posted on the city website for volunteers to access.
Code of Conduct – Employee Handbook, pp. 28 – 34
Harassment, Discrimination, and Retaliation – Employee Handbook, pp. 34 - 37
Drug & Alcohol Policy – Employee Handbook, p. 38 - 42
Tobacco-Free Workplace – Employee Handbook, p. 42
Violence-Free Workplace – Employee Handbook, p. 43

• Criminal Records Checks
Volunteers working with at-risk, vulnerable individuals may be asked to submit to a criminal
background check.
Refusal to submit a criminal background check may disqualify volunteers from certain assignments
and/or positions.
Volunteers will be reimbursed by the city for the cost ($15.00) of the criminal background check.
Definitions:
• At-Risk Vulnerable Individuals: A child/minor or adult who has a mental or physical impairment
which substantially affects that individual's ability to provide personal protection, provide
necessities such as food, shelter, clothing, or medical or other health care, obtain services
necessary for health, safety, or welfare, carry out the activities of daily living, or manage the
adult's own resources.
•

Disqualifying Status: A criminal conviction of a felony or a Class A drug offense within the last
ten years.

Section 3: Volunteer Supervision & Evaluation
• Requirement of a Supervisor
Each volunteer must have a clearly identified supervisor who is responsible for direct management of
that volunteer. This supervisor shall be responsible for day-to-day management and guidance of the
work of the volunteer and shall be available to the volunteer for consultation and assistance.
• Volunteers as Volunteer Supervisors
A volunteer may act as a supervisor of other volunteers, provided that the supervising volunteer is
under the direct supervision of a city employee.

Section 4: Volunteer Support and Recognition
• Reimbursement of Expenses
Volunteers may be eligible for reimbursement of reasonable expenses or milage reimbursement for use
of a private vehicle incurred while undertaking business for the city if the expenses are authorized in
advance by a City Department Head.

Section 5: Volunteer Resources
• How to Volunteer
The city accepts both individual and group volunteers. Interested individuals and groups must submit
the following documents prior to performing any duties of an assigned volunteer position.
Appendix A - Volunteer Agreement – Page 7
Appendix B - Consent, Media Release, and Liability Waiver – Page 8
Appendix C - Disclosure of Private Business Interests – Page 9
Methods of Document Collection:
Completed documents will be submitted by volunteers using one of the following methods:
• Via webform online at millcreek.us/volunteer (mobile and internet optimized);
• Returned by email to volunteer@millcreek.us;
• Dropped off to the Information Center located at City Hall;
• QR Codes provided at events (for last minute sign-ups).

• Americans with Disabilities Act
In accordance with the requirements of the Americans with Disabilities Act (ADA), the city will make
reasonable accommodations for volunteer participation. Individuals may request assistance by
contacting the ADA Coordinator at 801-214-2751 or khansen@millcreek.us.

• Potential Future Venture
Golden Volunteer Management Platform
Features:
City branded portal, events management, shift scheduler, volunteer profiles,
communication with volunteers, and track and report data.

City Webpage Refresh
• Remove and replace current city webpage(s) related to volunteering with one central webpage for
all committees
• Integrate list providing brief descriptions of examples of volunteer duties for specific committees
• Step-by-step instructions of volunteer participation submission process
• Updated webform and fillable PDF versions of required documents from handbook
• Link to Golden volunteer management platform
• Links to full employee handbook policies:
• Code of Conduct; Harassment, Discrimination, & Retaliation; Alcohol & Drug-Free,
Tobacco-Free, and Violence-Free Workplace.

Questions

