
 

CITY OF WILLARD 

BOARD OF ALDERS REGULAR MEETING 

June 22, 2026 at 6:00 PM 

Willard City Hall, 224 W. Jackson St., Willard, MO 

AGENDA 

Update Posted on June 18, 2026, at 4:00 p.m. 

The tentative agenda of this meeting includes: 
 

PLEDGE OF ALLEGIANCE  

CALL THE MEETING TO ORDER 

1. ROLL CALL 

2. AGENDA AMENDMENTS/APPROVAL OF AGENDA 

3. CONSENT AGENDA:  

“A Consent Agenda allows the Board of Aldermen to consider and approve routine items of 
business without discussion. Any member of the Board of Aldermen, the City Staff or the Public 
may request removal of any item from the Consent Agenda and request that it be considered 
under the Regular Agenda if discussion or debate of the item is desired. Items not removed from 
the Consent Agenda will stand approved upon motion by any Board member, second and 
unanimous vote to “approve the Consent Agenda as published or modified.” 

3A. BOARD OF ALDERS REGULAR MEETING MINUTES 06/08/2026 

3B. PREVIOUS AND CURRENT MONTHS FINANCIALS 

FINANCIAL SUMMARIES & STATEMENTS  

OUTSTANDING INVOICES, CHECKS AND DRAFT PAID INVOICES 

CHECK REGISTER 

UTILITIES ADJUSTMENT REPORT 

3C. DEPARTMENT HEAD REPORTS SECOND QUARTER 

COURT CLERK 

PUBLIC WORKS  

PARKS  

PLANNING & ZONING  

POLICE  

4. CITIZEN INPUT 

5. DISCUSSION  

5A. INDEPENDENT AUDITOR'S REPORT, CITY AUDIT (DECKER & PACE) 

5B. AN ORDINANCE OF THE CITY OF WILLARD, MISSOURI, ADOPTING THE CITY OF 
WILLARD EMPLOYEE HANDBOOK AND ESTABLISHING PERSONNEL POLICIES FOR 
CITY EMPLOYEES.  

6. PROJECT MANAGER REPORT 
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6A. SANITARY SEWER UPDATE (STEVE BODENHAMER) (7MIN) 

7. MEADOWS/VILLA SUBDIVISION UPDATE 

7A. PRELIMINARY FINDINGS MEADOWS/VILLA UPDATE (RAY LYNCH) 

8. RESOLUTIONS 

8A. A RESOLUTION OF THE BOARD OF ALDERMEN OF THE CITY OF WILLARD, MISSOURI, 
ESTABLISHING, AUTHORIZING, AND GOVERNING THE USE, INTERPRETATION, AND 
ADMINISTRATION OF JOB DESCRIPTIONS FOR MUNICIPAL POSITIONS. 

9. ORDINANCE  

9A. AN ORDINANCE ESTABLISHING A STANDBY, ON-CALL AND TAKE-HOME VEHICLE 
POLICY FOR STAFF OF THE CITY OF WILLARD EXCEPT POLICE PERSONNEL (FIRST 
AND SECOND READ) 

10. CITY ADMINISTRATOR REMARKS 

11. NEW BUSINESS 

12. UNFINISHED BUSINESS 

13. RECESS OPEN SESSION 

14. OPEN CLOSED SESSION PURSUANT TO RSMO SECTION 610.021 (1) LEGAL 

15. CALL THE MEETING TO ORDER 

16. ROLL CALL 

17. CLOSE THE CLOSED SESSION AND RECONVENE THE OPEN SESSION 

18. ADJOURN MEETING 

 

If you have special needs which require accommodation, please notify personnel at the City 
Hall.  Representatives of the news media may obtain copies of this notice by contacting the City Clerk 
at 417-742-5302. 
 
Courtney Myers, City Clerk 
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CITY OF WILLARD 

BOARD OF ALDERS REGULAR MEETING 

June 08, 2026 at 6:00 PM 

Willard City Hall, 224 W. Jackson St., Willard, MO 

MINUTES 

Staff Present: City Administrator Wesley Young, City Attorney Holly Dodge, City Clerk Courtney 
Myers, Planning and Zoning Director Mike Ruesch, CFO Genia Mount, Project Manager Steve 
Bodenhamer, Parks Director Edward Sands and Police Officer JD Landon.                                                                                                          
Citizens Present: Bill Cantrell, Blake Pace, Debbie Ihrig, Dwight Dodson, Ryan Nothum, Ann Eines, 
Lizzie Nothum, Sara Woodman, john Lieser, Sam Baird, Sandra Wallace, Angie Wilson, Larry 
Whitman, Pam Long, Marilyn Ulrey, Jasmine Barnes, Debi Blevins. 

PLEDGE OF ALLEGIANCE  

Mayor Smith led the Pledge of Allegiance. 

CALL THE MEETING TO ORDER 

Mayor Smith called the meeting to order at 6:00 pm and asked the City Clerk to conduct the Roll call. 

1. ROLL CALL 

City clerk Courtney Myers conducted the roll call. Present: Mayor Troy Smith, Casey Biellier, Jeremy 
Hill, David Keene, Joyce Lancaster, Rachel Mathison and Carol Wilson.                                                                    
Absent:                                                                                                                                 
Courtney Myers confirmed that a quorum was present.  

2. AGENDA AMENDMENTS/APPROVAL OF AGENDA 

Item 4A-4B (Public Hearing) and Ordinance Items 7A-7B were postponed due to notice requirements. 

Mayor Smith asked for a motion to approve the agenda, Motion was made by Alder Biellier and 
seconded by Alder Keene, Motion carried with a 6-0 vote. Voting Aye: Alders Biellier, Hill, Keene, 
Lancaster, Mathison, and Wilson. 

3. CONSENT AGENDA:  

“A Consent Agenda allows the Board of Aldermen to consider and approve routine items of 
business without discussion. Any member of the Board of Aldermen, the City Staff or the Public 
may request removal of any item from the Consent Agenda and request that it be considered 
under the Regular Agenda if discussion or debate of the item is desired. Items not removed from 
the Consent Agenda will stand approved upon motion by any Board member, second and 
unanimous vote to “approve the Consent Agenda as published or modified.” 

A. BOARD OF ALDERS REGULAR MEETING MINUTES 05/11/2026 

B. BOARD OF ALDERS ATTENDANCE REPORT 

C. PREVIOUS MONTH'S PLUS CURRENT MONTH'S OUTSTANDING INVOICES, CHECK 
AND DRAFT PAID INVOICES 

Mayor Smith asked for a motion to approve the consent agenda, Motion was made by Alder Hill and 
seconded by Alder Biellier, Motion carried with a 6-0 vote. Voting Aye: Alders Biellier, Hill, Keene, 
Lancaster, Mathison and Wilson. 

4. PUBLIC HEARING FOR  

A. REZONE OF PROPERTIES LOCATED AT 504 & 506 S HWY AB   
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B. REPLAT OF BRAYFIELD ESTATES 

4A-4B (Public Hearing) were postponed due to notice requirements. 

5. PROJECT MANAGER REPORT  

A. SANITARY SEWER UPDATE (STEVE BODENHAMER) (7MIN) 

Project Manager Steve Bodenhamer updated on the Meadows and 94-lift station progress.  

6. RESOLUTIONS  

A. A RESOLUTION OF THE BOARD OF ALDERMEN OF THE CITY OF WILLARD, MISSOURI, 
ACCEPTING A BID FROM GFL ENVIROMENTAL SERVICES USA, LLC (DBA WCA OF 
MISSOURI LLC) FOR RECYCLING COLLECTION SERVICES AND AUTHORIZING THE 
MAYOR TO EXECUTE RELATED AGREEMENTS  

Mayor Smith asked for a motion to approve the First Read of the resolution. Motion to approve a First 
Read was made by Alder Hill and seconded by Alder Biellier. Motion carried/resolution approved with a 
6-0 vote Voting Aye: Alders Biellier, Hill, Keene, Lancaster, Mathison and Wilson. 

B. A RESOLUTION OF THE BOARD OF ALDERMEN OF THE CITY OF WILLARD, MISSOURI, 
ACCEPTING A BID FROM TINY ROLL-OFF DUMPSTERS (DBA: B&H TRASH) FOR 
TRASH WASTE COLLECTION SERVICES AND AUTHORIZING THE MAYOR TO 
EXECUTE RELATED AGREEMENTS.  

Mayor Smith asked for a motion to approve the First Read of the resolution. Motion to approve a First 
Read was made by Alder Hill and seconded by Alder Biellier. Motion carried/resolution approved with a 
6-0 vote Voting Aye: Alders Biellier, Hill, Keene, Lancaster, Mathison and Wilson. 

7. ORDINANCES 

A. ORDINANCE OF THE CITY OF WILLARD, MISSOURI APPROVING PLAT AMENDMENT 
FOR BRAYFIELD ESTATES LOCATED AT 504 & 506 HWY AB IN WILLARD, MISSOURI. 
(FIRST AND SECOND READ) 

An Ordinance of the City of Willard, Missouri, approving the plat amendment for Brayfield Estates 
located at 504 and 506 Highway AB in Willard, Missouri, was postponed due to notice requirements. 

B. ORDINANCE OF THE CITY OF WILLARD, MISSOURI APPROVING THE ZONING 
CHANGE FROM R-3 TO MU FOR THE PROPERTY LOCATED AT 504 & 506 AB IN 
WILLARD, MISSOURI. (FIRST AND SECOND READ) 

An Ordinance of the City of Willard, Missouri approving the Zoning change from R-3 to MU for the 
property located at 504 & 506 Highway AB in Willard, Missouri, was postponed due to notice 
requirements. 

C. AN ORDINANCE ADOPTING A CODE OF ORDINANCES FOR THE CITY OF WILLARD, 
MISSOURI; REPEALING PRIOR ORDINANCES NOT INCLUDED THEREIN, EXCEPT AS 
PROVIDED; ESTABLISHING AMENDMENT PROCEDURES AND PENALTIES; AND 
PROVIDING FOR AN EFFECTIVE DATE. (FIRST AND SECOND READ) 

Mayor Smith asked for a motion to approve the First Read of the ordinance. Motion to approve a First 
Read was made by Alder Biellier and seconded by Alder Keene. Motion carried with a 6-0 vote Voting 
Aye: Alders Biellier, Hill, Keene, Lancaster, Mathison and Wilson. 

Motion to continue to the second Read was made by Alder Biellier and seconded by Alder Hill. Motion 
carried with a 6-0 vote Voting Aye: Alders Biellier, Hill, Keene, Lancaster, Mathison and Wilson. 

Mayor Smith asked the clerk to read the ordinance for a second time. Motion to approve the Second 
Read was made by Alder Biellier and seconded by Alder Hill. Motion carried/ordinance approved with a 
6-0 vote. Voting Aye: Alders Biellier, Hill, Keene, Lancaster, Mathison and Wilson. 

D. AN ORDINANCE OF THE CITY OF WILLARD, MISSOURI, APPROVING SUPPLEMENTAL 
AGREEMENT NO. 1 TO THE CONTRACT FOR CONSULTING ENGINEER WITH CJW 

4

Item # 3A.



TRANSPORTATION CONSULTANTS, LLC; AUTHORIZING THE MAYOR TO EXECUTE 
SAID AGREEMENT ON BEHALF OF THE CITY; AND AUTHORIZING THE CITY 
ADMINISTRATOR TO TAKE SUCH OTHER ACTIONS AS MAY BE NECESSARY TO 
IMPLEMENT THE AGREEMENT. (FIRST AND SECOND READ) 

Mayor Smith asked for a motion to approve the First Read of the ordinance. Motion to approve a First 
Read was made by Alder Hill and seconded by Alder Biellier. Motion carried with a 6-0 vote Voting Aye: 
Alders Biellier, Hill, Keene, Lancaster, Mathison and Wilson. 

Motion to continue to the second Read was made by Alder Lancaster and seconded by Alder Biellier. 
Motion carried with a 6-0 vote Voting Aye: Alders Biellier, Hill, Keene, Lancaster, Mathison and Wilson. 

Mayor Smith asked the clerk to read the ordinance for a second time. Motion to approve the Second 
Read was made by Alder Lancaster and seconded by Alder Biellier. Motion carried/ordinance approved 
with a 6-0 vote. Voting Aye: Alders Biellier, Hill, Keene, Lancaster, Mathison and Wilson. 

8. CITIZEN INPUT 

A. CITIZEN INPUT (2 MIN PER PERSON) 

Bill Cantrell Osage and Hunt Rd have 700 plus cars a day that come down at high speeds; we need 
help getting these cars to slow down. On Friday May 22nd a child was hit by a vehicle. Jasmine Barnes 
is the mother of the child, please help with speed bumps/humps, stop sign need to be more noticeable. 
Pam Long stop sign is not in a good location, it needs to be bigger, and the sign needs to be in a more 
visible location, we need speed bumps/humps. Debbie Ihrig area signed a petition back in June 2023, 
speed bumps never happened, the traffic count on camera is over 500 a day and, on some days, close 
to 800. Dwight Dodson said this area needs a traffic assessment. Ryan Nothum opposes and spoke 
about his concerns with the Flock cameras, they don’t have break away plates at the bottom, MODOT 
regulations, who have access to them, crimes and best interest of citizens. Debbie Blevins has 7 
cameras surrounding their house to watch the roadway advocating for help in the area, bigger stop 
signs, set in a better location and speed humps. Sam Baird Citizen input on the agenda so they can 
speak before votes. 

9. CITY ADMINISTRATOR REMARKS 

City Administrator Wes Young remarked, city audit not on the agenda advised reviewing before the 
next meeting, insurance quotes, rate study with parks and budget review and approval. 

10. NEW BUSINESS 

A. DISCUSSION ITEM ONLY - AN ORDINANCE ESTABLISHING PROCEDURES FOR 
CITIZEN INPUT AND PUBLIC HEARINGS BEFORE THE BOARD OF ALDERS OF THE 
CITY OF WILLARD, MISSOURI 

City Mayor Troy Smith asked the board if we should consider adding a policy for the citizen input and 
public hearings during the City meetings. City Attorney Holly Dodge spoke on items you can limit, such 
as time frame, public who can (property owners, business owners, residents, citizens with city services 
utilities and/or schools). You can create a committee to gather citizen input. You cannot limit Content. 
The Board decided they do not want move forward with recommendations to change citizen input.  

11. UNFINISHED BUSINESS 

12. RECESS OPEN SESSION  

Alder Biellier motioned to recess Open Session and enter Closed Session. Motion was seconded by 
Alder Hill. Motion carried with a 6-0 vote. Voting Aye: Alders Biellier, Hill, Keene, Lancaster, Mathison 

and Wilson. Open session recessed at 7:01 p.m.  

13. OPEN CLOSED SESSION PURSUANT TO RSMO SECTION 610.021 (1) LEGAL (2) REAL 
ESTATE (13) PERSONNEL 7:05 p.m.  

14. CALL THE MEETING TO ORDER  

15. ROLL CALL 
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16. CLOSE THE CLOSED SESSION AND RECONVENE THE OPEN SESSION 8:49 p.m.  

17. ADJOURN MEETING  

Motion was made to adjourn the meeting by Alder Keene and seconded by Alder Hill. Motion carried with 

a 6-0 vote. Voting Aye: Alders Biellier, Hill, Keene, Lancaster, Mathison and Wilson. Meeting adjourned 
at 8:49 p.m.  

 

If you have special needs which require accommodation, please notify personnel at the City 
Hall.  Representatives of the news media may obtain copies of this notice by contacting the City Clerk 
at 417-742-5302. 
 
Courtney Myers, City Clerk 
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Finance Department Report 
6/22/26 Board of Aldermen Meeting 
 

CITY OF WILLARD 
BOARD OF ALDERMEN 

 
 

 
 
 

FINANCE DEPARTMENT 
 
 

 

Financial Reports 
 

 May 2026 Financial Summaries 
 May 2026 Financial Statements 
 May 2026 /June 2026 Outstanding Invoices,  

          Checks and Draft-paid Invoices                                                   
 May 2026 Check Register 
 May 2026 Utility Adjustments Report 
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Finance Department Report 
6/22/26 Board of Aldermen Meeting 
 

 
 

CITY OF WILLARD 
BOARD OF ALDERMEN 

 
 

 
 
 

FINANCE DEPARTMENT 
 
 

ACTION REQUIRED:   INFORMATION ONLY 
 
  

  May 2026 Financial Summary Report 
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 DEPARTMENT  2026 BUDGET 
 CURRENT BUDGET % (2026/# 

MONTHS) 
 2026  ACTUAL MTD 

*  GENERAL 2,232,982.00                        1,080,548.67                                      920,686.02                                      
 LAW 374,300.00                            155,958.33                                          49,872.19                                         

 COURT 95,000.00                               39,583.33                                             37,632.80                                         
 STREETS 362,400.00                            151,000.00                                          239,120.42                                      

 PLANNING 78,600.00                               32,750.00                                             83,029.33                                         
 TOTAL 3,143,282.00                        1,459,840.33                                      1,330,340.76                                  

 WATER  2,147,836.50                        894,931.88                                          804,706.35                                      
**  SEWER 2,548,455.50                        1,061,856.46                                      1,160,115.86                                  

 TOTAL 4,696,292.00                        1,956,788.33                                      1,964,822.21                                  

***  PARKS 1,283,868.00                        534,945.00                                          710,819.56                                      

 ALL DEPT TOTAL 9,123,442.00                        3,951,573.67                                      4,005,982.53                                  

 DEPARTMENT  2026 BUDGET 
 CURRENT BUDGET % (2026/# 

MONTHS) 
 2026  ACTUAL 

*  GENERAL 459,952.71                            191,646.96                                          264,140.11                                      
 LAW 1,443,574.20                        601,489.25                                          566,439.30                                      

 COURT 145,024.46                            60,426.86                                             60,948.79                                         
 STREETS 460,422.97                            191,842.90                                          190,758.43                                      

 PLANNING 574,270.22                            239,279.26                                          211,947.51                                      
 TOTAL 3,083,244.56                        1,284,685.23                                      1,294,234.14                                  

 WATER  2,060,193.47                        858,413.95                                          910,920.58                                      
**  SEWER 2,669,835.20                        1,605,041.43                                      1,450,361.43                                  

 TOTAL 4,730,028.67                        2,463,455.38                                      2,361,282.01                                  

***  PARKS 1,629,559.23                        678,983.01                                          712,450.63                                      

 ALL DEPT TOTAL 9,442,832.46                        4,427,123.62                                      4,367,966.78                                  

 DEPARTMENT  2026 BUDGET 
 CURRENT BUDGET % (2026/# 

MONTHS) 
 2026  ACTUAL 

*  GENERAL 1,773,029.29 888,901.70 656,545.91 
 LAW (1,069,274.20) (445,530.92) (516,567.11)

 COURT (50,024.46) (20,843.53) (23,315.99)
 STREETS (98,022.97) (40,842.90) 48,361.99 

 PLANNING (495,670.22) (206,529.26) (128,918.18)
 TOTAL 60,037.44 175,155.10 36,106.62 

0.00 0.00 0.00 
 WATER  87,643.03 36,517.93 (106,214.23)

**  SEWER (121,379.70) (543,184.97) (290,245.57)
 TOTAL (33,736.67) (506,667.04) (396,459.80)

0.00 0.00 0.00 
***  PARKS (345,691.23) (144,038.01) (1,631.07)

0.00 0.00 0.00 
 ALL DEPT TOTAL (319,390.46) (475,549.96) (361,984.25)

*
           current budget relects that 

**  COP Lift station revenue and expenses are not included.  
*** Includes a transfer From General to Parks for $170,000

May-26
 REVENUE 

 EXPENSES 

 REVENUE MINUS EXPENSES 

 Revenue of real estate taxes is mostly paid at beginning of year the 2026 
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Year to Date 2026
Cumulative

2026 Projected Received % 2026 Budgeted Expended % Gains or (Losses)
Revenues As of May 2026 Rec'd Expenses As of May 2026 Used Per Fund

General Fund

General City Administration $2,232,982.00 $920,686.02 41% $459,952.71 $264,140.11 57% $656,545.91

Law and Public Safety $374,300.00 $49,872.19 13% $1,443,574.20 $566,439.30 39% ($516,567.11)

Court $95,000.00 $37,632.80 40% $145,024.46 $60,948.79 42% ($23,315.99)

Streets $362,400.00 $239,120.42 66% $455,422.97 $190,758.43 42% $48,361.99

Planning and Development $70,100.00 $83,029.33 118% $540,270.22 $190,976.90 35% ($107,947.57)

Economic Development $0.00 $0.00 0% $11,000.00 $10,144.00 92% ($10,144.00)

Emergency Management $8,500.00 $0.00 0% $23,000.00 $10,826.61 47% ($10,826.61)

Sub-Total $3,143,282.00 $1,330,340.76 42% $3,078,244.56 $1,294,234.14 42% $36,106.62

Water Fund $2,147,836.50 $804,706.35 37% $2,060,193.47 $910,920.58 44% ($106,214.23)

Sewer Fund $9,145,764.50 $2,406,173.60 26% $9,537,150.20 $1,450,361.43 15% $955,812.17

Sub-Total $11,293,601.00 $3,210,879.95 28% $11,597,343.67 $2,361,282.01 20% $849,597.94

Park Fund $1,283,868.00 $710,819.56 55% $1,629,559.23 $712,450.63 44% ($1,631.07)

Sub-Total $1,283,868.00 $710,819.56 55% $1,629,559.23 $712,450.63 44% ($1,631.07)
 

Totals $15,720,751.00 $5,252,040.27 33% $16,305,147.46 $4,367,966.78 27% $884,073.49

 
Total Annual Amount Above/Below Total

Funds Funds Available 30 Recommended Cash Expense Funds Available
1-Jan-26 Recommended 30 Percent Average Per Month Percent As of May 2026

General Fund $4,433,708.40 $923,473.37 $3,541,501.11 $256,520.38 145% $4,464,974.48

Water & Sewer Fund $3,373,518.52 $3,479,203.10 $587,302.87 $966,445.31 35% $4,066,505.97

Park Fund $28,251.41 $488,867.77 ($453,903.06) $135,796.60 2% $34,964.71

Totals $7,835,478.33 $4,891,544.24 $3,674,900.92 $1,358,762.29 $8,566,445.16

Assigned Funds
General Water/Sewer Parks

Judicial Education Fund $6,634.58 Customer Deposits $285,145.55 # Parks Projects-Donations $0.00 All Assigned Funds
Judicial Facility Fund $14,111.07 Other Escrow Youth Scholarships $2,402.53 Total
Police Forfeiture Asset Funds $1.40       Grant Funds Assigned $0.00 Youth Enrollment Support $4,374.00
Police Equitable Sharing Fund $11,647.70       Settlement 94 Funds $0.00 Cash- Ticket Reserve $0.00
Police Law Training Reserve $1,125.54       Sharpline Community $15,722.44 Customer Deposits $2,266.25
Street Projects $50,000.00 Customer In-House Credit $3,149.64
Developers Escrow $2,500.00 Donatons Project Escrow $3,900.00
Grant Funds Assigned $0.00

Total Assigned Funds $86,020.29 Total Assigned Funds $300,867.99 Total Assigned Funds $16,092.42 $402,980.70

COP Total Debt 

2014 W/S $380,000.00 $0.00
2015 Parks $1,950,000.00 $0.00
2018 Sewer $2,858,250.30 $0.00

Transferred and Reserve Funds Used Year to Date

General to Parks
General from Reserves

W/S from Reserves
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Finance Department Report 
6/22/26 Board of Aldermen Meeting 
 

CITY OF WILLARD 
BOARD OF ALDERMEN 

 
 

 
 
 
 

FINANCE DEPARTMENT 
 
 

ACTION REQUIRED: REQUEST FOR MAYOR TO ACCEPT AS                        
PRESENTED 

 
 May 2026 Budget Financial Statements 

1. Balance Sheet 
2. Income Statement 
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6/17/2026 3:51:12 PM Page 1 of 6

Balance Sheet
City of Willard, MO Account Summary

As Of 05/31/2026

Account Name Balance

Fund: 10 - GENERAL FUND
Assets

10-01001 CLAIM ON POOLED CASH - GENERAL FUND 4,464,974.48

10-10000 CASH IN BANK - OPERATING -99.51

10-10100 CASH RESERVES 4593 0.00

10-10200 CASH IN BANK - MID-MISSOURI BANK 0.00

10-10300 CASH - FREEDOM 0.00

10-11100 PETTY CASH-GCG 900.00

10-12500 CASH IN BANK - JIS 0.00

10-13000 CASH JUDICIAL EDUCATION 6,634.58

10-13050 CASH JUDICIAL FACILITY FUND 14,111.07

10-13100 CASH POLICE FORFEITURE ASSETS 1.40

10-13110 CASH POLICE EQUITABLE SHARING FUND 11,647.70

10-13120 CASH LAW TRAINING RESERVE 1,125.54

10-13150 CASH MISC PROCEEDS FUND 0.00

10-13300 CASH  IMPROVEMENT PROJECTS 0.00

10-13400 CASH STREET PROJECTS 50,000.00

10-15000 ACCOUNTS RECEIVABLE 0.00

10-15100 DUE FROM WATER/SEWER FUND 0.00

10-15200 DUE FROM RECREATION FUND 0.00

10-15300 SALES TAXES RECEIVABLE 252,013.62

10-15400 AD-VALOREM TAXES RECEIVABLE 237,192.31

10-15500 COURT FINES RECEIVABLE 30,786.39

10-15700 GRANTS RECEIVABLE 0.00

10-16000 PREPAID INSURANCE-GCG 0.00

10-17000 DEFERRED INFLOWS-LEASES -235,773.47

10-17001 INTEREST RECEIVABLE-LEASES 1,783.39

10-17002 LONG TERM LEASE RECEIVABLE 260,802.24

10-17003 SHORT TERM LEASE RECEIVABLE 28,478.79

5,124,578.53Total Assets: 5,124,578.53

Liability

10-20000 AP PENDING (DUE TO POOLED CASH) - GCG 61,279.04

10-20010 ACCOUNTS PAYABLE - GCG 2,080.14

10-20500 ALLOWANCE FOR BAD DEBT-GCG 11,000.00

10-21000 RETURNED CHECKS-GCG 0.00

10-21500 WAGES PAYABLE 19,244.79

10-21600 PAYROLL CORRECTION 0.00

10-22000 FICA WITHHOLDING 0.00

10-22100 FEDERAL WITHHOLDING 0.00

10-22200 MISSOURI WITHHOLDING 259.95

10-23100 LAGERS PAYABLE 443.96

10-23200 GROUP INSURANCE PAYABLE -22,932.84

10-23300 GARNISHMENTS PAYABLE 656.52

10-24000 COURT BONDS PAYABLE 495.40

10-24050 DEFERRED COURT FINES 19,786.39

10-24100 DEVELOPERS ESCROW 2,500.00

10-24200 OTHER ESCROW 0.00

10-25500 DUE TO RECREATION FUND 0.00

10-25550 DUE TO WATER/SEWER FUND 0.00

10-25950 LEASE PURCHASE-GEN 0.00

94,813.35Total Liability:

Equity
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https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%209bd7ae9c-713d-456f-a878-a48100eb6107
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%20fb805816-5629-1b78-ad2e-32b6b5997b19
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%208ec083d5-670b-6838-2aac-32b2dc9dae56
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%20781ef541-f6cb-91d2-1d1e-c97901fd4a10
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%2078139ba1-a94a-4bf2-bf5d-d493dd818848
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%206d5cdf4b-b441-423d-4059-3a205955fd18
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%2085df3591-2de2-5c61-b3f7-309cea966421
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Account Name Balance

10-30000 FUND BALANCE 4,993,658.56

4,993,658.56Total Beginning Equity:
1,330,340.76Total Revenue
1,294,234.14Total Expense

36,106.62Revenues Over/Under Expenses

Total Liabilities, Equity and Current Surplus (Deficit): 5,124,578.53

5,029,765.18Total Equity and Current Surplus (Deficit):
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Balance Sheet As Of 05/31/2026
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Account Name Balance

Fund: 20 - WATER AND SEWER FUND
Assets

20-01001 CLAIM ON POOLED CASH - WATER AND SEWER FUND4,066,505.97

20-10000 CASH IN BANK 4594 0.00

20-10100 CASH RESERVES 4595 0.00

20-10200 CASH RESERVES 4599 0.00

20-11100 PETTY CASH-WS 0.00

20-15000 ACCOUNTS RECEIVABLE-WS 305,345.60

20-15050 ACCOUNTS RECEIVABLE-COLLECTIONS 15,206.91

20-15100 DUE FROM GENERAL FUND 0.00

20-15200 DUE FROM RECREATION FUND 0.00

20-16000 PREPAID INSURANCE-WS 0.00

20-17000 DEFERRED INFLOWS-LEASES 0.00

20-17001 INTEREST RECEIVABLE-LEASES 0.00

20-17002 LONG TERM LEASE RECEIVABLE 0.00

20-17003 SHORT TERM LEASE RECEIVABLE 0.00

20-18000 LAND 273,272.75

20-18050 CONSTRUCTION IN PROGRESS 202,143.24

20-18100 EQUIPMENT 1,419,109.12

20-18200 WATER SYSTEM 4,708,649.08

20-18300 SEWER SYSTEM 9,539,893.36

20-18400 BUILDINGS-WSF 574,040.00

20-18500 ACCUMULATED DEPRECIATION-WS -7,133,980.56

20-19000 COST OF ISSUANCE 2014 0.00

20-19100 2014 CERTIFICATE FUND 0.00

20-19110 2018 CERTIFICATE FUND 57.89

20-19120 2018 COP CONSTRUCTION FUND 0.00

20-19200 NET PENSION ASSET 40,973.00

20-19300 DEFERRED PENSION OUTFLOWS 158,904.00

14,170,120.36Total Assets: 14,170,120.36

Liability

20-20000 AP PENDING (DUE TO POOLED CASH) - WS 82,208.47

20-20010 ACCOUNTS PAYABLE - WS 32.00

20-20100 RETURNED CHECKSWS 144.12

20-20500 ALLOWANCE FOR BAD DEBT-WS 0.00

20-21500 WAGES PAYABLE 13,260.14

20-21600 COMPENSATED ABSENCES 9,428.00

20-22000 FICA WITHHOLDING 0.00

20-22100 FEDERAL WITHHOLDING 0.00

20-22200 MISSOURI WITHHOLDING 2,082.79

20-23100 LAGERS PAYABLE -316.22

20-23200 GROUP INSURANCE PAYABLE 432.16

20-23300 GARNISHMENTS PAYABLE 235.94

20-24200 Other Escrow 15,722.44

20-25000 DUE TO GENERAL FUND 0.00

20-25500 DUE TO RECREATION FUND 0.00

20-25600 SALES TAX PAYABLE -1,032.26

20-25700 MO PRIMACY TAX 1,920.64

20-25750 WATER POLLUTION SERVICE CONNECTION FEES 2,120.01

20-25800 CUSTOMER DEPOSITS-WS 285,145.55

20-25950 LEASE PURCHASE-W/S 42,292.60

20-26000 INTEREST PAYABLE 34,733.00

20-26500 2014 COP PAYABLE 565,000.00

20-27000 2018 COP Payable 2,955,000.00

20-28000 NET PENSION LIABILITY 0.00

20-28200 DEFERRED PENSION INFLOWS 0.00

4,008,409.38Total Liability:

Equity
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Account Name Balance

20-30000 RETAINED EARNINGS 9,312,113.04

9,312,113.04Total Beginning Equity:
3,210,879.95Total Revenue
2,361,282.01Total Expense

849,597.94Revenues Over/Under Expenses

Total Liabilities, Equity and Current Surplus (Deficit): 14,170,120.36

10,161,710.98Total Equity and Current Surplus (Deficit):
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Account Name Balance

Fund: 30 - PARKS FUND
Assets

30-01001 CLAIM ON POOLED CASH - PARKS FUND 34,964.71

30-10000 CASH IN BANK - 4596 0.00

30-10100 CASH RESERVES - 4597 0.00

30-11100 PETTY CASH-PKS 240.00

30-12000 CASH PARK- PROJECTS 0.00

30-12100 CASH YOUTH SCHOLARSHIP 2,402.53

30-12150 YOUTH ENROLLMENT SUPPORT 4,374.00

30-12200 CASH - TICKET RESERVE 0.00

30-12300 2008 RESERVE FUND RESTRICTED 0.00

30-12400 PROJECT FUND 0.00

30-15000 ACCOUNTS RECEIVABLE-PKS 62.50

30-15050 ACCOUNTS RECEIVABLE-COLLECTIONS 0.00

30-15100 DUE FROM GENERAL FUND 0.00

30-15200 DUE FROM WATER/SEWER FUND 0.00

30-15300 SALES TAXES RECEIVABLE 54,536.71

30-15400 AD-VALOREM TAXES RECEIVABLE 72,425.16

30-16000 PREPAID INSURANCE-PKS 0.00

30-17000 DEFERRED INFLOWS-LEASES -162,762.71

30-17001 INTEREST RECEIVABLE-LEASES 844.54

30-17002 LONG TERM LEASE RECEIVABLE 178,855.79

30-17003 SHORT TERM LEASE RECEIVABLE 6,835.67

192,778.90Total Assets: 192,778.90

Liability

30-20000 AP PENDING (DUE TO POOLED CASH) - PKS 38,002.08

30-20010 ACCOUNTS PAYABLE - PKS 425.00

30-20100 RETURNED CHECKS-PKS 0.00

30-20500 ALLOWANCE FOR BAD DEBT-PKS 0.00

30-21500 WAGES PAYABLE 8,185.90

30-22000 FICA WITHHOLDING 10.34

30-22100 FEDERAL WITHHOLDING 0.00

30-22200 MISSOURI WITHHOLDING 987.23

30-23100 LAGERS PAYABLE -1,543.98

30-23200 GROUP INSURANCE PAYABLE -17,966.55

30-23300 GARNISHMENTS PAYABLE 594.00

30-24225 DONATION PROJECT ESCROW 3,900.00

30-25000 DUE TO GENERAL FUND 0.00

30-25550 DUE TO WATER/SEWER FUND 0.00

30-25800 CUSTOMER DEPOSITSPKS 2,266.25

30-25850 CUSTOMER IN-HOUSE CREDIT 3,149.64

30-25900 MID-MISSOURI BANK 0.00

30-25950 LEASE PURCHASE-PARKS 0.00

38,009.91Total Liability:

Equity

30-30000 FUND BALANCE 156,400.06

156,400.06Total Beginning Equity:
710,819.56Total Revenue
712,450.63Total Expense

-1,631.07Revenues Over/Under Expenses

Total Liabilities, Equity and Current Surplus (Deficit): 192,778.90

154,768.99Total Equity and Current Surplus (Deficit):
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Balance Sheet As Of 05/31/2026
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Account Name Balance

Fund: 99 - POOLED CASH
Assets

99-01000 POOLED CASH - GENERAL 8,566,233.93

99-01100 POOLED CASH - JIS COURT 211.23

99-01200 POOLED CASH - MID MISSOURI CD 0.00

99-01300 POOLED CASH - FREEDOM BANK CD 5654 0.00

99-01400 POOLED CASH - FREEDOM BANK CD 4603 0.00

99-17000 DUE FROM OTHER FUNDS 172,245.56

8,738,690.72Total Assets: 8,738,690.72

Liability

99-20000 ACCOUNTS PAYABLE CONTROL 172,245.56

99-21500 WAGES PAYABLE 0.00

99-27000 DUE TO OTHER FUNDS 8,566,445.16

8,738,690.72Total Liability:

Total Liabilities, Equity and Current Surplus (Deficit): 8,738,690.72

0.00Total Equity and Current Surplus (Deficit):
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Income Statement
City of Willard, MO Account Summary

For Fiscal: 2026 Period Ending: 05/31/2026

MTD Activity YTD Activity
Budget

Remaining
Current

Total Budget
Original

Total Budget

Fund: 10 - GENERAL FUND

Revenue

Department: 100 - General Government

-25,487.9110-100-40800 MISCELLANEOUS INCOME-GCG 1,150.907,000.00 7,000.00 5,849.10

211.1310-100-40850 CONVENIENCE FEE-GCG 1,229.492,000.00 2,000.00 770.51

0.0010-100-40980 VETERAN'S MEMORIAL 0.00400.00 400.00 400.00

0.0010-100-41000 FRANCHISE CABLE TV 3,507.8612,000.00 12,000.00 8,492.14

22,476.5310-100-41100 FRANCHISE ELECTRIC 123,326.31350,000.00 350,000.00 226,673.69

4,681.3310-100-41200 FRANCHISE GAS 39,606.4877,000.00 77,000.00 37,393.52

7,056.4010-100-41300 FRANCHISE MOBILE PHONE LEASE 53,747.9875,000.00 75,000.00 21,252.02

9,042.5910-100-43000 INTEREST INCOME-GCG 53,607.47129,000.00 129,000.00 75,392.53

225.0010-100-44100 MERCHANTS LICENSES 2,575.007,700.00 7,700.00 5,125.00

0.0010-100-44110 BUILDING PERMITS -100.000.00 0.00 100.00

1,418.9010-100-45300 TAX REAL ESTATE-GCG 242,655.32257,382.00 257,382.00 14,726.68

89,865.8210-100-45400 TAX SALES & USE REVENUES-GCG 431,808.15985,000.00 985,000.00 553,191.85

28,494.4010-100-45500 TAX SALES CAP IMP-GCG 137,571.06330,000.00 330,000.00 192,428.94

-170,000.0010-100-46000 TRANSFER FROM GCG -170,000.000.00 0.00 170,000.00

0.0010-100-49000 CAPITAL ASSET SALES-GCG 0.00500.00 500.00 500.00

-32,015.81 920,686.022,232,982.00 2,232,982.00 1,312,295.98Department: 100 - General Government Total:

Department: 200 - Law

0.0010-200-40800 MISC INCOME - LAW 0.00500.00 500.00 500.00

0.0010-200-42000 GRANT REVENUES-LAW 1,500.005,000.00 5,000.00 3,500.00

24.0010-200-44120 POLICE FACILITY FEES 4,591.0014,000.00 14,000.00 9,409.00

21.0010-200-44520 LAW OTHER INCOME-LAW 480.541,200.00 1,200.00 719.46

8,608.5110-200-45100 LAW ENFORCEMENT SALES TAX 43,300.65103,000.00 103,000.00 59,699.35

0.0010-200-45200 LAW ENFORCEMENT GENERAL SALES TAX 0.00250,000.00 250,000.00 250,000.00

0.0010-200-49000 CAPITAL ASSET SALES 0.00600.00 600.00 600.00

8,653.51 49,872.19374,300.00 374,300.00 324,427.81Department: 200 - Law Total:

Department: 250 - Court

0.0010-250-40800 MISCELLANEOUS INCOME-COURT 0.00500.00 500.00 500.00

5,956.7810-250-44500 TRAFFIC FINES-COURT 36,128.4490,000.00 90,000.00 53,871.56

42.0010-250-44510 OTHER FINES-COURT 1,504.364,500.00 4,500.00 2,995.64

5,998.78 37,632.8095,000.00 95,000.00 57,367.20Department: 250 - Court Total:

Department: 300 - Streets

0.0010-300-44110 STREET APPROACH/GUTTER/INSPECTION 650.001,500.00 1,500.00 850.00

0.0010-300-44120 STREET CAPACITY FEES 0.00100.00 100.00 100.00

34,435.3710-300-45410 TAX MOTOR VEHICLE 156,609.22315,000.00 315,000.00 158,390.78

0.0010-300-45450 TAX COUNTY ROAD & BRIDGE 81,861.2045,800.00 45,800.00 -36,061.20

34,435.37 239,120.42362,400.00 362,400.00 123,279.58Department: 300 - Streets Total:

Department: 400 - Planning & Development

75.0010-400-40930 PLANNING AND ZONING 175.000.00 0.00 -175.00

0.0010-400-42000 GRANT REVENUES-P&D 47,184.480.00 0.00 -47,184.48

2,256.1210-400-44110 PLANNING/DEV BUILDING FEES 32,586.8565,000.00 65,000.00 32,413.15

647.5010-400-44120 ZONING FEES 3,083.005,100.00 5,100.00 2,017.00

2,978.62 83,029.3370,100.00 70,100.00 -12,929.33Department: 400 - Planning & Development Total:

Department: 500 - Emergency Management

0.0010-500-42000 GRANT REVENUES-EM 0.008,500.00 8,500.00 8,500.00

0.00 0.008,500.00 8,500.00 8,500.00Department: 500 - Emergency Management Total:

20,050.47 1,330,340.763,143,282.00 3,143,282.00 1,812,941.24Revenue Total:
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MTD Activity YTD Activity
Budget

Remaining
Current

Total Budget
Original

Total Budget

Expense

Department: 100 - General Government

847.3110-100-50130 SUPPLIES-GEN 4,385.311,000.00 1,000.00 -3,385.31

0.0010-100-50310 VETERANS MEMORIAL EXPENSE-GEN 420.00100.00 100.00 -320.00

22.5610-100-50500 BUILDING MAINTENANCE-GEN 1,277.571,000.00 1,000.00 -277.57

0.0010-100-50550 SUPPLIES CUSTODIAL-GEN 86.041,200.00 1,200.00 1,113.96

0.0010-100-50600 MISCELLANEOUS EXPENSE-GEN 13,253.0113,753.00 13,753.00 499.99

756.3610-100-50700 SUPPLIES OFFICE-GEN 4,524.019,500.00 9,500.00 4,975.99

12.7910-100-50750 POSTAGE-GEN 519.362,500.00 2,500.00 1,980.64

0.0010-100-51000 REPAIRS AND MAINTENANCE-GEN 100.00100.00 100.00 0.00

256.5210-100-52000 SUPPLIES SMALL EQUIPMENT-GEN 1,076.232,000.00 2,000.00 923.77

141.0810-100-55200 ADVERTISING EXPENSE-GEN 3,299.801,200.00 1,200.00 -2,099.80

0.0010-100-55400 AUDIT EXPENSE-GEN 0.00105,000.00 105,000.00 105,000.00

130.7710-100-55500 BANK/CREDIT CARD FEES-GEN 882.883,000.00 3,000.00 2,117.12

331.6010-100-55800 DUES AND SUBSCRIPTIONS-GEN 913.103,500.00 3,500.00 2,586.90

75.0210-100-55850 EQUIPMENT RENTAL/LEASE-GEN 375.10800.00 800.00 424.90

0.0010-100-55900 ELECTION EXPENSE-GEN 10,979.605,500.00 5,500.00 -5,479.60

9,898.2810-100-56000 INSURANCE-GEN 49,549.2710,400.00 10,400.00 -39,149.27

5,430.5010-100-56400 PROFESSIONAL FEES-GEN 31,175.2332,050.00 32,050.00 874.77

0.0010-100-56500 SAFETY PROGRAM-GEN 377.49150.00 150.00 -227.49

752.5810-100-56960 TRAINING/EDUCATION-FIN 3,696.453,200.00 3,200.00 -496.45

0.0010-100-57400 EQUIPMENT/SOFTWARE MAINT CONTRACT… 11,845.3820,000.00 20,000.00 8,154.62

1,413.0610-100-62000 UTILITIES ELECTRIC-GEN 8,505.1319,135.35 19,135.35 10,630.22

16,320.6310-100-90000 SALARIES 63,614.88131,208.29 131,208.29 67,593.41

11.0110-100-90500 SALARIES-OVERTIME 69.922,000.00 2,000.00 1,930.08

23,887.0910-100-91500 PAYROLL TAXES 27,344.1810,190.43 10,190.43 -17,153.75

1,023.4410-100-92000 RETIREMENT 4,332.7945,054.84 45,054.84 40,722.05

516.2310-100-93000 GROUP INSURANCE 8,171.1526,210.80 26,210.80 18,039.65

6,640.4110-100-95100 CAPITAL ASSET EXPENSE-GEN 8,538.525,200.00 5,200.00 -3,338.52

0.0010-100-95500 CAPITAL ASSET EXPENSE EQUIPMENT-GEN 4,827.715,000.00 5,000.00 172.29

68,467.24 264,140.11459,952.71 459,952.71 195,812.60Department: 100 - General Government Total:

Department: 200 - Law

2,001.6410-200-50130 SUPPLIES-LAW 2,739.122,000.00 2,000.00 -739.12

16.4610-200-50300 DARE PROGRAM-LAW 16.461,300.00 1,300.00 1,283.54

284.9310-200-50500 BUILDING MAINTENANCE-LAW 504.511,200.00 1,200.00 695.49

141.7910-200-50550 SUPPLIES CUSTODIAL-LAW 315.35800.00 800.00 484.65

0.0010-200-50600 MISCELLANEOUS EXPENSE-LAW 1,281.471,281.47 1,281.47 0.00

66.9310-200-50700 SUPPLIES OFFICE-LAW 226.541,200.00 1,200.00 973.46

0.0010-200-50750 POSTAGE-LAW 23.35125.00 125.00 101.65

0.0010-200-51000 REPAIRS & MAINTENANCE-LAW 16.03300.00 300.00 283.97

0.0010-200-52000 SUPPLIES SMALL EQUIPMENT/AMMO-LAW 198.803,000.00 3,000.00 2,801.20

0.0010-200-55800 DUES & SUBSCRIPTIONS-LAW 504.95700.00 700.00 195.05

131.0310-200-55850 EQUIPMENT RENTAL/LEASE-LAW 655.151,400.00 1,400.00 744.85

0.0010-200-56000 INSURANCE-LAW 13,724.4050,000.00 50,000.00 36,275.60

4,088.5010-200-56400 PROFESSIONAL FEES-LAW 25,980.5069,100.00 69,100.00 43,119.50

1,636.8610-200-56950 TRAINING & EDUCATION-LAW 4,325.798,000.00 8,000.00 3,674.21

36.0010-200-57400 EQUIPMENT/SOFTWARE MAINT CONTRACT… 5,612.206,000.00 6,000.00 387.80

1,456.4910-200-62000 UTILITIES ELECTRIC-LAW 10,697.6328,000.00 28,000.00 17,302.37

0.0010-200-71000 VEHICLE REPAIR & MAINT-LAW 89.250.00 0.00 -89.25

6,861.7510-200-75000 VEHICLE LEASE-LAW 34,128.1473,000.00 73,000.00 38,871.86

90,838.9710-200-90000 SALARIES 331,433.70872,439.21 872,439.21 541,005.51

475.9210-200-90500 SALARIES-OVERTIME 3,519.246,000.00 6,000.00 2,480.76

6,789.8910-200-91500 PAYROLL TAXES 24,561.6566,971.10 66,971.10 42,409.45

11,697.3510-200-92000 RETIREMENT 43,137.7698,951.42 98,951.42 55,813.66

655.9110-200-92500 UNIFORMS-LAW 1,764.106,000.00 6,000.00 4,235.90

9,119.4510-200-93000 GROUP INSURANCE 40,253.69121,946.00 121,946.00 81,692.31

0.0010-200-95100 CAPITAL ASSET EXPENSE-LAW 0.002,000.00 2,000.00 2,000.00

17,229.5210-200-95500 CAPITAL ASSET EQUIPMENT-LAW 20,729.5221,860.00 21,860.00 1,130.48

153,529.39 566,439.301,443,574.20 1,443,574.20 877,134.90Department: 200 - Law Total:
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MTD Activity YTD Activity
Budget

Remaining
Current

Total Budget
Original

Total Budget

Department: 250 - Court

5.0010-250-50600 MISCELLANEOUS EXPENSE-COURT 1,301.471,281.47 1,281.47 -20.00

10.1010-250-50700 OFFICE SUPPLIES-COURT 298.451,600.00 1,600.00 1,301.55

0.0010-250-50750 POSTAGE-COURT 241.50600.00 600.00 358.50

125.1310-250-55500 BANK/CREDIT CARD FEES-COURT 691.432,000.00 2,000.00 1,308.57

0.0010-250-55800 DUES & SUBSCRIPTIONS-COURT 0.00200.00 200.00 200.00

-3,246.1210-250-55850 EQUIPMENT RENTAL-COURT 84.93120.00 120.00 35.07

0.0010-250-56000 INSURANCE-COURT 1,015.613,700.00 3,700.00 2,684.39

1,851.0010-250-56400 PROFESSIONAL-COURT 5,704.9815,075.00 15,075.00 9,370.02

0.0010-250-56960 TRAINING-COURT 0.001,500.00 1,500.00 1,500.00

0.0010-250-57400 EQUIP/SOFTWARE CONTRACTS-COURT 1,081.222,500.00 2,500.00 1,418.78

245.9510-250-62000 UTILITIES-ELECTRIC-COURT 1,229.753,425.00 3,425.00 2,195.25

252.6310-250-80000 COURT AUTOMATION-COURT 1,675.064,500.00 4,500.00 2,824.94

257.3210-250-81000 CVC FEES 1,706.204,500.00 4,500.00 2,793.80

36.0910-250-81100 POST FUND-COURT 239.30750.00 750.00 510.70

0.0010-250-82000 SHERIFF'S RETIREMENT FUND-COURT 6.0050.00 50.00 44.00

9,768.9610-250-90000 SALARIES-COURT 36,200.4482,419.82 82,419.82 46,219.38

0.3210-250-90500 SALARIES OVERTIME-COURT 80.94500.00 500.00 419.06

735.8010-250-91500 PAYROLL TAXES-COURT 2,733.276,343.37 6,343.37 3,610.10

705.9610-250-92000 RETIREMENT-COURT 2,713.295,965.00 5,965.00 3,251.71

1,109.0710-250-93000 GROUP INSURANCE-COURT 3,944.957,994.80 7,994.80 4,049.85

11,857.21 60,948.79145,024.46 145,024.46 84,075.67Department: 250 - Court Total:

Department: 300 - Streets

1,202.4910-300-50130 SUPPLIES-STREETS 6,265.1525,000.00 25,000.00 18,734.85

0.0010-300-50200 LANDSCAPING-STREETS 1,009.501,500.00 1,500.00 490.50

0.0010-300-50500 BUILDING MAINTENANCE-STREETS 627.76200.00 200.00 -427.76

0.0010-300-50600 MISCELLANEOUS EXPENSE-STREETS 2,062.952,062.95 2,062.95 0.00

22.0710-300-50700 OFFICE SUPPLIES-STREETS 59.89300.00 300.00 240.11

1,582.7010-300-51000 REPAIRS AND MAINTENANCE-STREETS 4,331.4028,000.00 28,000.00 23,668.60

332.4310-300-52000 SUPPLIES SMALL EQUIPMENT-STREETS 1,696.823,500.00 3,500.00 1,803.18

0.0010-300-55200 ADVERTISING-STREETS 0.00500.00 500.00 500.00

0.0010-300-55800 DUES AND SUBSCRIPTIONS-STREETS 0.004,500.00 4,500.00 4,500.00

0.0010-300-55850 EQUIPMENT RENTAL-STREETS 737.742,000.00 2,000.00 1,262.26

0.0010-300-56000 INSURANCE-STREETS 4,666.3017,000.00 17,000.00 12,333.70

36.0010-300-56400 PROFESSIONAL-STREETS 4,807.053,000.00 3,000.00 -1,807.05

0.0010-300-56950 TRAINING & EDUCATION-STREETS 0.001,800.00 1,800.00 1,800.00

494.3810-300-57200 RECYCLE CENTER EXPENSE-STREETS 1,441.140.00 5,000.00 3,558.86

447.9610-300-57400 EQUIPMENT/SOFTWARE CONTRACTS-STRE… 4,045.190.00 3,280.00 -765.19

106.1510-300-62000 UTILITIES ELECTRIC-STREETS 6,709.7193,642.00 90,362.00 83,652.29

3,998.8710-300-70000 VEHICLE EXPENSE FUEL-STREETS 18,033.7146,000.00 46,000.00 27,966.29

0.0010-300-75100 EQUIPMENT LEASE-STREETS 1,059.740.00 0.00 -1,059.74

7,687.3110-300-90000 SALARIES-STREETS 30,032.8185,171.85 85,171.85 55,139.04

213.5610-300-90500 SALARIES OVERTIME-STREETS 809.172,000.00 2,000.00 1,190.83

598.2310-300-91500 PAYROLL TAXES-STREETS 2,332.086,668.65 6,668.65 4,336.57

719.6510-300-92000 RETIREMENT-STREETS 2,794.218,679.52 8,679.52 5,885.31

31.7610-300-92500 UNIFORMS-STREETS 915.611,160.00 1,160.00 244.39

1,335.1910-300-93000 GROUP INSURANCE-STREETS 5,265.6736,938.00 36,938.00 31,672.33

-3,196.5010-300-95100 CAPITAL ASSET EXP-STREETS -3,196.505,000.00 5,000.00 8,196.50

75,000.0010-300-95500 CAPITAL ASSET EQUIPMENT-STREETS 94,251.3380,800.00 80,800.00 -13,451.33

90,612.25 190,758.43455,422.97 460,422.97 269,664.54Department: 300 - Streets Total:

Department: 400 - Planning & Development

58.9110-400-50130 SUPPLIES-P&D 460.653,000.00 3,000.00 2,539.35

0.0010-400-50600 MISCELLANEOUS EXPENSE-P&D 2,105.412,062.95 2,062.95 -42.46

0.0010-400-51000 REPAIRS & MAINTENANCE-P&D 812.351,700.00 1,700.00 887.65

47.5010-400-55200 ADVERTISING-P&D 188.321,500.00 1,500.00 1,311.68

35.0010-400-55500 BANK/CREDIT CARD FEES-P&D 175.00200.00 200.00 25.00

39.3110-400-55800 DUES AND SUBSCRIPTIONS-P&D 591.551,000.00 1,000.00 408.45

0.0010-400-56000 INSURANCE-P&D 1,646.936,000.00 6,000.00 4,353.07

9,510.1510-400-56400 PROFESSIONAL-P&D 66,232.91200,000.00 200,000.00 133,767.09
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MTD Activity YTD Activity
Budget

Remaining
Current

Total Budget
Original

Total Budget

15.0010-400-56950 TRAINING & EDUCATION-P&D 1,697.606,500.00 6,500.00 4,802.40

0.0010-400-57400 EQUIPMENT/SOFTWARE CONTRACTS-P&D 8,142.7127,000.00 27,000.00 18,857.29

318.4510-400-61000 TELEPHONE-P&D 1,842.445,500.00 5,500.00 3,657.56

2,353.0810-400-70000 VEHICLE EXPENSE FUEL-P&D 10,810.550.00 18,000.00 7,189.45

0.0010-400-75000 VEHICLE LEASE-P&D 0.0018,000.00 0.00 0.00

19,523.4710-400-90000 SALARIES-P&D 72,718.25203,718.66 203,718.66 131,000.41

28.1110-400-90500 SALARIES OVERTIME-P&D 81.56300.00 300.00 218.44

1,436.8110-400-91500 PAYROLL TAXES-P&D 5,355.4915,607.43 15,607.43 10,251.94

2,128.5810-400-92000 RETIREMENT-P&D 7,932.2920,613.38 20,613.38 12,681.09

237.9310-400-92500 UNIFORMS-P&D 237.93345.00 345.00 107.07

2,793.8910-400-93000 GROUP INSURANCE-P&D 9,944.9627,222.80 27,222.80 17,277.84

38,526.19 190,976.90540,270.22 540,270.22 349,293.32Department: 400 - Planning & Development Total:

Department: 450 - Economic Development

635.0010-450-56400 PROFESSIONAL - ECO DEV 10,144.0011,000.00 11,000.00 856.00

635.00 10,144.0011,000.00 11,000.00 856.00Department: 450 - Economic Development Total:

Department: 500 - Emergency Management

5,569.0010-500-55600 CONTRACT LABOR-EM 10,826.6123,000.00 23,000.00 12,173.39

5,569.00 10,826.6123,000.00 23,000.00 12,173.39Department: 500 - Emergency Management Total:

369,196.28 1,294,234.143,078,244.56 3,083,244.56 1,789,010.42Expense Total:

-349,145.81 36,106.6265,037.44 60,037.44Fund: 10 - GENERAL FUND Surplus (Deficit):

Fund: 20 - WATER AND SEWER FUND

Revenue

Department: 600 - Water

0.0020-600-40700 METER REPLACEMENT/ INSTALLATIONS-W… 175.00500.00 500.00 325.00

6,573.7520-600-40750 WATER INFRASTRUCTURE UPGRADE 6,573.7598,000.00 98,000.00 91,426.25

-6,453.7520-600-40800 MISCELLANEOUS INCOME-WATER 739.061,500.00 1,500.00 760.94

5,279.1420-600-40850 CONVENIENCE FEE-WATER 25,354.7943,000.00 43,000.00 17,645.21

4,163.6320-600-40920 PENALTY INCOME-WATER 18,259.8642,000.00 42,000.00 23,740.14

0.0020-600-42000 GRANT RECEIPTS-WATER 0.0015,000.00 15,000.00 15,000.00

4,057.5320-600-43000 INTEREST INCOME-WATER 17,619.7248,000.00 48,000.00 30,380.28

0.0020-600-44100 UTILITY LOCATE FEES 0.00500.00 500.00 500.00

150.0020-600-44110 NEW CONSTN  METER INSTALLATION 15,600.0025,000.00 25,000.00 9,400.00

-150.0020-600-44120 WATER CAPACITY FEES 10,250.0030,000.00 30,000.00 19,750.00

11,901.1720-600-48510 WATER SALES - CITY COMMERCIAL (WATER) 64,353.22180,676.50 180,676.50 116,323.28

1,173.3220-600-48515 WATER SALES - RURAL COMMERCIAL (WAT… 6,669.6014,950.00 14,950.00 8,280.40

85,130.5920-600-48520 WATER SALES - CITY RESIDENTIAL (WATER) 414,519.981,009,700.00 1,009,700.00 595,180.02

45,051.8020-600-48525 WATER SALES - RURAL RESIDENTIAL (WATE… 221,851.37635,835.00 635,835.00 413,983.63

0.0020-600-48531 WATER BULK RENTAL FEE 600.00500.00 500.00 -100.00

0.0020-600-48535 WATER SALES - BULK 2,140.00550.00 550.00 -1,590.00

0.0020-600-49000 CAPITAL ASSET SALES-WATER 0.002,125.00 2,125.00 2,125.00

156,877.18 804,706.352,147,836.50 2,147,836.50 1,343,130.15Department: 600 - Water Total:

Department: 700 - Sewer

6,573.7520-700-40750 SEWER INFRASTRUCTURE UPGRADE 6,573.753,580.00 3,580.00 -2,993.75

-18,238.5120-700-40800 MISCELLANEOUS INCOME-SEWER 0.001,000.00 1,000.00 1,000.00

5,279.1320-700-40850 CONVENIENCE FEE-SEWER 25,354.7542,950.00 42,950.00 17,595.25

3,443.1420-700-40920 PENALTY INCOME-SEWER 16,335.9540,000.00 40,000.00 23,664.05

0.0020-700-42000 GRANT RECEIPTS-SEWER 51,235.562,978,320.00 2,978,320.00 2,927,084.44

4,057.5320-700-43000 INTEREST INCOME-SEWER 17,619.7240,000.00 40,000.00 22,380.28

0.0020-700-44100 TREATMENT FACILITY FEES 2,600.006,800.00 6,800.00 4,200.00

0.0020-700-44110 SEWER LATERAL CONNECTION FEES 2,600.007,000.00 7,000.00 4,400.00

0.0020-700-44120 SEWER CAPACITY FEES 0.001,200.00 1,200.00 1,200.00

209,876.1620-700-48800 SEWER SALES-SEWER 1,037,796.132,403,925.50 2,403,925.50 1,366,129.37

0.0020-700-49000 CAPITAL ASSET SALES-SEWER 0.002,000.00 2,000.00 2,000.00

1,246,057.7420-700-49500 COP PROCEEDS-SEWER 1,246,057.743,618,989.00 3,618,989.00 2,372,931.26

1,457,048.94 2,406,173.609,145,764.50 9,145,764.50 6,739,590.90Department: 700 - Sewer Total:

1,613,926.12 3,210,879.9511,293,601.00 11,293,601.00 8,082,721.05Revenue Total:
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MTD Activity YTD Activity
Budget

Remaining
Current

Total Budget
Original

Total Budget

Expense

Department: 600 - Water

1,080.4520-600-50000 CHEMICALS-WATER 6,104.6816,500.00 16,500.00 10,395.32

559.6920-600-50130 SUPPLIES-WATER 28,629.4875,000.00 75,000.00 46,370.52

221.0020-600-50200 LABORATORY FEES-WATER 1,078.002,000.00 2,000.00 922.00

0.0020-600-50300 LABORATORY SUPPLIES-WATER 0.006,000.00 6,000.00 6,000.00

0.0020-600-50500 BUILDING MAINTENANCE-WATER 0.001,500.00 1,500.00 1,500.00

0.0020-600-50550 CUSTODIAL SUPPLIES-WATER 50.95500.00 500.00 449.05

0.0020-600-50600 MISCELLANEOUS EXPENSE-WATER 23,380.1023,380.10 23,380.10 0.00

104.7620-600-50700 OFFICE SUPPLIES-WATER 716.773,500.00 3,500.00 2,783.23

1,129.1220-600-50750 POSTAGE-WATER 5,588.4014,000.00 14,000.00 8,411.60

49,487.0220-600-51000 REPAIRS AND MAINTENANCE-WATER 80,533.3790,000.00 90,000.00 9,466.63

13,444.1420-600-51025 NEW INFRASTRUCTURE EXPENSE-WATER 41,012.6660,000.00 60,000.00 18,987.34

0.0020-600-51030 GENERATOR REPAIRS & MAINT-WATER 0.003,000.00 3,000.00 3,000.00

966.5520-600-52000 SUPPLIES SMALL EQUIPMENT-WATER 2,349.8510,000.00 10,000.00 7,650.15

0.0020-600-52300 LOCATE SUPPLIES-WATER 408.011,000.00 1,000.00 591.99

0.0020-600-52500 METER REPLACEMENT-WATER 3,621.48120,000.00 120,000.00 116,378.52

0.0020-600-55200 ADVERTISING-WATER 0.00200.00 200.00 200.00

0.0020-600-55400 AUDIT EXPENSE-WATER 0.006,500.00 6,500.00 6,500.00

5,105.7020-600-55500 BANK/CREDIT CARD FEES-WATER 25,624.8758,000.00 58,000.00 32,375.13

0.0020-600-55800 DUES AND SUBSCRIPTIONS-WATER 0.001,500.00 1,500.00 1,500.00

487.8720-600-55850 EQUIPMENT RENTAL-WATER 1,879.465,000.00 5,000.00 3,120.54

2,433.3620-600-56000 INSURANCE-WATER 13,048.7030,000.00 30,000.00 16,951.30

738.3220-600-56400 PROFESSIONAL-WATER 202,352.75257,400.00 257,400.00 55,047.25

0.0020-600-56950 TRAINING & EDUCATION-WATER 0.001,700.00 1,700.00 1,700.00

72.0020-600-57400 EQUIPMENT/SOFTWARE CONTRACTS-WAT… 7,421.4531,700.00 31,700.00 24,278.55

13,613.9220-600-62000 UTILITIES ELECTRIC-WATER 80,054.64130,000.00 130,000.00 49,945.36

235.3320-600-70000 VEHICLE EXPENSE FUEL-WATER 1,540.8116,000.00 16,000.00 14,459.19

0.0020-600-70100 EQUIPMENT FUEL-WATER 0.002,500.00 2,500.00 2,500.00

491.7020-600-71000 VEHICLE REPAIR & MAINT-WATER 2,190.1210,050.00 10,050.00 7,859.88

0.0020-600-71100 EQUIPMENT REPAIR & MAINT-WATER 78.4810,000.00 10,000.00 9,921.52

5,487.8020-600-75000 VEHICLE LEASE-WATER 25,833.7740,000.00 40,000.00 14,166.23

1,059.7320-600-75100 EQUIPMENT LEASE-WATER 5,298.6512,781.00 12,781.00 7,482.35

50,495.9720-600-90000 SALARIES-WATER 192,729.60612,092.06 612,092.06 419,362.46

1,222.0820-600-90500 SALARIES OVERTIME-WATER 4,038.4912,500.00 12,500.00 8,461.51

3,797.8820-600-91500 PAYROLL TAXES-WATER 14,470.1839,345.41 39,345.41 24,875.23

4,955.7020-600-92000 RETIREMENT-WATER 19,115.9645,220.10 45,220.10 26,104.14

63.5420-600-92500 UNIFORMS-WATER 1,080.402,800.00 2,800.00 1,719.60

7,802.5020-600-93000 GROUP INSURANCE-WATER 29,996.4774,280.80 74,280.80 44,284.33

-6,393.0120-600-95100 CAPITAL ASSET EXP-WATER -6,393.01105,000.00 105,000.00 111,393.01

0.0020-600-95500 CAPITAL ASSET EQUIPMENT-WATER 0.0024,100.00 24,100.00 24,100.00

0.0020-600-96000 PRINCIPAL EXPENSE-WATER 92,500.0090,000.00 90,000.00 -2,500.00

0.0020-600-96200 INTEREST EXPENSE-WATER 4,585.0410,644.00 10,644.00 6,058.96

0.0020-600-96400 FISCAL AGENT FEES-WATER 0.001,500.00 1,500.00 1,500.00

0.0020-600-97100 BAD DEBT EXPENSE-WATER 0.003,000.00 3,000.00 3,000.00

158,663.12 910,920.582,060,193.47 2,060,193.47 1,149,272.89Department: 600 - Water Total:

Department: 700 - Sewer

0.0020-700-57200 RECYCLE CENTER EXPENSE 0.005,000.00 0.00 0.00

0.0020-700-50000 CHEMICALS-SEWER 0.002,000.00 2,000.00 2,000.00

180.9920-700-50130 SUPPLIES-SEWER 3,685.227,000.00 7,000.00 3,314.78

0.0020-700-50350 PERMIT FEES-SEWER 0.003,000.00 3,000.00 3,000.00

0.0020-700-50500 BUILDING MAINTENANCE-SEWER 4,606.561,500.00 1,500.00 -3,106.56

0.0020-700-50550 CUSTODIAL SUPPLIES-SEWER 80.961,000.00 1,000.00 919.04

0.0020-700-50600 MISCELLANEOUS EXPENSE-SEWER 23,380.1023,380.10 23,380.10 0.00

104.7620-700-50700 OFFICE SUPPLIES-SEWER 716.763,500.00 3,500.00 2,783.24

1,091.7720-700-50750 POSTAGE-SEWER 5,544.1114,000.00 14,000.00 8,455.89

7,138.3920-700-51000 REPAIRS AND MAINTENANCE-SEWER 19,458.6980,000.00 80,000.00 60,541.31

0.0020-700-51025 NEW INFRASTRUCTURE EXPENSE-SEWER 1,656.1550,000.00 50,000.00 48,343.85

0.0020-700-51030 GENERATOR REPAIRS & MAINT-SEWER 0.003,000.00 3,000.00 3,000.00
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MTD Activity YTD Activity
Budget

Remaining
Current

Total Budget
Original

Total Budget

163.7720-700-51050 I&I EXPENSE-SEWER 472.5930,000.00 35,000.00 34,527.41

272.5320-700-52000 SUPPLIES SMALL EQUIPMENT-SEWER 5,680.647,000.00 7,000.00 1,319.36

0.0020-700-55100 HOOK UP EXPENSE-SEWER 0.00100.00 100.00 100.00

0.0020-700-55200 ADVERTISING-SEWER 0.00750.00 750.00 750.00

0.0020-700-55400 AUDIT EXPENSE-SEWER 0.006,000.00 6,000.00 6,000.00

5,105.7020-700-55500 BANK/CREDIT CARD FEES-SEWER 25,624.8760,000.00 60,000.00 34,375.13

0.0020-700-55800 DUES AND SUBSCRIPTIONS-SEWER 0.00200.00 200.00 200.00

487.8820-700-55850 EQUIPMENT RENTAL-SEWER 1,193.382,600.00 2,600.00 1,406.62

2,433.3620-700-56000 INSURANCE-SEWER 16,585.3351,450.00 51,450.00 34,864.67

92.4520-700-56200 LEGAL-SEWER 92.455,000.00 5,000.00 4,907.55

0.0020-700-56300 PERMIT FEES-SEWER 0.002,000.00 0.00 0.00

7,474.8620-700-56400 PROFESSIONAL-SEWER 30,829.44100,000.00 100,000.00 69,170.56

0.0020-700-56500 SAFETY PROGRAM-SEWER 0.00200.00 200.00 200.00

0.0020-700-56950 TRAINING & EDUCATION-SEWER 0.001,500.00 1,500.00 1,500.00

72.0020-700-57400 EQUIPMENT/SOFTWARE CONTRACTS-SEW… 5,160.5620,000.00 20,000.00 14,839.44

0.0020-700-58000 SPRINGFIELD SEWER CHARGES-SEWER 297,225.36658,000.00 658,000.00 360,774.64

8,035.3620-700-62000 UTILITIES ELECTRIC-SEWER 46,600.8688,000.00 88,000.00 41,399.14

72.4820-700-70000 VEHICLE EXPENSE FUEL-SEWER 1,377.9316,000.00 16,000.00 14,622.07

0.0020-700-70100 EQUIPMENT FUEL-SEWER 1,978.746,000.00 6,000.00 4,021.26

491.6920-700-71000 VEHICLE REPAIR & MAINT-SEWER 2,618.8310,500.00 10,500.00 7,881.17

0.0020-700-71100 EQUIPMENT REPAIR & MAINT-SEWER 153.478,500.00 8,500.00 8,346.53

5,487.8020-700-75000 VEHICLE LEASE-SEWER 25,833.7740,000.00 40,000.00 14,166.23

1,059.7420-700-75100 EQUIPMENT LEASE-SEWER 5,298.7012,000.00 12,000.00 6,701.30

0.0020-700-79000 PROPERTY EASEMENT-SEWER 0.0025,000.00 25,000.00 25,000.00

74,810.1820-700-90000 SALARIES-SEWER 260,829.55638,223.25 638,223.25 377,393.70

1,944.9520-700-90500 SALARIES OVERTIME-SEWER 5,245.1216,000.00 16,000.00 10,754.88

5,650.2020-700-91500 PAYROLL TAXES-SEWER 19,654.1649,589.08 49,589.08 29,934.92

7,684.4920-700-92000 RETIREMENT-SEWER 26,434.9853,177.97 53,177.97 26,742.99

63.5520-700-92500 UNIFORMS-SEWER 1,103.072,300.00 2,300.00 1,196.93

11,422.9020-700-93000 GROUP INSURANCE-SEWER 41,326.73114,760.80 114,760.80 73,434.07

-161,073.0020-700-95100 CAPITAL ASSET EXP-SEWER 241,795.136,865,315.00 6,865,315.00 6,623,519.87

0.0020-700-95500 CAPITAL ASSET EQUIPMENT-SEWER 55,311.9024,100.00 24,100.00 -31,211.90

0.0020-700-96000 PRINCIPAL EXPENSE-SEWER 217,470.28252,500.00 252,500.00 35,029.72

0.0020-700-96200 INTEREST EXPENSE-SEWER 55,335.04172,304.00 172,304.00 116,968.96

0.0020-700-96400 FISCAL AGENT FEES-SEWER 0.001,700.00 1,700.00 1,700.00

0.0020-700-97100 BAD DEBT EXPENSE-SEWER 0.003,000.00 3,000.00 3,000.00

-19,731.20 1,450,361.439,537,150.20 9,535,150.20 8,084,788.77Department: 700 - Sewer Total:

138,931.92 2,361,282.0111,597,343.67 11,595,343.67 9,234,061.66Expense Total:

1,474,994.20 849,597.94-303,742.67 -301,742.67Fund: 20 - WATER AND SEWER FUND Surplus (Deficit):

Fund: 30 - PARKS FUND

Revenue

Department: 800 - Parks

0.0030-800-40000 ADVERTISING REVENUE (PARKS) 4,097.9222,000.00 22,000.00 17,902.08

63.5030-800-40400 CONCESSION INCOME 5,475.2037,000.00 37,000.00 31,524.80

0.0030-800-40500 DONATIONS 0.004,800.00 4,800.00 4,800.00

1,654.7530-800-40600 FACILITY INCOME 26,393.5045,000.00 45,000.00 18,606.50

7,960.4430-800-40650 FITNESS CENTER INCOME 39,324.2768,000.00 68,000.00 28,675.73

-183.0030-800-40800 MISCELLANEOUS INCOME-PKS 72.002,800.00 2,800.00 2,728.00

0.0030-800-40900 PARK PERMIT FEES-PKS 5,200.0014,000.00 14,000.00 8,800.00

12,760.0030-800-40950 SWIM POOL INCOME 21,920.00135,000.00 135,000.00 113,080.00

1,325.6630-800-41300 FRANCHISE MOBILE PHONE TOWER 6,628.3015,900.00 15,900.00 9,271.70

348.1530-800-43000 INTEREST INCOME-PKS 1,450.301,000.00 1,000.00 -450.30

423.8330-800-45300 TAX REAL ESTATE-PKS 72,480.2774,218.00 74,218.00 1,737.73

34,954.9530-800-45400 TAX SALES & USE REVENUES-PKS 172,301.09390,000.00 390,000.00 217,698.91

23,970.4730-800-45500 TAX SALES CAP IMP-PKS 121,567.71300,000.00 300,000.00 178,432.29

170,000.0030-800-46000 TRANSFER FROM GCG 170,000.000.00 0.00 -170,000.00

0.0030-800-47000 ADULT PROGRAMS-PKS 515.002,400.00 2,400.00 1,885.00

0.0030-800-47100 YOUTH PROGRAMS-PKS -85.001,700.00 1,700.00 1,785.00
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MTD Activity YTD Activity
Budget

Remaining
Current

Total Budget
Original

Total Budget

6,760.0030-800-47200 YOUTH CAMP-PKS 15,660.00100,000.00 100,000.00 84,340.00

870.0030-800-47300 YOUTH SPORTS-PKS 21,870.0040,000.00 40,000.00 18,130.00

3,785.0030-800-48000 FREEDOM FEST INCOME 14,105.008,000.00 8,000.00 -6,105.00

0.0030-800-48100 SPECIAL EVENT INCOME 2,194.002,000.00 2,000.00 -194.00

0.0030-800-48200 SHIRT INCOME 0.0050.00 50.00 50.00

9,650.0030-800-49000 CAPITAL ASSET SALES-PKS 9,650.0020,000.00 20,000.00 10,350.00

274,343.75 710,819.561,283,868.00 1,283,868.00 573,048.44Department: 800 - Parks Total:

274,343.75 710,819.561,283,868.00 1,283,868.00 573,048.44Revenue Total:

Expense

Department: 800 - Parks

0.0030-800-50000 CHEMICALS-PKS 0.0018,000.00 18,000.00 18,000.00

1,152.0130-800-50110 SUPPLIES GROUNDS-PKS 1,278.591,500.00 1,500.00 221.41

89.7430-800-50130 SUPPLIES GENERAL-PKS 685.703,000.00 3,000.00 2,314.30

315.3830-800-50140 SUPPLIES AQUATIC-PKS 699.356,500.00 6,500.00 5,800.65

684.7530-800-50150 SUPPLIES SPORTS SHIRTS-PKS 3,607.957,000.00 7,000.00 3,392.05

0.0030-800-50170 SUPPLIES SPECIAL ACTIVITY-PKS 546.947,000.00 7,000.00 6,453.06

0.0030-800-50175 SUPPLIES YOUTH PROGRAM-PKS 0.001,000.00 1,000.00 1,000.00

1,204.4630-800-50177 SUPPLIES YOUTH CAMP-PKS 1,204.466,700.00 6,700.00 5,495.54

251.6430-800-50180 SUPPLIES SPORTS-PKS 341.635,500.00 5,500.00 5,158.37

0.0030-800-50190 TREE CITY USA-PKS 0.00500.00 500.00 500.00

1,115.2530-800-50200 CONCESSIONS-PKS 3,032.1822,000.00 22,000.00 18,967.82

0.0030-800-50400 FITNESS CENTER EXPENSE-PKS 177.793,500.00 3,500.00 3,322.21

5,800.0030-800-50450 FREEDOM FEST EXPENSE-PKS 16,225.8522,600.00 22,600.00 6,374.15

10,165.1130-800-50500 BUILDING MAINTENANCE-PKS 15,044.5124,000.00 24,000.00 8,955.49

215.3630-800-50550 CUSTODIAL SUPPLIES-PKS 1,142.385,000.00 5,000.00 3,857.62

0.0030-800-50600 MISCELLANEOUS EXPENSE-PKS 2,062.952,062.95 2,062.95 0.00

0.0030-800-50700 OFFICE SUPPLIES-PKS 224.672,300.00 2,300.00 2,075.33

0.0030-800-50750 POSTAGE-PKS 12.6075.00 75.00 62.40

43.0330-800-51000 REPAIRS AND MAINTENANCE-PKS 10,028.415,200.00 5,200.00 -4,828.41

-11.8430-800-52000 SUPPLIES SMALL EQUIPMENT-PKS 691.703,500.00 3,500.00 2,808.30

0.0030-800-55200 ADVERTISING-PKS 3,610.453,500.00 3,500.00 -110.45

0.0030-800-55400 AUDIT EXPENSE-PKS 0.001,000.00 1,000.00 1,000.00

313.6530-800-55500 BANK/CREDIT CARD FEES-PKS 1,725.624,000.00 4,000.00 2,274.38

588.4030-800-55800 DUES AND SUBSCRIPTIONS-PKS 2,624.403,700.00 3,700.00 1,075.60

161.6730-800-55850 EQUIPMENT RENTAL-PKS 1,678.557,035.00 7,035.00 5,356.45

7,003.1730-800-56000 INSURANCE-PKS 45,455.3456,500.00 56,500.00 11,044.66

466.4530-800-56400 PROFESSIONAL-PKS 2,644.306,000.00 6,000.00 3,355.70

1,634.0030-800-56500 SAFETY PROGRAM-PKS 2,680.182,500.00 2,500.00 -180.18

92.5030-800-56950 TRAINING & EDUCATION-PKS 669.506,100.00 6,100.00 5,430.50

0.0030-800-57400 EQUIPMENT/SOFTWARE CONTRACTS-PKS 11,151.8516,000.00 16,000.00 4,848.15

5,226.4730-800-62000 UTILITIES ELECTRIC-PKS 31,314.2877,500.00 77,500.00 46,185.72

5,413.5930-800-71000 VEHICLE REPAIR & MAINT-PKS 26,167.800.00 63,000.00 36,832.20

0.0030-800-75000 VEHICLE LEASE-PKS 0.0063,000.00 0.00 0.00

23,826.5830-800-90000 SALARIES-PKS 117,697.98310,643.31 310,643.31 192,945.33

310.7630-800-90500 SALARIES OVERTIME-PKS 411.605,000.00 5,000.00 4,588.40

15,713.5630-800-91000 SALARIES SEASONAL-PKS 62,056.02270,000.00 270,000.00 207,943.98

2,956.9830-800-91500 PAYROLL TAXES-PKS 13,433.2445,592.81 45,592.81 32,159.57

2,014.2130-800-92000 RETIREMENT-PKS 10,631.3137,572.56 37,572.56 26,941.25

2,782.4430-800-93000 GROUP INSURANCE-PKS 15,488.6681,516.60 81,516.60 66,027.94

9,229.7630-800-95100 CAPITAL ASSET EXP-PKS 22,531.91131,290.00 131,290.00 108,758.09

0.0030-800-95500 CAPITAL ASSET EQUIPMENT-PKS 0.0042,414.00 42,414.00 42,414.00

0.0030-800-96000 PRINCIPAL EXPENSE-PKS 250,000.00250,000.00 250,000.00 0.00

0.0030-800-96200 INTEREST EXPENSE-PKS 31,969.9860,257.00 60,257.00 28,287.02
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https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%20898b4db8-13f6-0f32-4cc8-b6546d32ea7b
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%207219b51c-a2e7-4883-be8b-ad4700c9746a
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%203f726dae-a73c-1ce2-9d7f-4ab20d3720cb
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%20aa15e38d-5977-ff02-80a1-8f03c8497c9e
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%205a9bc24c-6649-f1fb-706d-55774d400383
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%2042e53602-020a-984a-1cf8-c61d003160b4
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%20e9df1a85-b8db-3c41-f0d4-6f128aaf91d8
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%20eb6511ab-2948-8646-494a-47932df1093a
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%20ad1ee6e5-4784-8927-687d-4ff7365a6ae2
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%20b28a719d-eb1e-1030-701c-4af05fab764d
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%2038162ab6-42d5-5d63-4cdd-4c0c830065e5
https://incode.tylerhost.net/willardmo/apps/form/?path=General%20Ledger/Account&$filter=AccountId%20eq%2089f68d39-5016-c137-2c44-ece61a9eb1d3


Income Statement For Fiscal: 2026 Period Ending: 05/31/2026

6/17/2026 3:25:40 PM Page 8 of 10

MTD Activity YTD Activity
Budget

Remaining
Current

Total Budget
Original

Total Budget

750.0030-800-96400 FISCAL AGENT FEES 1,500.001,500.00 1,500.00 0.00

99,509.08 712,450.631,629,559.23 1,629,559.23 917,108.60Department: 800 - Parks Total:

99,509.08 712,450.631,629,559.23 1,629,559.23 917,108.60Expense Total:

174,834.67 -1,631.07-345,691.23 -345,691.23Fund: 30 - PARKS FUND Surplus (Deficit):

1,300,683.06 884,073.49Total Surplus (Deficit): -587,396.46-584,396.46
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Income Statement For Fiscal: 2026 Period Ending: 05/31/2026

6/17/2026 3:25:40 PM Page 9 of 10

Group Summary

MTD Activity YTD Activity
Budget

RemainingDepartment

Current
Total Budget

Original
Total Budget

Fund: 10 - GENERAL FUND

Revenue

-32,015.81 920,686.022,232,982.00 2,232,982.00 1,312,295.98100 - General Government

8,653.51 49,872.19374,300.00 374,300.00 324,427.81200 - Law

5,998.78 37,632.8095,000.00 95,000.00 57,367.20250 - Court

34,435.37 239,120.42362,400.00 362,400.00 123,279.58300 - Streets

2,978.62 83,029.3370,100.00 70,100.00 -12,929.33400 - Planning & Development

0.00 0.008,500.00 8,500.00 8,500.00500 - Emergency Management

20,050.47 1,330,340.76 1,812,941.243,143,282.00 3,143,282.00Revenue Total:

Expense

68,467.24 264,140.11459,952.71 459,952.71 195,812.60100 - General Government

153,529.39 566,439.301,443,574.20 1,443,574.20 877,134.90200 - Law

11,857.21 60,948.79145,024.46 145,024.46 84,075.67250 - Court

90,612.25 190,758.43455,422.97 460,422.97 269,664.54300 - Streets

38,526.19 190,976.90540,270.22 540,270.22 349,293.32400 - Planning & Development

635.00 10,144.0011,000.00 11,000.00 856.00450 - Economic Development

5,569.00 10,826.6123,000.00 23,000.00 12,173.39500 - Emergency Management

369,196.28 1,294,234.14 1,789,010.423,078,244.56 3,083,244.56Expense Total:

-349,145.81 36,106.62 23,930.8265,037.44 60,037.44Fund: 10 - GENERAL FUND Surplus (Deficit):

Fund: 20 - WATER AND SEWER FUND

Revenue

156,877.18 804,706.352,147,836.50 2,147,836.50 1,343,130.15600 - Water

1,457,048.94 2,406,173.609,145,764.50 9,145,764.50 6,739,590.90700 - Sewer

1,613,926.12 3,210,879.95 8,082,721.0511,293,601.00 11,293,601.00Revenue Total:

Expense

158,663.12 910,920.582,060,193.47 2,060,193.47 1,149,272.89600 - Water

-19,731.20 1,450,361.439,537,150.20 9,535,150.20 8,084,788.77700 - Sewer

138,931.92 2,361,282.01 9,234,061.6611,597,343.67 11,595,343.67Expense Total:

1,474,994.20 849,597.94 -1,151,340.61-303,742.67 -301,742.67Fund: 20 - WATER AND SEWER FUND Surplus (Deficit):

Fund: 30 - PARKS FUND

Revenue

274,343.75 710,819.561,283,868.00 1,283,868.00 573,048.44800 - Parks

274,343.75 710,819.56 573,048.441,283,868.00 1,283,868.00Revenue Total:

Expense

99,509.08 712,450.631,629,559.23 1,629,559.23 917,108.60800 - Parks

99,509.08 712,450.63 917,108.601,629,559.23 1,629,559.23Expense Total:

174,834.67 -1,631.07 -344,060.16-345,691.23 -345,691.23Fund: 30 - PARKS FUND Surplus (Deficit):

1,300,683.06 884,073.49Total Surplus (Deficit): -587,396.46-584,396.46
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Income Statement For Fiscal: 2026 Period Ending: 05/31/2026

6/17/2026 3:25:40 PM Page 10 of 10

Fund Summary

MTD Activity YTD Activity
Budget

RemainingFund
Current

Total Budget
Original

Total Budget

10 - GENERAL FUND -349,145.81 36,106.62 23,930.8260,037.4465,037.44

20 - WATER AND SEWER FU… 1,474,994.20 849,597.94 -1,151,340.61-301,742.67-303,742.67

30 - PARKS FUND 174,834.67 -1,631.07 -344,060.16-345,691.23-345,691.23

Total Surplus (Deficit): 1,300,683.06 884,073.49-587,396.46-584,396.46
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Finance Department Report 
6/22/26 Board of Aldermen Meeting 
 

 
CITY OF WILLARD 

BOARD OF ALDERMEN 
 

 
 
 
 
 

FINANCE DEPARTMENT 
  

 
ACTION REQUIRED:   APPROVAL REQUESTED 
 

 May 2026/June 2026 Outstanding Invoices   
 May 2026/June 2026 Check Paid Invoices and Draft 

Paid Invoices 
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6/17/2026 4:07:58 PM Page 1 of 6

Expense Approval Report 2
City of Willard, MO By Vendor Name

Post Dates 6/5/2026 - 6/17/2026

AmountDescription (Item)Post DatePayable NumberVendor Name Account Number

Vendor: ACS100 - AMAZON CAPITAL SERVICES INC

8.99HVY DTY PICTURE HANGING
KIT - GEN

06/05/2026NJWXAMAZON CAPITAL SERVICES I… 10-100-50130

183.93INK CARTRIDGES - P&D06/06/2026HKYTAMAZON CAPITAL SERVICES I… 10-400-50130

211.03DEWALT 20V MAX BATRY-4 1/2
CUTTING WHL- W / S

06/06/2026K1HGAMAZON CAPITAL SERVICES I… 20-600-52000

211.03DEWALT 20V MAX BATRY-4 1/2
CUTTING WHL- W / S

06/06/2026K1HGAMAZON CAPITAL SERVICES I… 20-700-52000

108.99INK CARTRIDGE - P&D06/08/2026916YAMAZON CAPITAL SERVICES I… 10-400-50130

64.98WALL MOUNT KEY LOCK BOX -
PKS

06/08/2026C6CGAMAZON CAPITAL SERVICES I… 30-800-50500

69.84BATTERIES, AMERICAN FLAG,
6-PACK PICKLEBALLS - PKS

06/08/2026GWWGAMAZON CAPITAL SERVICES I… 30-800-50130

15.99BATTERIES, AMERICAN FLAG,
6-PACK PICKLEBALLS - PKS

06/08/2026GWWGAMAZON CAPITAL SERVICES I… 30-800-50180

56.18CHAIR MAT - GEN06/09/2026XFL7AMAZON CAPITAL SERVICES I… 10-100-50130

8.99OVER THE DOOR HANGER W/
HOOKS - GEN

06/10/20264DFHAMAZON CAPITAL SERVICES I… 10-100-50130

13.99CLOCK MOVEMENT KIT - GEN06/11/20267QQWAMAZON CAPITAL SERVICES I… 10-100-50130

Vendor ACS100 - AMAZON CAPITAL SERVICES INC Total: 953.94

Vendor: AWN100 - ARROW NETWORKS

318.45PHONE & INTERNET SERV - ALL06/14/202640953ARROW NETWORKS 10-100-62000

807.75PHONE & INTERNET SERV - ALL06/14/202640953ARROW NETWORKS 10-200-62000

245.95PHONE & INTERNET SERV - ALL06/14/202640953ARROW NETWORKS 10-250-62000

106.15PHONE & INTERNET SERV - ALL06/14/202640953ARROW NETWORKS 10-300-62000

318.45PHONE & INTERNET SERV - ALL06/14/202640953ARROW NETWORKS 10-400-61000

458.25PHONE & INTERNET SERV - ALL06/14/202640953ARROW NETWORKS 20-600-62000

458.25PHONE & INTERNET SERV - ALL06/14/202640953ARROW NETWORKS 20-700-62000

807.75PHONE & INTERNET SERV - ALL06/14/202640953ARROW NETWORKS 30-800-62000

Vendor AWN100 - ARROW NETWORKS Total: 3,521.00

Vendor: CLH100 - CLAYTON HOLDINGS LLC

529.87LEASE ON EQUIPMENT -
STS/W/S

06/10/2026322483CLAYTON HOLDINGS LLC 10-300-70000

1,059.73LEASE ON EQUIPMENT -
STS/W/S

06/10/2026322483CLAYTON HOLDINGS LLC 20-600-75100

1,059.74LEASE ON EQUIPMENT -
STS/W/S

06/10/2026322483CLAYTON HOLDINGS LLC 20-700-75100

Vendor CLH100 - CLAYTON HOLDINGS LLC Total: 2,649.34

Vendor: CNA110 - CNA SURETY

745.00EMPLOYEE BOND INSURANCE -
ALL DEPTS

06/08/20266-8-26CNA SURETY 10-100-56000

52.50EMPLOYEE BOND INSURANCE -
ALL DEPTS

06/08/20266-8-26CNA SURETY 10-200-56000

350.00EMPLOYEE BOND INSURANCE -
ALL DEPTS

06/08/20266-8-26CNA SURETY 10-250-56000

131.25EMPLOYEE BOND INSURANCE -
ALL DEPTS

06/08/20266-8-26CNA SURETY 20-600-56000

131.25EMPLOYEE BOND INSURANCE -
ALL DEPTS

06/08/20266-8-26CNA SURETY 20-700-56000

245.00EMPLOYEE BOND INSURANCE -
ALL DEPTS

06/08/20266-8-26CNA SURETY 30-800-56000

Vendor CNA110 - CNA SURETY Total: 1,655.00

Vendor: COMMGN - COMMERCE CREDIT CARD SERVICES

39.96MIDWEST POOL & SPA CAULK -
PKS

06/05/2026361530-1COMMERCE CREDIT CARD SE… 30-800-50500
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Expense Approval Report 2   Post Dates: 6/5/2026 - 6/17/2026

6/17/2026 4:07:58 PM Page 2 of 6

AmountDescription (Item)Post DatePayable NumberVendor Name Account Number

5.20DOLLAR GENRL- CLEAN SUPLYS
FOR SHOP - STS/W/S

06/09/20266-9-26 DGCOMMERCE CREDIT CARD SE… 10-300-50130

10.40DOLLAR GENRL- CLEAN SUPLYS
FOR SHOP - STS/W/S

06/09/20266-9-26 DGCOMMERCE CREDIT CARD SE… 20-600-50130

10.40DOLLAR GENRL- CLEAN SUPLYS
FOR SHOP - STS/W/S

06/09/20266-9-26 DGCOMMERCE CREDIT CARD SE… 20-700-50130

24.12STAMPS.COM POSTAGE-ALL06/09/20266-9-26 STAMPSCOMMERCE CREDIT CARD SE… 10-100-50750

2.15STAMPS.COM POSTAGE-ALL06/09/20266-9-26 STAMPSCOMMERCE CREDIT CARD SE… 10-200-50750

47.04STAMPS.COM POSTAGE-ALL06/09/20266-9-26 STAMPSCOMMERCE CREDIT CARD SE… 10-250-50750

9.04STAMPS.COM POSTAGE-ALL06/09/20266-9-26 STAMPSCOMMERCE CREDIT CARD SE… 10-400-50600

9.52STAMPS.COM POSTAGE-ALL06/09/20266-9-26 STAMPSCOMMERCE CREDIT CARD SE… 20-600-50750

8.13STAMPS.COM POSTAGE-ALL06/09/20266-9-26 STAMPSCOMMERCE CREDIT CARD SE… 20-700-50750

91.62FELLERS FOOD -SUPLYS FOR
CONCESSIONS- PKS

06/09/2026P111947COMMERCE CREDIT CARD SE… 30-800-50200

68.88DOMINOS PIZZA/DRINKS CAMP
- PKS

06/11/20266-11-26 DOMINOSCOMMERCE CREDIT CARD SE… 30-800-50177

68.46WALMART SNO CONES,
POPCRN/TOPNGS CAMP - PKS

06/11/20266-11-26 WALMARTCOMMERCE CREDIT CARD SE… 30-800-50177

12.79STAMPS.COM MONTHLY FEE-
GEN

06/14/20266-14-26 STAMPSCOMMERCE CREDIT CARD SE… 10-100-50750

95.90CROWN AWARDS PARADE
TROPHIES FRDMFEST - PKS

06/16/202616037475COMMERCE CREDIT CARD SE… 30-800-50450

41.75DOLLAR GENRL DRINKS FOR
WORK STDY MEETNG - P&D

06/16/20266-16-26 DGCOMMERCE CREDIT CARD SE… 10-400-50130

412.20PIZANOS- PIZZA FOR WORK
STDY MEETNG - P&D

06/16/20266-16-26 PIZANOSCOMMERCE CREDIT CARD SE… 10-400-50130

24.29DG PLATES, NAPKINS, WATER,
MISC FOR GFOA MEET- GEN

06/17/20266-17-26 DGCOMMERCE CREDIT CARD SE… 10-100-50130

85.30HOG TIDE BBQ - GFOA
MEETING - GEN

06/17/20266-17-26 HOG TIDECOMMERCE CREDIT CARD SE… 10-100-50130

125.26HOG TIDE BBQ - GFOA
MEETING - GEN

06/17/20266-17-26 HOG TIDE PO29232COMMERCE CREDIT CARD SE… 10-100-50130

Vendor COMMGN - COMMERCE CREDIT CARD SERVICES Total: 1,192.41

Vendor: CON170 - CONCO COMPANIES

130.405/8" COMM STONE, 1" DIRTY
BASE - STS

06/06/20267002469091CONCO COMPANIES 10-300-51000

Vendor CON170 - CONCO COMPANIES Total: 130.40

Vendor: DDG100 - DECKER & PACE

18,000.00AUDIT OF FINANCIAL STMNTS -
GEN

06/10/20266-10-26DECKER & PACE 10-100-55400

Vendor DDG100 - DECKER & PACE Total: 18,000.00

Vendor: DWH100 - DIG WISE HYDRO INC

2,275.00VACUUMED WTR LINES FOR
TEST SPOTS - W

06/10/20262304DIG WISE HYDRO INC 20-600-51000

Vendor DWH100 - DIG WISE HYDRO INC Total: 2,275.00

Vendor: FLY200 - FLYNN DRILLING CO INC

700.00MAINTENANCE INSPECTION
ON WELLS # 1&2- W

06/11/202649472FLYNN DRILLING CO INC 20-600-51000

Vendor FLY200 - FLYNN DRILLING CO INC Total: 700.00

Vendor: ICMA100 - INTERNATIONAL CITY/COUNTY MANAGEMENT ASSOC

512.50JOB ADV FOR CITY ADMIN -
GEN

06/12/2026744055INTERNATIONAL CITY/COUNTY… 10-100-55200

Vendor ICMA100 - INTERNATIONAL CITY/COUNTY MANAGEMENT ASSOC Total: 512.50

Vendor: JOE400 - JOE'S TIRE SHOP INC

15.00USED TIRE MOUNT & BAL TRK
#20 - STS / W / S

06/05/2026386087JOE'S TIRE SHOP INC 10-300-70000

30.00USED TIRE MOUNT & BAL TRK
#20 - STS / W / S

06/05/2026386087JOE'S TIRE SHOP INC 20-600-71000

30.00USED TIRE MOUNT & BAL TRK
#20 - STS / W / S

06/05/2026386087JOE'S TIRE SHOP INC 20-700-71000

Vendor JOE400 - JOE'S TIRE SHOP INC Total: 75.00
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Expense Approval Report 2   Post Dates: 6/5/2026 - 6/17/2026
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AmountDescription (Item)Post DatePayable NumberVendor Name Account Number

Vendor: LOW505 - LOWE'S CREDIT SERVICES

247.87(9) PADLOCKS - W06/09/202693782LOWE'S CREDIT SERVICES 20-600-51000

Vendor LOW505 - LOWE'S CREDIT SERVICES Total: 247.87

Vendor: MTE200 - MURPHY TRACTOR & EQUIPMENT

89.12BUSHING FOR BUCKET - S06/09/20262686111MURPHY TRACTOR & EQUIPM… 20-700-71100

Vendor MTE200 - MURPHY TRACTOR & EQUIPMENT Total: 89.12

Vendor: ORE145 - O'REILLY AUTOMOTIVE INC

5.46DISCONNECT TERMINAL SET
FOR TRAILER - PKS

06/15/2026286948O'REILLY AUTOMOTIVE INC 30-800-71000

17.99SCREW EXTRACTOR FOR WORK
TRUCK - PKS

06/15/2026286966O'REILLY AUTOMOTIVE INC 30-800-52000

9.49PIPE TAP - PKS06/15/2026287015O'REILLY AUTOMOTIVE INC 30-800-52000

Vendor ORE145 - O'REILLY AUTOMOTIVE INC Total: 32.94

Vendor: OTO150 - OZARKS TRANSPORTATION ORGANIZATION

3,117.042026-2027 DUES-GEN06/08/20262026-009OZARKS TRANSPORTATION O… 10-100-55800

Vendor OTO150 - OZARKS TRANSPORTATION ORGANIZATION Total: 3,117.04

Vendor: REP100 - REPUBLIC PRINTING INC

150.002-PART AGREEMENT TO PAY
FORMS - CT

06/08/2026044101REPUBLIC PRINTING INC 10-250-50700

Vendor REP100 - REPUBLIC PRINTING INC Total: 150.00

Vendor: SMCO - SOUTHWEST MISSOURI CODE OFFICIALS

200.00SUMMER SEMINAR
REGISTRATION MIKE & SAM -
P&D

06/15/20266-15-26SOUTHWEST MISSOURI CODE… 10-400-56950

Vendor SMCO - SOUTHWEST MISSOURI CODE OFFICIALS Total: 200.00

Vendor: MIS315 - SPIRE

76.54UTIL EXP GAS REC CNTR-PKS06/08/20266-8-26 HWY ZSPIRE 30-800-62000

61.41UTIL EXP GAS-W06/09/20266-9-26 108 JCKSNSPIRE 20-600-62000

101.10UTIL EXP GAS COMM BLDG-
PKS

06/09/20266-9-26 220 JCKSNSPIRE 30-800-62000

61.41UTIL EXP GAS CITY HALL-GEN06/09/20266-9-26 224 JCKSNSPIRE 10-100-62000

61.41UTIL EXP GAS-S06/09/20266-9-26 HOLLYSPIRE 20-700-62000

Vendor MIS315 - SPIRE Total: 361.87

Vendor: SPR275 - SPRINGFIELD WINWATER WORKS CO

518.40708YS22 1X1 CTS Y-BRANCH -
W

06/08/2026350291 02SPRINGFIELD WINWATER WO… 20-600-51000

2,671.596X18 SWXSO ADPT, 6MJ 90
C153, 6 DI MJ GASKT - W

06/08/2026350524 01SPRINGFIELD WINWATER WO… 20-600-51000

Vendor SPR275 - SPRINGFIELD WINWATER WORKS CO Total: 3,189.99

Vendor: SPR200 - SPRINGFIELD-GREENE COUNTY HEALTH DEPARTMENT

143.00WATER SAMPLE TESTING FEES
- W

06/05/2026060526SPRINGFIELD-GREENE COUNTY… 20-600-50200

Vendor SPR200 - SPRINGFIELD-GREENE COUNTY HEALTH DEPARTMENT Total: 143.00

Vendor: COC200 - SW MISSOURI ENGINEERING LLC

1,566.25AUBURN MDWS CAPCTY
STUDY - W

06/10/2026SW3628SW MISSOURI ENGINEERING L… 20-600-56400

Vendor COC200 - SW MISSOURI ENGINEERING LLC Total: 1,566.25

Vendor: UMB100 - UMB BANK

750.00SERIES 2015 FISCAL AGENT
FEES - PKS

06/09/20261052389UMB BANK 30-800-96400

2,995.41SERIES 2014 COP INTRST - W/S06/10/20266-10-26UMB BANK 20-600-96200

2,995.40SERIES 2014 COP INTRST - W/S06/10/20266-10-26UMB BANK 20-700-96200

Vendor UMB100 - UMB BANK Total: 6,740.81

Vendor: WTV100 - WILLARD HOME CENTER LLC

0.9032oz AP SPRAYER BOTTLE -
STS/W/S

06/05/2026B313813WILLARD HOME CENTER LLC 10-300-50130

1.7932oz AP SPRAYER BOTTLE -
STS/W/S

06/05/2026B313813WILLARD HOME CENTER LLC 20-600-50130
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1.8032oz AP SPRAYER BOTTLE -
STS/W/S

06/05/2026B313813WILLARD HOME CENTER LLC 20-700-50130

6.2912OZ GLS APPLE RED PAINT-
MEADOWS WTR TWR - W

06/08/2026B314032WILLARD HOME CENTER LLC 20-600-51000

12.001X12X12 WP #4 - FALL CREEK
PATCH REPAIR -STS

06/10/2026D144931WILLARD HOME CENTER LLC 10-300-51000

30.516' TUBE SIPHONE PMP, 2" WHT
CAP SLIP- W

06/10/2026D144940WILLARD HOME CENTER LLC 20-600-50130

17.992" COMB PADLOCK - W06/11/2026D144856WILLARD HOME CENTER LLC 20-600-50130

17.852X12-8' #2 SYPINE - WTR SPLYS
- W

06/12/2026B314305WILLARD HOME CENTER LLC 20-600-50130

13.49SPRAYER COMPRESSION POLY
1GAL - STS

06/13/2026B314415WILLARD HOME CENTER LLC 10-300-52000

17.60NIPPLE, ELBOW, WSHRS, NUTS,
BLTS FOR POOL - PKS

06/15/2026B314540WILLARD HOME CENTER LLC 30-800-50500

Vendor WTV100 - WILLARD HOME CENTER LLC Total: 120.22

Grand Total: 47,623.70
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Report Summary

Fund Summary

Fund Expense Amount

10 - GENERAL FUND 26,857.07

20 - WATER AND SEWER FUND 18,220.07

30 - PARKS FUND 2,546.56

Grand Total: 47,623.70

Account Summary

Account Number Account Name Expense Amount

10-100-50130 SUPPLIES-GEN 323.00

10-100-50750 POSTAGE-GEN 36.91

10-100-55200 ADVERTISING EXPENSE-… 512.50

10-100-55400 AUDIT EXPENSE-GEN 18,000.00

10-100-55800 DUES AND SUBSCRIPTIO… 3,117.04

10-100-56000 INSURANCE-GEN 745.00

10-100-62000 UTILITIES ELECTRIC-GEN 379.86

10-200-50750 POSTAGE-LAW 2.15

10-200-56000 INSURANCE-LAW 52.50

10-200-62000 UTILITIES ELECTRIC-LAW 807.75

10-250-50700 OFFICE SUPPLIES-COURT 150.00

10-250-50750 POSTAGE-COURT 47.04

10-250-56000 INSURANCE-COURT 350.00

10-250-62000 UTILITIES-ELECTRIC-COU… 245.95

10-300-50130 SUPPLIES-STREETS 6.10

10-300-51000 REPAIRS AND MAINTEN… 142.40

10-300-52000 SUPPLIES SMALL EQUIP… 13.49

10-300-62000 UTILITIES ELECTRIC-STRE… 106.15

10-300-70000 VEHICLE EXPENSE FUEL-… 544.87

10-400-50130 SUPPLIES-P&D 746.87

10-400-50600 MISCELLANEOUS EXPEN… 9.04

10-400-56950 TRAINING & EDUCATION… 200.00

10-400-61000 TELEPHONE-P&D 318.45

20-600-50130 SUPPLIES-WATER 78.54

20-600-50200 LABORATORY FEES-WAT… 143.00

20-600-50750 POSTAGE-WATER 9.52

20-600-51000 REPAIRS AND MAINTEN… 6,419.15

20-600-52000 SUPPLIES SMALL EQUIP… 211.03

20-600-56000 INSURANCE-WATER 131.25

20-600-56400 PROFESSIONAL-WATER 1,566.25

20-600-62000 UTILITIES ELECTRIC-WAT… 519.66

20-600-71000 VEHICLE REPAIR & MAIN… 30.00

20-600-75100 EQUIPMENT LEASE-WAT… 1,059.73

20-600-96200 INTEREST EXPENSE-WAT… 2,995.41

20-700-50130 SUPPLIES-SEWER 12.20

20-700-50750 POSTAGE-SEWER 8.13

20-700-52000 SUPPLIES SMALL EQUIP… 211.03

20-700-56000 INSURANCE-SEWER 131.25

20-700-62000 UTILITIES ELECTRIC-SEW… 519.66

20-700-71000 VEHICLE REPAIR & MAIN… 30.00

20-700-71100 EQUIPMENT REPAIR & … 89.12

20-700-75100 EQUIPMENT LEASE-SEW… 1,059.74

20-700-96200 INTEREST EXPENSE-SEW… 2,995.40

30-800-50130 SUPPLIES GENERAL-PKS 69.84

30-800-50177 SUPPLIES YOUTH CAMP-… 137.34

30-800-50180 SUPPLIES SPORTS-PKS 15.99

30-800-50200 CONCESSIONS-PKS 91.62

30-800-50450 FREEDOM FEST EXPENSE… 95.90

30-800-50500 BUILDING MAINTENANC… 122.54

30-800-52000 SUPPLIES SMALL EQUIP… 27.48
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Expense Approval Report 2   Post Dates: 6/5/2026 - 6/17/2026

6/17/2026 4:07:58 PM Page 6 of 6

Account Summary

Account Number Account Name Expense Amount

30-800-56000 INSURANCE-PKS 245.00

30-800-62000 UTILITIES ELECTRIC-PKS 985.39

30-800-71000 VEHICLE REPAIR & MAIN… 5.46

30-800-96400 FISCAL AGENT FEES 750.00

Grand Total: 47,623.70

Project Account Summary

Project Account Key Expense Amount

**None** 47,623.70

Grand Total: 47,623.70
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6/16/2026 4:30:59 PM Page 1 of 4

My Check Report
City of Willard, MO By Check Number

Date Range: 05/01/2026 - 05/31/2026

Vendor Number Vendor Name Payment Amount NumberPayment TypePayment Date Discount Amount

Bank Code: CITY-CITY

GCO100 GOVCONNECTIONS INC 05/01/2026 51673-188.94Regular 0.00

**Void** 05/05/2026 520510.00Regular 0.00

**Void** 05/05/2026 520520.00Regular 0.00

**Void** 05/05/2026 520530.00Regular 0.00

FAM200 FAMILY SUPPORT PAYMENT CENTER 05/05/2026 5205464.62Regular 0.00

FAM201 FAMILY SUPPORT PAYMENT CENTER 2 05/05/2026 52055104.77Regular 0.00

GCCC GREENE COUNTY CIRCUIT CLERK 05/05/2026 52056134.75Regular 0.00

PKR100 PARKER RENTALS 05/06/2026 5205747,000.00Regular 0.00

PBI100 PAUL BIRD 05/07/2026 52058504.50Regular 0.00

LEC100 LARSON EQUIPMENT CO 05/07/2026 5205928,000.00Regular 0.00

HRO100 HANNAH ROYSTER 05/13/2026 5206014.69Regular 0.00

AMA300 ALLGEIER MARTIN & ASSOCIATES INC 05/13/2026 52061508.00Regular 0.00

AGA200 AMERICAN GLASS & ALUMINUM INC 05/13/2026 52062805.00Regular 0.00

APM100 APPLE MARKET 05/13/2026 520634.49Regular 0.00

BTB100 B TODD BOLIN 05/13/2026 520641,252.58Regular 0.00

BWI200 BULK WASTE LLC d/b/a BWI SANITATION 05/13/2026 52065152.60Regular 0.00

CJW100 CJW TRANSPORTATION CONSULTANTS LLC 05/13/2026 520665,487.00Regular 0.00

CCG100 CLEAR CREEK GOLF CAR & VEHICLES LLC 05/13/2026 52067575.00Regular 0.00

CON170 CONCO COMPANIES 05/13/2026 520681,974.85Regular 0.00

DAV100 DAVID DORAN ATTORNEY AT LAW 05/13/2026 52069900.00Regular 0.00

DEL100 DELL MARKETING LP 05/13/2026 52070184.99Regular 0.00

DPT150 DELONG PLUMBING TWO INC 05/13/2026 520711,019.00Regular 0.00

DRU200 DRURY UNIVERSITY 05/13/2026 520721,140.00Regular 0.00

GCO100 GOVCONNECTIONS INC 05/13/2026 520731,007.12Regular 0.00

GDL100 GRIER DIRTWORKS LLC 05/13/2026 520742,000.00Regular 0.00

HDE100 HAHN DEBOEF LLC 05/13/2026 520755,000.00Regular 0.00

HSC150 HORTON SUPPLY COMPANY 05/13/2026 52076823.00Regular 0.00

INT200 INTOXIMETERS INC 05/13/2026 52077258.75Regular 0.00

LML100 LAUBER AND ASSOCIATES MUNICIPAL LAW LLC 05/13/2026 520783,283.00Regular 0.00

LEG250 LEGALSHIELD 05/13/2026 5207929.90Regular 0.00

EMP210 LIBERTY UTILITIES-EMPIRE DISTRICT 05/13/2026 52080307.83Regular 0.00

MAR150 MARMIC FIRE & SAFETY INC 05/13/2026 52081724.72Regular 0.00

MOC100 MISSOURI ONE CALL SYSTEM INC 05/13/2026 52082230.85Regular 0.00

MIS465 MISSOURI STATE HIGHWAY PATROL 05/13/2026 52083285.00Regular 0.00

DES100 MO DEPT OF LABOR & INDUSTRIAL RELATIONS 05/13/2026 520842,880.00Regular 0.00

MIS320 MO DEPT OF NATURAL RESOURCES 05/13/2026 52085200.00Regular 0.00

PMC200 PAGE MACHINE CO LLC 05/13/2026 52086160.00Regular 0.00

PTS100 PURCELL TIRE & SERVICE CENTERS 05/13/2026 5208732.10Regular 0.00

RAC450 RACE BROS FARM SUPPLY INC 05/13/2026 52088254.20Regular 0.00

REX380 REX SMITH OIL CO. 05/13/2026 520891,605.01Regular 0.00

SPS150 SCHENDEL PEST SERVICES 05/13/2026 52090180.00Regular 0.00

SCH175 SCHULTE SUPPLY INC 05/13/2026 520912,644.46Regular 0.00

SMCO SOUTHWEST MISSOURI CODE OFFICIALS 05/13/2026 52092200.00Regular 0.00

GCH100 SPRINGFIELD ANIMAL CONTROL 05/13/2026 5209340.00Regular 0.00

GCT100 SPRINGFIELD GREENE COUNTY OFFICE OF EM 05/13/2026 520945,569.00Regular 0.00

SPM100 SPRINGFIELD MOW LLC 05/13/2026 520955,357.61Regular 0.00

SPR275 SPRINGFIELD WINWATER WORKS CO 05/13/2026 52096591.48Regular 0.00

SGCEC100 SPRINGFIELD-GREENE COUNTY EMERGENCY COMMUNICATIONS05/13/2026 52097923.61Regular 0.00

SQB100 SQUIBB MEDIA LLC 05/13/2026 5209831.60Regular 0.00

STE300 STATE TRACTOR & EQUIPMENT CO INC 05/13/2026 52099553.37Regular 0.00

SBR100 SUNBELT RENTALS INC 05/13/2026 52100350.85Regular 0.00

DAR200 TALLENT AUTOMOTIVE INC 05/13/2026 52101385.62Regular 0.00

PPG100 THE PORTA POTTY GUY 05/13/2026 52102100.00Regular 0.00

UNI120 UNITED RENTALS (NORTH AMERICA) INC 05/13/2026 521031,372.20Regular 0.00
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My Check Report Date Range: 05/01/2026 - 05/31/2026

6/16/2026 4:30:59 PM Page 2 of 4

Vendor Number Vendor Name Payment Amount NumberPayment TypePayment Date Discount Amount

USA400 USA BLUE BOOK 05/13/2026 52104642.75Regular 0.00

WLU100 VALVOLINE EXPRESS CARE 05/13/2026 52105155.35Regular 0.00

AMK100 VESTIS 05/13/2026 5210679.24Regular 0.00

WHE100 WHEELER METALS INC 05/13/2026 52107364.27Regular 0.00

WTV100 WILLARD HOME CENTER LLC 05/13/2026 5210811,190.91Regular 0.00

**Void** 05/13/2026 521090.00Regular 0.00

EZA150 WILLARD TIRE LLC 05/13/2026 5211089.25Regular 0.00

DAV100 DAVID DORAN ATTORNEY AT LAW 05/14/2026 52111900.00Regular 0.00

WPM100 POSTMASTER 05/14/2026 52112249.02Regular 0.00

FAM200 FAMILY SUPPORT PAYMENT CENTER 05/18/2026 5211364.62Regular 0.00

FAM201 FAMILY SUPPORT PAYMENT CENTER 2 05/18/2026 52114104.77Regular 0.00

GCCC GREENE COUNTY CIRCUIT CLERK 05/18/2026 52115134.75Regular 0.00

WPM100 POSTMASTER 05/21/2026 521331,934.52Regular 0.00

TSH100 TRENDSETTER HOMES 05/22/2026 521343,366.60Regular 0.00

FED100 FEDERAL PROTECTION INC 05/27/2026 521351,047.98Regular 0.00

LML100 LAUBER AND ASSOCIATES MUNICIPAL LAW LLC 05/27/2026 521367,169.50Regular 0.00

EMP210 LIBERTY UTILITIES-EMPIRE DISTRICT 05/27/2026 5213724,613.46Regular 0.00

FAM200 FAMILY SUPPORT PAYMENT CENTER 05/27/2026 5213864.62Regular 0.00

FAM201 FAMILY SUPPORT PAYMENT CENTER 2 05/27/2026 52139104.77Regular 0.00

GCCC GREENE COUNTY CIRCUIT CLERK 05/27/2026 52140134.75Regular 0.00

JAT200 J & A TRAFFIC PRODUCTS LLC 05/28/2026 52141207.21Regular 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/01/2026 DFT00033356,813.90Bank Draft 0.00

MIS300 MISSOURI DEPT OF REVENUE 05/01/2026 DFT00033363,083.50Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/01/2026 DFT000333712,310.32Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/01/2026 DFT00033382,879.02Bank Draft 0.00

REP425 ALLIED SERVICES LLC 05/20/2026 DFT00033492,198.44Bank Draft 0.00

CFS100 CANON FINANCIAL SERVICES INC 05/01/2026 DFT0003350456.14Bank Draft 0.00

EMC105 EMC INSURANCE COMPANIES 05/01/2026 DFT000335116,637.47Bank Draft 0.00

FNE100 FIRSTNET 05/04/2026 DFT0003352564.03Bank Draft 0.00

AWN100 ARROW NETWORKS 05/11/2026 DFT00033533,521.00Bank Draft 0.00

OIS160 ONLINE INFORMATION SERVICES INC 05/05/2026 DFT0003354118.40Bank Draft 0.00

WRI110 WEX BANK 05/14/2026 DFT00033558,046.10Bank Draft 0.00

OLC150 ON LINE COLLECTIONS 05/05/2026 DFT0003356126.59Bank Draft 0.00

AUL100 AMERICAN UNITED LIFE INSURANCE CO 05/06/2026 DFT0003357398.97Bank Draft 0.00

ANTHEM ANTHEM BLUE CROSS BLUE SHIELD 05/01/2026 DFT000335836,691.47Bank Draft 0.00

LOS200 LAKELAND OFFICE SYSTEMS INC 05/06/2026 DFT0003359286.90Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/08/2026 DFT00033608.38Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/08/2026 DFT00033611.96Bank Draft 0.00

UMB100 UMB BANK 05/11/2026 DFT0003362281,969.98Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/15/2026 DFT00033636,664.03Bank Draft 0.00

MIS300 MISSOURI DEPT OF REVENUE 05/15/2026 DFT00033643,129.00Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/15/2026 DFT000336512,247.72Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/15/2026 DFT00033662,864.34Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/15/2026 DFT000336718.78Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/15/2026 DFT00033684.40Bank Draft 0.00

COL200 COLONIAL SUPPLEMENTAL INS 05/11/2026 DFT000336918.00Bank Draft 0.00

DEL106 DELTA DENTAL OF MISSOURI 05/11/2026 DFT0003370320.78Bank Draft 0.00

DEL105 DELTA DENTAL OF MISSOURI 05/11/2026 DFT00033711,755.34Bank Draft 0.00

MIS350 MISSOURI LAGERS 05/11/2026 DFT000337220,732.36Bank Draft 0.00

TASC TASC 05/11/2026 DFT00033731,702.93Bank Draft 0.00

MASA MEDICAL AIR SERVICES ASSOCIATION 05/11/2026 DFT0003374196.00Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/08/2026 DFT0003382-7.90Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/08/2026 DFT0003383-1.84Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/08/2026 DFT0003384-8.38Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/08/2026 DFT0003385-1.96Bank Draft 0.00

ACS100 AMAZON CAPITAL SERVICES INC 05/15/2026 DFT0003386927.86Bank Draft 0.00

LOW505 LOWE'S CREDIT SERVICES 05/15/2026 DFT0003387307.55Bank Draft 0.00

CLH100 CLAYTON HOLDINGS LLC 05/29/2026 DFT00033882,649.34Bank Draft 0.00

XBP100 XPRESS BILL PAY 05/05/2026 DFT000339035.00Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/15/2026 DFT00033917.90Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/15/2026 DFT00033921.84Bank Draft 0.00
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My Check Report Date Range: 05/01/2026 - 05/31/2026
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Vendor Number Vendor Name Payment Amount NumberPayment TypePayment Date Discount Amount

MEM100 MISSOURI EMPLOYERS MUTUAL INS CO 05/21/2026 DFT00033935,130.71Bank Draft 0.00

COMMGN COMMERCE CREDIT CARD SERVICES 05/11/2026 DFT00033944,706.65Bank Draft 0.00

MIS315 SPIRE 05/22/2026 DFT000339586.93Bank Draft 0.00

MIS315 SPIRE 05/26/2026 DFT000339696.38Bank Draft 0.00

MIS315 SPIRE 05/26/2026 DFT000339761.41Bank Draft 0.00

MIS315 SPIRE 05/26/2026 DFT000339861.41Bank Draft 0.00

MIS315 SPIRE 05/26/2026 DFT000339961.41Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/29/2026 DFT00034007,385.99Bank Draft 0.00

MIS300 MISSOURI DEPT OF REVENUE 05/29/2026 DFT00034013,301.00Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/29/2026 DFT000340212,956.22Bank Draft 0.00

DOT100 DEPARTMENT OF TREASURY INTERNAL REVENUE SERVICE05/29/2026 DFT00034033,030.12Bank Draft 0.00

ORE145 O'REILLY AUTOMOTIVE INC 05/27/2026 DFT0003404689.87Bank Draft 0.00

ACS100 AMAZON CAPITAL SERVICES INC 05/27/2026 DFT0003405556.62Bank Draft 0.00

STA500 STAPLES 05/27/2026 DFT0003406526.20Bank Draft 0.00

EFM100 ENTERPRISE FLEET MANAGEMENT 05/20/2026 DFT000340718,965.19Bank Draft 0.00

UMB100 UMB BANK 05/11/2026 DFT0003408750.00Bank Draft 0.00

AUL100 AMERICAN UNITED LIFE INSURANCE CO 05/29/2026 DFT0003429379.64Bank Draft 0.00

ANTHEM ANTHEM BLUE CROSS BLUE SHIELD 05/29/2026 DFT000343036,691.47Bank Draft 0.00

COL200 COLONIAL SUPPLEMENTAL INS 05/29/2026 DFT000343118.00Bank Draft 0.00

DEL105 DELTA DENTAL OF MISSOURI 05/29/2026 DFT00034321,796.05Bank Draft 0.00

DEL106 DELTA DENTAL OF MISSOURI 05/29/2026 DFT0003433336.68Bank Draft 0.00

MIS350 MISSOURI LAGERS 05/29/2026 DFT000343430,887.88Bank Draft 0.00

TASC TASC 05/29/2026 DFT0003435658.43Bank Draft 0.00

TASC TASC 05/29/2026 DFT0003436658.43Bank Draft 0.00

TASC TASC 05/29/2026 DFT0003437658.43Bank Draft 0.00

Regular Checks

Manual Checks

Voided Checks

Discount
Payment

CountPayment Type

Bank Code CITY Summary

Bank Drafts

EFT's

70

0

5

65

0

0.00

0.00

0.00

0.00

0.00

140 0.00

Payment

179,826.46

0.00

-188.94

560,126.78

0.00

739,764.30

Payable
Count

117

0

0

139

0

256
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My Check Report Date Range: 05/01/2026 - 05/31/2026

Page 4 of 46/16/2026 4:30:59 PM

All Bank Codes Check Summary

Payment Type Discount
Payment

Count Payment
Payable

Count

Regular Checks

Manual Checks

Voided Checks

Bank Drafts

EFT's

70

0

5

65

0

0.00

0.00

0.00

0.00

0.00

140 0.00

179,826.46

0.00

-188.94

560,126.78

0.00

739,764.30

117

0

0

139

0

256

Fund Name AmountPeriod

Fund Summary

99 POOLED CASH 739,764.305/2026

739,764.30
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6/16/2026 4:31:17 PM Page 1 of 2

My Check Report
City of Willard, MO By Check Number

Date Range: 05/01/2026 - 05/31/2026

Vendor Number Vendor Name Payment Amount NumberPayment TypePayment Date Discount Amount

Bank Code: JIS-JIS

COA100 COAST PROFESSIONAL INC 05/22/2026 3877150.00Manual 0.00

DRCV Department of Revenue Crime Victims 05/29/2026 3878257.32Manual 0.00

TSMP Treasurer State of MO-POST 05/29/2026 387936.09Manual 0.00

DORAF Department of Revenue Auto Fund 05/29/2026 3880252.63Manual 0.00

COWMC City of Willard-Muni Court 05/29/2026 38825,309.46Manual 0.00

Regular Checks

Manual Checks

Voided Checks

Discount
Payment

CountPayment Type

Bank Code JIS Summary

Bank Drafts

EFT's

0

5

0

0

0

0.00

0.00

0.00

0.00

0.00

5 0.00

Payment

0.00

6,005.50

0.00

0.00

0.00

6,005.50

Payable
Count

0

5

0

0

0

5
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My Check Report Date Range: 05/01/2026 - 05/31/2026

Page 2 of 26/16/2026 4:31:17 PM

All Bank Codes Check Summary

Payment Type Discount
Payment

Count Payment
Payable

Count

Regular Checks

Manual Checks

Voided Checks

Bank Drafts

EFT's

0

5

0

0

0

0.00

0.00

0.00

0.00

0.00

5 0.00

0.00

6,005.50

0.00

0.00

0.00

6,005.50

0

5

0

0

0

5

Fund Name AmountPeriod

Fund Summary

99 POOLED CASH 6,005.505/2026

6,005.50
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6/17/2026 4:03:44 PM Page 1 of 2

Refund Check Register
City of Willard, MO Refund Check Detail

UBPKT04747 - Refunds 01 UBPKT04745 Regular

Account Name Date TypeCheck # Amount Code Receipt Amount
01-190146-02 HAYTER, BETH A & JOHN K 5/21/2026 52116 72.70 Generated From Billing72.70

01-247290-00 PROPERTIES, KJA 5/21/2026 52117 11.10 Generated From Billing11.10

01-500450-02 POTTER, MELISSA D 5/21/2026 52118 77.36 Generated From Billing77.36

02-000375-06 LOWRY, JACQUE M 5/21/2026 52119 83.85 Generated From Billing83.85

03-014500-07 ROYSTER, DYLAN & HANNAH 5/21/2026 52120 65.92 Generated From Billing65.92

03-015705-01 MAYO, VICKI & KENT 5/21/2026 52121 39.54 Generated From Billing39.54

03-020206-02 MORANGA, RABERA 5/21/2026 52122 93.54 Generated From Billing93.54

03-020216-02 BLAUVELT, DOUG 5/21/2026 52123 79.37 Generated From Billing79.37

03-100013-03 STOCKWELL, NATASHA 5/21/2026 52124 46.23 Generated From Billing46.23

03-100016-04 GADDIS, MARLEE 5/21/2026 52125 52.39 Generated From Billing52.39

04-100100-02 HINES, DARREN 5/21/2026 52126 34.88 Generated From Billing34.88

06-055200-07 GARVER, KOLTEN 5/21/2026 52127 124.68 Generated From Billing124.68

08-049101-05 ROBERTS, JANICE 5/21/2026 52128 70.27 Generated From Billing70.27

09-070201-02 KELLER, DUSTY 5/21/2026 52129 83.54 Generated From Billing83.54

09-100191-04 BURRELL, WHITNEY 5/21/2026 52130 35.27 Generated From Billing35.27

09-210155-09 LEE, KRISTIN 5/21/2026 52131 65.21 Generated From Billing65.21

09-651065-05 DODSON, BRANDON & REBECKA 5/21/2026 52132 33.04 Generated From Billing33.04

Total Refunded Amount: 1,068.89Total Refunds: 17

Revenue Code Summary

Revenue Code  Amount
996 - UNAPPLIED CREDITS / REFUNDS 1068.89

1068.89Revenue Total:

General Ledger Distribution

Account Number Account Name Posting Amount IFT

Posting Date:  05/20/2026

Fund: 20 - WATER AND SEWER FUND

CLAIM ON POOLED CASH - WATER AND SEWER FUND20-01001 Yes-1,068.89

ACCOUNTS RECEIVABLE-WS20-15000 1,068.89

20  Total: 0.00

Fund: 99 - POOLED CASH

POOLED CASH - GENERAL99-01000 -1,068.89
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6/17/2026 4:03:44 PM Page 2 of 2

General Ledger Distribution

Account Number Account Name Posting Amount IFT

Posting Date:  05/20/2026

DUE TO OTHER FUNDS99-27000 Yes1,068.89

99  Total: 0.00

Distribution Total: 0.00
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Finance Department Report 
6/22/26 Board of Aldermen Meeting 
 

CITY OF WILLARD 
BOARD OF ALDERMEN 

 
 

 
 
 

FINANCE DEPARTMENT 
 
 

ACTION REQUIRED:   APPROVAL REQUESTED 

 
 May 2026 Utility Adjustments 
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6/16/2026 4:23:17 PM      Utility Monthly Adjustment Report Page 1 of 8

City of Willard, MO

Utility Monthly Adjustment Report

Date Range:  5/1/2026 - 5/31/2026

Daily Distribution

Day of the Week:  1
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 100 - WATER - RESIDENTIAL

Reverse Payment Adjustment 1 43.06

Revenue Code: 190 - RESIDENTIAL CITY TAX

Reverse Payment Adjustment 1 0.86

Revenue Code: 191 - RESIDENTIAL COUNTY TAX

Reverse Payment Adjustment 1 0.16

Revenue Code: 400 - SEWER - RESIDENTIAL

Reverse Payment Adjustment 1 114.36

158.44Day 1 Total:

Day of the Week:  4
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 100 - WATER - RESIDENTIAL

Reverse Payment Adjustment 1 53.54

Revenue Code: 190 - RESIDENTIAL CITY TAX

Reverse Payment Adjustment 1 1.07

Revenue Code: 191 - RESIDENTIAL COUNTY TAX

Reverse Payment Adjustment 1 0.20

Revenue Code: 195 - WATER PENALTIES

Reverse Payment Adjustment 1 5.35

Revenue Code: 400 - SEWER - RESIDENTIAL

Reverse Payment Adjustment 1 183.84

Revenue Code: 495 - SEWER PENALTIES

Reverse Payment Adjustment 1 18.38

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 1 30.00

292.38Day 4 Total:

Day of the Week:  11
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 105 - WATER - RURAL RESIDENTIAL

Returned Check Adjustment 1 27.34

Revenue Code: 198 - RURAL COUNTY TAX

Returned Check Adjustment 1 0.24

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 1 30.00
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Daily Distribution

Revenue Code: NON PAYMENT - NON-PAYMENT PENALTY

Miscellaneous Adjustment 1 50.00

107.58Day 11 Total:

Day of the Week:  12
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 100 - WATER - RESIDENTIAL

Returned Check Adjustment 3 82.02

Revenue Code: 190 - RESIDENTIAL CITY TAX

Returned Check Adjustment 3 1.64

Revenue Code: 191 - RESIDENTIAL COUNTY TAX

Returned Check Adjustment 3 0.30

Revenue Code: 400 - SEWER - RESIDENTIAL

Returned Check Adjustment 3 192.54

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 3 90.00

366.50Day 12 Total:

Day of the Week:  15
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 100 - WATER - RESIDENTIAL

Miscellaneous Adjustment 1 -54.84

Revenue Code: 195 - WATER PENALTIES

Reverse Penalty Adjustment 1 -12.28

Revenue Code: 495 - SEWER PENALTIES

Reverse Penalty Adjustment 1 -37.93

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 1 -30.00

-135.05Day 15 Total:

Day of the Week:  20
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 700 - SEWER CONNECTION FEE - RESIDENTIAL

Miscellaneous Adjustment 1 -24.12

-24.12Day 20 Total:

Day of the Week:  21
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 100 - WATER - RESIDENTIAL

Reverse Payment Adjustment 1 53.54

Revenue Code: 190 - RESIDENTIAL CITY TAX

Reverse Payment Adjustment 1 1.07

Revenue Code: 191 - RESIDENTIAL COUNTY TAX

Reverse Payment Adjustment 1 0.20

Revenue Code: 400 - SEWER - RESIDENTIAL

Reverse Payment Adjustment 1 114.36
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Daily Distribution

Revenue Code: 996 - UNAPPLIED CREDITS / REFUNDS

Reverse Payment Adjustment 2 541.09

710.26Day 21 Total:

1,475.99Grand Total for Period:

Adjustment Type Totals

Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Adjustment Type:  MSC - Miscellaneous       Count: 9

100 - WATER - RESIDENTIAL -54.841 700 - SEWER CONNECTION F… -24.121 801 - NSF CHARGES (Adjustm… 120.006 NON PAYMENT - NON-PAYM… 50.001

Adjustment Type:  RPA - Reverse Payment       Count: 16

100 - WATER - RESIDENTIAL 150.143 190 - RESIDENTIAL CITY TAX 3.003 191 - RESIDENTIAL COUNTY … 0.563 195 - WATER PENALTIES 5.351

400 - SEWER - RESIDENTIAL 412.563 495 - SEWER PENALTIES 18.381 996 - UNAPPLIED CREDITS / … 541.092

Adjustment Type:  RPN - Reverse Penalty       Count: 2

195 - WATER PENALTIES -12.281 495 - SEWER PENALTIES -37.931

Adjustment Type:  RTC - Returned Check       Count: 14

100 - WATER - RESIDENTIAL 82.023 105 - WATER - RURAL RESID… 27.341 190 - RESIDENTIAL CITY TAX 1.643 191 - RESIDENTIAL COUNTY … 0.303

198 - RURAL COUNTY TAX 0.241 400 - SEWER - RESIDENTIAL 192.543

1,475.99Grand Total Adjustment Types for Period:

Revenue Code Totals By Class

Class:  CITY RES - CITY RESIDENTAL

Type Count Amount Type Count Amount Type Count Amount Type Count Amount
Revenue Code: 100 - WATER - RESIDENTIAL

Miscellaneous Adjustment 1 -54.84 Reverse Payment Adjustment 3 150.14 Returned Check Adjustment 3 82.02

Revenue Code: 190 - RESIDENTIAL CITY TAX

Reverse Payment Adjustment 3 3.00 Returned Check Adjustment 3 1.64

Revenue Code: 191 - RESIDENTIAL COUNTY TAX

Reverse Payment Adjustment 3 0.56 Returned Check Adjustment 3 0.30

Revenue Code: 195 - WATER PENALTIES

Reverse Payment Adjustment 1 5.35 Reverse Penalty Adjustment 1 -12.28

Revenue Code: 400 - SEWER - RESIDENTIAL

Reverse Payment Adjustment 3 412.56 Returned Check Adjustment 3 192.54

Revenue Code: 495 - SEWER PENALTIES

Reverse Payment Adjustment 1 18.38 Reverse Penalty Adjustment 1 -37.93

Revenue Code: 700 - SEWER CONNECTION FEE - RESIDENTIAL

Miscellaneous Adjustment 1 -24.12

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 5 90.00

Revenue Code: 996 - UNAPPLIED CREDITS / REFUNDS

Reverse Payment Adjustment 2 541.09
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Revenue Code Totals By Class

Revenue Code: NON PAYMENT - NON-PAYMENT PENALTY

Miscellaneous Adjustment 1 50.00

1,418.41Class CITY RES Total:

Class:  RURAL RES - RURAL RESIDENTAL

Type Count Amount Type Count Amount Type Count Amount Type Count Amount
Revenue Code: 105 - WATER - RURAL RESIDENTIAL

Returned Check Adjustment 1 27.34

Revenue Code: 198 - RURAL COUNTY TAX

Returned Check Adjustment 1 0.24

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 1 30.00

57.58Class RURAL RES Total:

1,475.99Grand Total for Period:

Revenue Code Totals by Type

Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code:  100 - WATER - RESIDENTIAL

Miscellaneous Adjustment -54.841 Reverse Payment Adjustment 150.143 Returned Check Adjustment 82.023

177.32Revenue 100 Total:

Revenue Code:  105 - WATER - RURAL RESIDENTIAL

Returned Check Adjustment 27.341

27.34Revenue 105 Total:

Revenue Code:  190 - RESIDENTIAL CITY TAX

Reverse Payment Adjustment 3.003 Returned Check Adjustment 1.643

4.64Revenue 190 Total:

Revenue Code:  191 - RESIDENTIAL COUNTY TAX

Reverse Payment Adjustment 0.563 Returned Check Adjustment 0.303

0.86Revenue 191 Total:

Revenue Code:  195 - WATER PENALTIES

Reverse Payment Adjustment 5.351 Reverse Penalty Adjustment -12.281

-6.93Revenue 195 Total:

Revenue Code:  198 - RURAL COUNTY TAX

Returned Check Adjustment 0.241

0.24Revenue 198 Total:

Revenue Code:  400 - SEWER - RESIDENTIAL

Reverse Payment Adjustment 412.563 Returned Check Adjustment 192.543

605.10Revenue 400 Total:

Revenue Code:  495 - SEWER PENALTIES

Reverse Payment Adjustment 18.381 Reverse Penalty Adjustment -37.931

-19.55Revenue 495 Total:

Revenue Code:  700 - SEWER CONNECTION FEE - RESIDENTIAL

Miscellaneous Adjustment -24.121

-24.12Revenue 700 Total:
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Revenue Code Totals by Type

Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code:  801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 120.006

120.00Revenue 801 Total:

Revenue Code:  996 - UNAPPLIED CREDITS / REFUNDS

Reverse Payment Adjustment 541.092

541.09Revenue 996 Total:

Revenue Code:  NON PAYMENT - NON-PAYMENT PENALTY

Miscellaneous Adjustment 50.001

50.00Revenue NON PAYMENT Total:

1,475.99Grand Total Revenue by Type for Period:

Transaction Type Count Amount

Totals by Transaction Type

Miscellaneous Adjustment 91.049

Reverse Payment Adjustment 1,131.084

Reverse Penalty Adjustment -50.211

Returned Check Adjustment 304.084

18Total for Period: 1,475.99

Transaction Type Count Amount

Totals by Transaction Type and Revenue Code

Revenue Code

Miscellaneous Adjustment

-54.841100 - WATER - RESIDENTIAL

-24.121700 - SEWER CONNECTION FEE - RESIDENTIAL

120.006801 - NSF CHARGES (Adjustment)

50.001NON PAYMENT - NON-PAYMENT PENALTY

Miscellaneous Adjustment Total: 91.04

Reverse Payment Adjustment

150.143100 - WATER - RESIDENTIAL

3.003190 - RESIDENTIAL CITY TAX

0.563191 - RESIDENTIAL COUNTY TAX

5.351195 - WATER PENALTIES

412.563400 - SEWER - RESIDENTIAL

18.381495 - SEWER PENALTIES

541.092996 - UNAPPLIED CREDITS / REFUNDS

Reverse Payment Adjustment Total: 1,131.08

Reverse Penalty Adjustment

-12.281195 - WATER PENALTIES

-37.931495 - SEWER PENALTIES

Reverse Penalty Adjustment Total: -50.21

Returned Check Adjustment

82.023100 - WATER - RESIDENTIAL

49

Item # 3B.



6/16/2026 4:23:17 PM      Utility Monthly Adjustment Report Page 6 of 8

Transaction Type Count Amount

Totals by Transaction Type and Revenue Code

Revenue Code

27.341105 - WATER - RURAL RESIDENTIAL

1.643190 - RESIDENTIAL CITY TAX

0.303191 - RESIDENTIAL COUNTY TAX

0.241198 - RURAL COUNTY TAX

192.543400 - SEWER - RESIDENTIAL

Returned Check Adjustment Total: 304.08

41Total for Period: 1,475.99

Count Amount

Totals by Revenue Code
Revenue Code

177.323100 - WATER - RESIDENTIAL

27.341105 - WATER - RURAL RESIDENTIAL

4.643190 - RESIDENTIAL CITY TAX

0.863191 - RESIDENTIAL COUNTY TAX

-6.931195 - WATER PENALTIES

0.241198 - RURAL COUNTY TAX

605.103400 - SEWER - RESIDENTIAL

-19.551495 - SEWER PENALTIES

-24.121700 - SEWER CONNECTION FEE - RESIDENTIAL

120.006801 - NSF CHARGES (Adjustment)

541.092996 - UNAPPLIED CREDITS / REFUNDS

50.001NON PAYMENT - NON-PAYMENT PENALTY

41Total for Period: 1,475.99

Revenue Code Totals By Read Group

Read Group:  01 - Read Group: 01
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 100 - WATER - RESIDENTIAL

Reverse Payment Adjustment 2 107.08 Returned Check Adjustment 1 27.34

Revenue Code: 190 - RESIDENTIAL CITY TAX

Reverse Payment Adjustment 2 2.14 Returned Check Adjustment 1 0.55

Revenue Code: 191 - RESIDENTIAL COUNTY TAX

Reverse Payment Adjustment 2 0.40 Returned Check Adjustment 1 0.10

Revenue Code: 195 - WATER PENALTIES

Reverse Payment Adjustment 1 5.35 Reverse Penalty Adjustment 1 -12.28

Revenue Code: 400 - SEWER - RESIDENTIAL

Reverse Payment Adjustment 2 298.20 Returned Check Adjustment 1 68.04

Revenue Code: 495 - SEWER PENALTIES

Reverse Payment Adjustment 1 18.38 Reverse Penalty Adjustment 1 -37.93

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 3 30.00

Revenue Code: 996 - UNAPPLIED CREDITS / REFUNDS

Reverse Payment Adjustment 2 541.09
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Revenue Code Totals By Read Group
Revenue Code: NON PAYMENT - NON-PAYMENT PENALTY

Miscellaneous Adjustment 1 50.00

1,098.46Read Group 01 Total:

Read Group:  03 - Read Group: 03
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 100 - WATER - RESIDENTIAL

Miscellaneous Adjustment 1 -54.84 Reverse Payment Adjustment 1 43.06 Returned Check Adjustment 2 54.68

Revenue Code: 190 - RESIDENTIAL CITY TAX

Reverse Payment Adjustment 1 0.86 Returned Check Adjustment 2 1.09

Revenue Code: 191 - RESIDENTIAL COUNTY TAX

Reverse Payment Adjustment 1 0.16 Returned Check Adjustment 2 0.20

Revenue Code: 400 - SEWER - RESIDENTIAL

Reverse Payment Adjustment 1 114.36 Returned Check Adjustment 2 124.50

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 2 60.00

344.07Read Group 03 Total:

Read Group:  04 - Read Group: 04
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 700 - SEWER CONNECTION FEE - RESIDENTIAL

Miscellaneous Adjustment 1 -24.12

-24.12Read Group 04 Total:

Read Group:  09 - Read Group: 09
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 105 - WATER - RURAL RESIDENTIAL

Returned Check Adjustment 1 27.34

Revenue Code: 198 - RURAL COUNTY TAX

Returned Check Adjustment 1 0.24

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 1 30.00

57.58Read Group 09 Total:

1,475.99Grand Total for Period:

Revenue Code Totals By Bill Cycle

Bill Cycle:  01 - Cycle: 01
Type Count Amount Type Count Amount Type Count Amount Type Count Amount

Revenue Code: 100 - WATER - RESIDENTIAL

Miscellaneous Adjustment 1 -54.84 Reverse Payment Adjustment 3 150.14 Returned Check Adjustment 3 82.02

Revenue Code: 105 - WATER - RURAL RESIDENTIAL

Returned Check Adjustment 1 27.34

Revenue Code: 190 - RESIDENTIAL CITY TAX

Reverse Payment Adjustment 3 3.00 Returned Check Adjustment 3 1.64

Revenue Code: 191 - RESIDENTIAL COUNTY TAX

Reverse Payment Adjustment 3 0.56 Returned Check Adjustment 3 0.30

Revenue Code: 195 - WATER PENALTIES

Reverse Payment Adjustment 1 5.35 Reverse Penalty Adjustment 1 -12.28
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Revenue Code Totals By Bill Cycle
Revenue Code: 198 - RURAL COUNTY TAX

Returned Check Adjustment 1 0.24

Revenue Code: 400 - SEWER - RESIDENTIAL

Reverse Payment Adjustment 3 412.56 Returned Check Adjustment 3 192.54

Revenue Code: 495 - SEWER PENALTIES

Reverse Payment Adjustment 1 18.38 Reverse Penalty Adjustment 1 -37.93

Revenue Code: 700 - SEWER CONNECTION FEE - RESIDENTIAL

Miscellaneous Adjustment 1 -24.12

Revenue Code: 801 - NSF CHARGES (Adjustment)

Miscellaneous Adjustment 6 120.00

Revenue Code: 996 - UNAPPLIED CREDITS / REFUNDS

Reverse Payment Adjustment 2 541.09

Revenue Code: NON PAYMENT - NON-PAYMENT PENALTY

Miscellaneous Adjustment 1 50.00

1,475.99Bill Cycle 01 Total:

1,475.99Grand Total for Period:
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Second  Quarter Serwer report 

March 

For the month of March the sewer department completed 157 locates along with the 

repeated daily task of recording reading for wells and lift stations.   

3-09-2026. Started clean-up on huge tree that blew over and damaged the security 

fence at our regional lift station. Had several issues with the backhoe during the 

cleaning up process  but were able to get back on track. 

3-16-2026. Finished up with all the clean-up at regional and also finished the fence 

repair. 

3-18-2026. Raised manhole 8” at 800 Bent Tree court had to hand dig everything due to 

excessive number of buried utilities. Raised Manhole 10” at 485 Eagle Rock court. 

3-19-2026. Raised manhole B-078 at Z Hwy and Pheasant 6”.  

3-20-2026. Raised manhole B-051 6” and drove in 3 T-Post to hopefully keep mowers 

from hitting it in the future. This manhole is going on a list for future relining as H2S has 

damaged the concrete. 

3-23-2026. Raised manhole B-064 4” at Eagle lane and Park Estates and drove in 3 T-

Post to keep mowers from hitting it. Raised manhole B-068 4” and tore out 

approximately 12 feet of cracked concrete sidewalk. Assisted the parks department with 

fixing a leaking pressure tank. 

3-24-2026. Fixed a chlorine leak at Willard water well #2 and fixed another chlorine leak 

at the meadows well #2. 

3-25-2026. Raised manhole B-134 4” at 108 Fall Creek, it was discovered that there 

was no ram neck seal on the manhole and the pick holes had not been filled. All this has 

been fixed, and it is now water tight. 

3-25-2026. Raised manhole B-050 6” and drove in 3 T-Post to keep mowers from hitting 

it. The surrounding area around the manhole needed significant cleanup due to vines 

and small trees. At this location we also straightened, reset, concreted and marked the 

access pipe to one of our water valves. 

3-26-2026. Raised manhole B-083 4” and did significant dirt work to stop water from 

pooling around the manhole, after this was done we strawed and seeded the area. 

3-30-2026. Raised manhole B-077 4” at 200 Eagle, had to hand dig everything due to 

excessive number of buried utilities. 
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3-31-2026. Raised manhole B-089 4” at Long and Sparrow, had to hand dig everything 

due to excessive number of buried utilities. 

April 

4-1-2026. Diagnosed the lighting issue at the Regional lift station pump pit, got the parts 

and fixed the issue. 

4-2-2026. Fixed a broken door on the cover for our B lift station pump cover. 

4-3-2026. Had to call Missions after repeated discrepancies with our chlorine monitoring 

system, at this point we are still working on the issue.  

4-6-2026. Started instillation of new manhole R-019.5 at 212 South Main Street. An 

existing sewer maintenance issue had happened in this lamp hole location previously, 

prompting the need for a new manhole to provide access to the sewer main. Area was 

excavated to a depth of 8 feet to accommodate a new dog house manhole. Once the 

line was excavated it was discovered the lamp hole tie in was not only an I&I issue, it 

was also leaking sewer effluent out. This was all cut out and fixed before the first section 

of manhole was installed. Inverts were poured and pipe penetrations were sealed with 

hydraulic concrete; the new section of pipe was cut to allow Jetter access. Subsequent 

sections were installed with ram neck for water sealant and hard foam traffic rated riser 

rings were put in to ensure that the manhole frame and lid were level with road and 

pitch. 

4-7-2026. We jetted and cammed  the sewer line on Dawn Dee to make sure that the 

nursing home was definitely on its own line; and it definitely is. The reason for this is 

because of all the debris (needles, wipes, bedsheets, mop heads, nasal cannulas) that 

are clogging up the pumps in our B lift station. This has cost the City greatly in labor 

cost alone not to mention the cost of a new pump ($30,000 to be conservative). 

4-10-2026. After the rain we went back on all the previous manhole projects and filled in 

the low areas with topsoil, where needed we spread grass seed.  

4-13-2026. At new manhole R-019.5 on 212 South Main Street we went back and 

sealed all interior joints with hydraulic concrete. 

4-14-2026. Tore out several sections of sidewalk on Wren and Pheasant in preparation 

for new sidewalk and to lower manhole.  

4-16-2026. Lowered manhole B-069 at 221 pheasant to accommodate new section of 

sidewalk to be poured. This manhole previously had been sticking up to high in the 

sidewalk and could have been a potential trip hazard. 
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4-17-2026. Lowered manhole B-065 at 206 Eagle to accommodate new section of 

sidewalk to be poured. This manhole previously had been sticking up to high in the 

sidewalk and could have been a potential trip hazard. 

4-20-2026. Due to the rain we have been experiencing we have started pulling manhole 

covers for wet weather inspections. We also started consolidating parts at 94 lift station 

for future (I hope none) breaks on the force main; in doing this we found some 

deficiencies, so these parts are now on order. 

4-21-2026. Started brush hogging at our lagoons and weed eating the interiors of our 

wells and lift stations. Had a meeting at Allgeier Martin at their Springfield office to 

discuss flow monitors and I&I reduction strategies. 

4-22-2026. Raised manhole R-005 2” at Hwy AB and Ridgeview and dug out 

approximately 30 feet of sunk in roadway on the north side of the road. We filled in the 

area with shot rock and capped it off with 6 inches of base rock. At a later date this area 

will be concreted over for a smother access to Hwy AB. 

4-23-2026. Helped the water department finish up a water leak on 644 Pershing. 

Redressed the base rock on the manhole project on Ridgeview and Hwy AB. 

4-24-2026. Trimmed broken tree limbs at 805 State Hwy AB that were damaged from 

fixing a previous water leak. Started weed eating the interiors of all lift stations and 

wells. Did prep work on new connecting manhole to installed at Ridgeview and Main. 

4-27-2026. Reset knocked off storm sewer fame and lid East of Hoffman Hills Boulavard 

and Stone Creek, reset with new ram neck as lid was originally set with none. Went with 

Marmic fire protection to check all wells lift stations and the shop for extinguishers and 

to make sure they were up to date. 

4-28-2026. Did all the prep work for the manhole project at Ridgeview and Main. 

4-29-2026. Did manhole inspections and found multiple I&I issues including two major 

groundwater (50-100 gallons a minute) leaks into the system on King and Ash Avenue. 

4-30-2026 to 5-4-2026. Worked on manhole project at Ridgeview and Main. Changed 

out the inner workings of a malfunctioning air release valve on the force main that runs 

from our 94-lift station to Springfield. 

5-5/6-2026. Continued working on the manhole project at Ridgeview and Main.  

5-7-2026. We finished the new manhole instillation at Ridgeview and Main that will 

connect up two dead end lines. We now have a new access point to jet out clogged 

sewer mains on Ridgeview. As this was a very deep dig, the affected area will have to 

settle for 60-90 days before the streets crew can come in and permanently seal the road 

surface. In the coming days after any settling we will have go back and grout the inner 
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manhole sections with hydraulic cement. The project though very difficult and time 

consuming turned out perfect. 

5-8-2026. Redressed the Manhole road cut at Ridgeview and Main with fresh rock and 

grouted the interior sections with hydraulic concrete. Measured and ordered all the 

manhole components for 616 and 713 Barwick. This will replace the lamp holes in this 

area and let us have camera and Jetter access points in this line. 

5-11-2026. Grouted rings at the new manhole at Ridgeview and Main with hydraulic 

cement. 

5-12-2026. Did one half of the yearly Fats, Oil and grease trap inspections for area 

restaurants and businesses. Raised buried manhole at the dead end of Baird Court fore 

inches. Raised manhole south of the pool on Stone Creek Rd eight inches. 

5-13-2026. Helped the streets department pour the road patch at 708 Main around the 

new manhole instillation. Helped the water department fix a water leak at 306 New 

Melville . Continued Fats, Oil and Grease inspections.   

5-14-2026. Helped the water department fix a water leak that was caused by a road 

bore on farm rd 99. Dug up by hand a manhole that will need to be raised four inches at 

Osage and Summit. Still working on Fats, oil and grease inspections. 

5-15-2025. Cleaned grease out of our B and D lift stations, this amounted to roughly a 

backhoe bucket full. Raised the manhole at the corner of Osage and Summit four 

inches. 

5-18-2026. Used camera to look at multiple lines on King and JFK, wasn’t able to find a 

clear source of I&I on JFK due to the fact that we only have 500 feet of cable on our 

camera. This will be rectified once we install two manholes on JFK. Did lift station 

training for multiple employees. 

5-19-2026. Worked on removing debris that were clogging D lift station. Adjusted and 

fixed broken probe holder at D lift station.   

5-20-2026. Redressed the manhole and new sewer mains at Ridgeview and Main with 

fresh rock after it was sunk in by the recent rains. Organized recently acquired sewr 

supplies at the lagoons. 

5-21-2026. Removed and rebuilt a broken leaking air relief valve at regional lift station. 

Gave sewer trucks a deep cleaning and swapped trucks with the water department. 

Unloaded and staged two pieces of eighteen-inch C-900 water pipe at the lagoons. 

5-22-2026. Fixed a clogged sewer main south of King and JFK. Helped take down and 

remove the old Willard City Hall sign. 
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5-26-2026. Fixed a massive I&I intrusion (1.5 million gallon a month) at 200 King. 

5-27-2026. We built a staging area at the lagoons for manhole storage for future 

projects. We straightened up the public workshop and organized the sewer supplies.  

5-28-2026. Manhole inspections in the meadows. We found too many problems to list; 

at the meeting I will present a map to showcase these issues. 

5-29-2026. Manhole inspections in the meadows, this resulted in finding out contractors 

had hooked up to our system for a new subdivision, and ground water was pouring into 

the system causing a 25,000-gallon overflow at our meadows west lift station. This has 

all been reported to DNR.  

6-1-2026. Did manhole inspections in the meadows. 

6-2-2026. Did massive amount of locates and helped prepare the water tower to be 

sandblasted and drained. 

6-3-2026. We reset the leaking frames and lids for manholes B-161 and B-162 on Stella 

court. We again redressed the rock on Ridgeview and Main at the manhole and sewer 

line extensions. 

6-4-2026. Ran sewer camera up the line to the east of manhole M-061 in Villa Park. We 

found multiple defects and a huge I&I issue with a broken sewer main that we will have 

to dig up and fix. 

6-5-2026. Wrote up an amended SOP with map for the shutting down and draining of 

the meadows water tower, plus repainted all the valves necessary for this to happen. 

Started manhole assessments in the meadow’s subdivision. 

6-8-2026. Finished manhole assessments in Meadow’s subdivision. 

6-(9-12)- 2026. Camera work for main lines in Villa Park subdivision. 

6-(15-18)-2026. Camera work for main lines in Meadow’s subdivision. 
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March 2026  

Report 

14 Infrastructure Failure Leaks  

7 Third Party Contractor incident leaks   

5 Water system upgrades  

2 New customer service Taps 

 

March 2nd Water department completed work orders and turned on meters. 

Helped streets pick up dumped trash off 103 by the quarry. Worked with 

water department exposing fire hydrant for removal behind main street 

feed.  

March 3rd Finished exposing fire hydrant at main street feed for removal. 

Shut water main feed for all of farm rd. 89 south with proper notices ahead 

for customers. Removed hydrant and finished our repair to completion and 

backfilled. Water crew completed special samples and low-pressure report 

for DNR. Put locates in for leaks on Lynn and 102 Emily.  

March 4th Water department worked on meter reads and work orders. 

Crew responded to check pressure on sunset and turned on 1 meter.  

Worked on quarterly report and data input history on diamond maps.  

March 5th Water department completed work orders and finished meter 

reads, checked meter at church. Crew checked customers for a leak and 

broke down fire hydrants at shop for rebuilds.  

March 6th Water department completed work orders and fixed no reads. 

Crew worked at city hall with streets department.  

March 9th Water department completed work orders and routine 

maintenance. Crew repaired water leaks on 200 Lynn Dr and 102 Emily LN. 

Repaired both service lines to satisfactory.  
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March 10th Water department completed work orders. Helped streets install 

culvert for well 1 driveway. Crew completed fire hydrant installation on 

honeysuckle way and completed water samples and low-pressure report 

for DNR.  

March 11th Water department completed work orders re reads, fixed no 

read meters. Turned 103 south view meters off. Maintenance mini 

excavator greased and washed.  

 

March 12th Water department completed work orders and took repeat 

samples. Did inventory on all water parts at shop and tower. Checked on 

leak on Excalibur st.  

March 13th Water department completed work orders, fixed no read 

meters. Repaired leak on Excalibur. Turned on meters and helped streets 

with concrete.  

March 16th Water department completed work orders picked up galvanized 

for flush hydrants. Crew worked at city hall.  

March 17th Water department completed work orders. Water crew helped 

at city hall with streets. Checked fire hydrant in meadow dr. Looked for 

valve on arrowhead.  

March 18th Water department completed work orders and replaced water 

meters. Crew built 2” valve cluster on Excavated at well 1 in willard for 4” 

tap for drain flush install. Excavated Barwick Plc to remove fire hydrant that 

was replaced and abandoned.  

March 19th Water department completed work orders. Crew worked on 

Barwick Plc updating valve clusters. Water crew completed project and dirt 

work, but future work is needed to tie 4” back in south of valve cluster.  

March 20th Water department completed work orders and turn on. Worked 

at well 1 tower finishing driveway culvert is completed for streets. Crew 

took more inventory and planned for leaks to be found. 
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March 23rd Water department completed work orders. Excavated on Miller 

and Hughs leak making repair and discovery of incorrect water line 

mapping. Started excavating for 4” water line loop ti tie back into 2 and 4” 

on Barwick.  

March 24th Water department completed assigned work orders and 

assisted win water with 4” tap at well 1 willard. Crew then excavated and 

exposed everything to Barwick for final tie in planned for 3/25. Picked up 

service truck chevy for oil change and bad tire pressure sensor. 

March 25th Water department completed work orders and completed 4” 

water line tie in on Barwick. Completed special samples and low-pressure 

report for DNR.  

March 26th Water completed work orders.  Rebuilt flush hydrants, repaired 

leak on Alan that moon concrete discovered under driveway.  

March 27th Water department completed work orders (1 Crew member 

available). Water crew helped streets with a dog and worked in shop 

cleaning. Worked with sewer taking measurements for manhole doghouse 

to have made at Scurlock.  

March 30th Water crew completed work orders. Went too Scurlock to have 

meter vault built for willard high school revamp project. Water crew 

changed out meters. 

March 31st Water department completed work orders. Crew responded to a 

water leak on Pershing. Old valve failure was discovered, and water 

disruption was started on the east, west, and south side of old willard hills 

to make repairs. Crew installed 2 new valves and mega lug fittings; Repair 

was completed at 7pm. 

April 

April 1st Water department completed work orders and special samples 

and low-pressure report for water leak on Pershing the evening before. 

Water crew completed shut offs. Worked with streets hauling topsoil from 

back of lagoons to front. Washed and degreased F750 Dump truck under 

carriage.  
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April 2nd Water department completed work orders and responded to the 

active leak on Farm rd 81. Water line was hit by Grier dirt works. Worked 

with sewer picking up new doghouse manhole for main st sewer project.  

April 3rd Water department completed work orders and flushed farm RD 81 

& 112 and did valve inventory to swap all Kennedy valves with clow or 

Mueller. Saw cut main st with streets for sewer manhole excavation.  

Helped sewer move manhole to main st. 

April 6th Water department completed work orders, meter reads and nitrate 

samples.  Started excavation with Ray in sewer on the main st manhole 

installation project. Drop in manhole was set and leveled for concrete 

bottom and inverts.  

April 7th Water department completed work orders, finished meter reads in 

meadows and helped streets pour concrete on road patches on main st. 

Ran to Lowes with ray to get parts for manhole project. Helped sewer finish 

concrete in manhole on main st. Water department removed fire hydrant on 

beam st that was out of service and replaced meter valve on farm rd. 136.  

April 8th Water department completed work orders and completed repairs 

on State hwy EE leak at a resident’s meter service, low pressure report and 

special samples. Installed new meter ERT in Hoffman hills. Helped sewer 

set riser and cone on manhole on main st. Worked on Barwick replacing 

culvert and prepping for streets to asphalt driveway. 

April 9th Water department completed work orders and fixed no reads. 

Helped streets clean up over burden on leak cleanup on Pershing to 

spread clean dirt in customer’s yard. Moved CAT skid steer to main and 

used the skid sweeper on driveway and roadway to help cleanup with 

sewer department.  

April 10th Water department completed work orders, re reads and turned 

on 2 meters. And helped streets with asphalt on Barwick. Worked on data 

entry on diamond maps and updated info for next quarterly report.  

April 13th Water department completed work orders, samples, re reads, 

bulk meter reads and changed out meter ERT. Set up CAT recall repair at 

shop. Completed purchase of pipe laser from turbo equipment.  
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April 14th Water department completed work orders and changed out 

meters. Ordered new glass for gheil skid steer that was busted out. 

Organized shane chevy 3500 service truck. 

April 15th Water department completed work orders and organized truck 

and water parts on shelves. Oil changes on waters chevy 3500 service 

truck. Water and sewer advisory board meeting. Planned and located water 

projects for next week.  

April 16th Water department completed work orders turned on 2 meters. 

Loaded and unloaded all the sewer and water parts and equipment 

purchased from turbo equipment sales.  

April 17th Water department completed work orders and changed out 

meters. Helped streets demo sidewalk on eagle lane.  

April 20th Water department completed work orders. Excavated fire hydrant 

at 124 & 93. Water department helped matt in streets. 

April 21st Water department completed work orders and installed new fire 

hydrant on Farm rd. 124 & 93. Completed special samples and low-

pressure report. 

April 22nd Water department completed work orders and excavated leak on 

Farm rd. 128 that was improperly located by willard. Completed low 

pressure report and special samples. 

April 23rd Water department completed work orders. Completed small 

valve relocation project on Pershing st & Ridgeveiw.  

April 24th Water department completed work orders checked upcoming 

project locates. Water crew cleaned and organized trucks.  

April 27th Water department completed work orders, samples, check on 

projected locates and helped streets.   

April 28th Water department completed work orders. Started and prepped 

excavation on dogwood water leak for bore crew for the 29th. Water crew 

checked on possible bore strike on 99.  
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April 29th Water department completed work orders. Crew worked with 

Grier dirt works and assisted bore crew in 2” bore under Dogwood Street in 

meadow water system. All repairs were made with water leaks and new 

service line, and 2 meters pit and meters were installed as well. Excavation 

was backfilled but will need final cleanup from streets.   

April 30th Water department completed work orders and started shut offs. 

Crew also assisted the streets department in excavation and asphalt 

driveway and road patch on old Barwick. Water crew started excavation on 

89 and 266 fire hydrants install. Water line was exposed and hole was 

secured for further work for breaking rock.   

May 1st Water department completed work orders. Finished breaking rock 

and excavation for hydrant install on Monday. Loaded bottom manhole for 

sewer department for INI project on Ridgeview.  

May 4th Water department completed work orders. Crews built, shutdown 

and installed fire hydrant and valve off 89 by main street feed. Water 

department completed low pressure report and special samples. Helped 

sewer swap manhole bottoms for install on Ridgeview. Planned fire hydrant 

install for lone oak. Water department started meter reads.  

May 5th Water department completed work orders. Crew completed 

breakdown and repair class from Mueller on fire hydrants. Exposed and 

installed new valve box for isolation valve on south side of 266 from main 

street feed south of 89, sunrise ln, Sunset Dr and strawberry ln. The 

excavator moved back to shop for streets. Moved cat skid over to 

Ridgeview DR and helped sewer cleanup yards from excavation.  

May 6th Water department completed worked orders and samples. Finished 

meter reads. Helped sewer move manhole sections and cone ridgeview. 

Water crew completed water leak on Farm rd 97 

May 7th Water department completed work orders and helped streets prep 

main st for concrete. Fixed meter reads and turned on 2 meters for 

customers. Loaded kennedy valves for returns.  

May 8th Water department completed work orders and moved a bulk meter 

for customer.  Unloaded win water supplies and worked with streets.  
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May 11th Water department completed work orders and helped streets with 

storm drain repair in Hoffman hills. Crew built and stocked concrete valve 

forms. Water department completed 1 of 2 water taps on farm road 124.  

May 12th Water department completed work orders. Crew completed 2nd 

water tap on farm rd 124 for turner. Excavated and chased leak on farm rd 

99.  

May 13th Water department completed work orders, re-reads and 

completed samples. Excavated and repaired water leak on new Melville. 

May 14th Helped streets with concrete pour on main st. Excavated and 

repaired water leak on farm rd. 99.  

May 15th Water department completed work orders, fixed meters and 

helped streets. All trucks were cleaned and organized stocked with parts 

and supplies.  

May 18th Water department completed work orders, fixed reads and bulk 

meters. Excavated service line and repaired on farm rd 97.  

May 19th Water department completed work orders and checked on up 

coming locates for excavation. Paint at city hall and organized water parts 

and supplies.  

May 20th Water department completed work orders and paint at city hall. 

Excavated and exposed line on farm rd 105 for bore crew and service lin 

replacement. Fixed no read meters. [Came in for emergency water line 

repair on farm rd. 97 after hours.] 

May 21st Water department completed work orders and special samples, 

low pressure report. Bored farm rd. 105 and reset 2 meters, pits, backfilled 

and flushed. 

May 22nd Water department completed work orders. Cleaned out trucks 

and repaired tire. Installed meter reader unit in ford ranger for Derek. 

Checked on locates for next week’s projects.   

May 26th Water department completed work orders, picked up meter vault 

from skurlach and changed meters.  
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May 27th Water department completed work orders. Moved mini excavator 

from farm rd 105 to Willard well 1 to excavate and set 4” flush hydrant to 

drain the tower in the future. Loaded mini excavator and moved to main st 

feed to clean up past fire hydrant install project. Water department set up 

Water meter shut offs.  

May 28th Water department completed work orders and turn ons and 

located valve at elementary school. Completed school meter relocate.  

Hauled out over burden of rocks and dirt on John Joyce property next to 

Main st feed. Derek hauled 5 loads to dump at the lagoons. Kevin and 

Kramer built the new high school meter and bypass for installation next 

Friday.  

May 29th Water department completed work orders and off and locks on 

unpaid meters. Paint at city hall and installed new battery in service truck.  

 June 1st Water department completed work orders and completed sample 

port hydro excavation locations with digwise. Moved mini excavator from 

main street feed to Wiley St and cleared spot to start excavation for 

spotting 10” water line. Helped with locates.  

June 2nd Excavated the 10” water line on Wiley and thrust blocks with 

Kramer. Water crew worked at the pool with streets and parks. Started 

clearing out the water tower to set up for draining. All parts and supplies 

were moved from tower and relocated temporarily. Drain hose and fittings 

were installed along with reeves VFD and willard tower well 1 was 

shutdown at 5pm.  

June 3rd Water crew completed work orders and finished clearing out the 

inside of the tower for contractors. Moved mini excavator from Wiley to 94 

for Excavation on the north side of 94 started leak on service line.  

June 4th Water department completed work orders. Leak was reported and 

low pressure from residents on Hickory LN. Excavated water line and 

service line on Hickory Ln and installed a new service line across the road 

and meter setter and meter pit.  

June 5th Water department completed work orders, special samples and 

read meters.  
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June 8th Water department completed work orders and repaired water leak 

on farm rd 94.  

June 9th Water department completed work orders and took special 

samples plumbed in sample ports on 94, Grand prairie and purchased 

locks for sample ports from lowes.  

June 10th Water department completed work orders and continued sample 

port installs on arrowhead, Truman. Backfilled sample ports turned off 2 

meters and cleaned water truck out.  

June 11th Water department completed work orders and re reads and 

checked high school meter. Unloaded new meter vault for high school by 

project site. Repaired hydraulic leak on backhoe on the ride control valve.  

June 12th Water department completed work orders and excavated a 

service line water leak on farm rd. 124. All repairs were made and 

completed along with backfill and cleanup.  

June 15th Water department completed work orders and read bulk meters. 

Fixed no reads helped repair and install mailboxes on Farm rd. 124 leak. 

Helped streets get caught up on dirt work with mini excavator at three past 

leak location. Farm rd 105, Farm rd 124, and Hickory Ln.  

June 16th Water department completed work orders and samples. Worked 

with Dig wise vac truck at tower and sample ports. Moved streets mini 

excavator from city hall to Hickory Ln.  
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  Mike Ruesch 
  Director of Planning and Development 
  417-742-5310 
 

Planning Department Report 

May Thru July 2026 

Permits - November 
Permits 
Issued 

 

Fees 
collected 
(March) 

Est. Value of 
Work 

 

Permits 
Issued 
(YtD) 

Fees 
Collected 

(YtD) 

Est. 
Value of Work 

(YtD) 

48 $23,446.79 $89,387.97 

 
88 $61,752.80 $3,471,731.13 

Sunshine requests included the US Census, Data Dodge Analytics, and Build-zoom 

 
 

Reports 
 

Hoffman Hills Phase III: Reviewed and ready for contraction of utilities  

 

Agricultural Resident Zone Added 

 

Active transportation plan adopted 

 

516 E New Melville McDonalds submitted a building permit. 

 

P&Z and BOA work meeting  - went over zoning regulations and comprehensive plan  
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  Mike Ruesch 
  Director of Planning and Development 
  417-742-5310 

Other Business   

 

1. Working on Landlord Registration codes for long term rentals. 

2. Mediacom is installing fiber in the Hoffman hills area final cleanup is underway 

3. Excavation & Parks in leu of fees codes are at planning commission-January 

4. Starting information gathering for a Master Parks and Trails Plan, will start community 

involvement late January 2025 

5. Starting Short term rental codes 

6. Jackson Street sidewalk project moving forward to design 

7. Coordinating with public works a utility upgrade to the Sac River Cowboy Church 

8. Looking into revision of the Inflow & Infiltration Codes 

9. Coordinating information on a Master Transportation Plan 

a. Had a meeting with CJW to discuss specifications and process for development 

of said plan 

b. Master plans will coordinate with the comprehensive plan adopted by the BOA 

in 2019 

c. Coordinating with parks on a Master Parks and Trails Plan in conjunction with the 

Master transportation plan 

d. Looking for community input 
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Administration Officer – DSN  Case #’s 

Tom McClain, Chief 1601–001  22 

Shannon Shipley, Asst. Chief 1602–003  42 

 Total  64 

 
Squad #1 1607-050 Caleb Steen, Cpl. 106 Squad #2 1603-027 Steve Purdy, Sgt.  110 

 1605-056 Mark Cole, Cpl. 103  1608-054 Stefan Collette, Cpl. 98 

 1611-064 Danielle Cale, Officer 169  1610-061 Christian Smith, Sr. Officer 173 

 1604-065 Anthony Hickox, Officer 123  1609-063 Cody Weatherford, Officer 109 

 1606-067 Levi O’Neil, Officer 113     

        

 Total  614  Total  490 

 
Reserves Officer Officer Names Case #’s Hours 

 1644-057 Matthew Hanson, PT Officer 1  

 1641-014 Brian Gordon, Reserve   

 1642-015 JD Landon, Reserve   

 1645-047 Glenn Cozzens, Reserve   

 1643-048 Tim Wheeler, Reserve   

     

 Total  1  

Total Incidents for the Quarter…          1,169  
 

Incident Statistics  
Felony 19 HBO (Handled by Officers) 820 

Misdemeanor 33 Use of Force 0 

Infraction 474 Dog at Large  3 

Other (Services) 643 Neglect-0 /Abuse-0 /Bites-1    1 

 
Vehicle Maintenance 

Vehicle Odometer 
Reading 

Quarterly 
Mileage 

Shifts 
Used 

Miles per 
Shift 

March 
Monthly 

April 
Monthly 

May 
Monthly 

Maintenance 
to Date 

WPD-01 2021   Ford F-150  45,675 864 27 32    0 

WPD-02 2021   Charger 94,292 3,496 53 66    263.32 

WPD-03 2023   Charger 22,457 4,019 59 68  65.18  90.17 

WPD-04 2023   Durango 66,336 5,938 62 96 583.96 23.98  154.71 

WPD-05 2023   Charger 62,930 2,353 38 62    90.17 

WPD-06 2023   Durango 46,430 3,465 55 63    123.33 

WPD-07 2017   Explorer 44,088 2,517 50 50  89.59  57.98 

WPD-08 2008   Harley        6,937 89 3 30    0 

WPD-09 2023   Charger 24,707 7,680 83 93  90.17  90.17 

WPD-10 2023   Charger 29,454 7,432 88 84  200.17  213.34 

 
Quarterly Vehicle Maintenance Details 

WPD-01:  WPD-06:                               

WPD-02:    WPD-07:   Apr - alignment                                     

WPD-03:   Apr – oil change       WPD-08: 

WPD-04:   Mar - *RM; front brake rotors / Apr – usbc cables      WPD-09:   Apr - RM   

WPD-05:    WPD-10:   Apr – RM; Motorolla camera service              

*Routine Maintenance: oil change; tire rotation; fluid levels 
 
 

 

Willard Police Department 
March 2026 – May 2026 Quarterly Statistical Report 
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_________________________________________________________________________  

 
 
TO:    THE BOARD OF ALDERS  
 
FROM:   CITY OF WILLARD  
SUBJECT:  
 

INDEPENDENT AUDITOR'S REPORT, CITY AUDIT 

 
BOARD OF ALDERS MEETING   
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_________________________________________________________________________  

 
 
TO:    THE BOARD OF ALDERS  
 
FROM:   CITY OF WILLARD  
SUBJECT:  
 

AN ORDINANCE OF THE CITY OF WILLARD, MISSOURI, ADOPTING THE CITY OF 
WILLARD EMPLOYEE HANDBOOK AND ESTABLISHING PERSONNEL POLICIES FOR 

CITY EMPLOYEES. (FIRST AND SECOND READ) 

 
BOARD OF ALDERS MEETING   
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BILL NO.        ORDINANCE NO.  

 

AN ORDINANCE OF THE CITY OF WILLARD, MISSOURI, ADOPTING THE CITY OF 

WILLARD EMPLOYEE HANDBOOK AND ESTABLISHING PERSONNEL POLICIES FOR 

CITY EMPLOYEES. 

WHEREAS, the City of Willard, Missouri, is authorized pursuant to Missouri law to establish 

policies, procedures, and guidelines governing its employees; and 

WHEREAS, the Board of Aldermen finds it necessary and in the best interest of the City to 

adopt a comprehensive Employee Handbook outlining employment policies, rules, and 

expectations; and 

WHEREAS, the Employee Handbook provides uniform standards for the administration of 

personnel matters, including but not limited to employment practices, conduct, 

compensation, benefits, and discipline; and 

WHEREAS, the Board of Aldermen desires to formally adopt said Employee Handbook as 

the official personnel policy document of the City. 

NOW, THEREFORE, BE IT ORDAINED BY THE BOARD OF ALDERMEN OF THE CITY OF 

WILLARD, MISSOURI, AS FOLLOWS: 

SECTION 1. The City of Willard Employee Handbook, as presented to the Board of 

Aldermen, is hereby approved and adopted as the official personnel policy manual of the 

City of Willard, Missouri. 

SECTION 2. The Employee Handbook is hereby incorporated by reference as though fully 

set forth in this Ordinance and shall be maintained on file in the office of the City Clerk. 

SECTION 3. The Employee Handbook shall be administered under the authority of the 

Mayor, or the City Administrator designee, in accordance with applicable federal, state, and 

local laws. 

SECTION 4. All City employees shall be provided access to the Employee Handbook and 

shall be required to acknowledge receipt and acceptance of its contents in a form approved 

by the City. Such acknowledgment shall affirm that the employee has read, understands, and 

agrees to comply with the policies, procedures, rules, and expectations contained therein as 

a condition of employment. 

SECTION 5. The Board of Alders reserves the right to amend, revise, or repeal any provision 

of the Employee Handbook by subsequent ordinance or resolution, as deemed necessary. 

SECTION 6. The provisions of this Ordinance and the Employee Handbook are declared to 

be severable. If any provision is held invalid or unconstitutional, such determination shall 
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not affect the validity of the remaining provisions, which shall continue in full force and 

effect. 

SECTION 7. This Ordinance shall be in full force and effect from and after its passage and 

approval as provided by law. 

PASSED AND APPROVED THIS ____ DAY OF __________________, 20____. 

CITY OF WILLARD, MISSOURI 

 

_______________________________ 

Mayor 

ATTEST: 

_______________________________ 

City Clerk 
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City of Willard 
 

 
 
 

EMPLOYEE POLICY MANUAL 
 

 

 

 

Adopted    6/13/2022 
     date 
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1.   PURPOSE 

The intent of these Personnel Policies is: 

1.1  To provide for more effective City administration through the use of standardized 
personnel policies and procedures applicable to all City personnel; 

1.2  To provide a standardized system of position classification and compensation based on the 
complexity and the responsibility of the principal tasks assigned to each position in City service; 

1.3  To recruit, hire, assign, advance, compensate and retain individuals on the basis of their 
qualifications and performance, and to treat those individuals equally in these and all other respects 
without regard to race, color, religion, creed, sex, age, national origin, sexual orientation, marital 
status, or physical, mental or sensory disability not directly related to job performance. 

 
2. ADMINISTRATION 
 
2.1  The City shall, from time to time, promulgate appropriate rules, regulations or 
amendments to these Policies to promote a fair and effective administration of personnel in the 
City's service. 

2.2  The City shall appoint a designee, who shall be the City Administrator, who will be 
responsible for the interpretation and administration of these Policies and amplifying rules, 
regulations, benefits and policies; all subject to review by the Board. 

2.3  These Policies, procedures and standards are established to achieve the stated purpose and 
apply to all employees of the City under the direct and indirect jurisdiction of the City except as 
otherwise provided herein. 

2.4  These rules supersede all and any previous City policies, procedures and standards with 
respect to personnel except as otherwise provided 

 

3. DEFINITIONS 

The words and phrases used in this Policy shall have the following meanings: 

3.1 “Anniversary Date” is the date of hire of an employee. 

3.2 “Appointing Authority” means that person or body with legal authority to appoint or dismiss 
employees; in the case of the City Administrator and City Clerk positions, that authority is the 
Board; in the case of all other employees of the City, that authority is the City Administrator. 

3.3 “Board” means the Board of Aldermen of the City of Willard as duly elected from time to 
time. 

3.4 “Class” means positions in one occupation or profession which have approximately the same 
duties and responsibilities and share the same job title. The education, experience, knowledge, 
skills and abilities needed to fulfill the position are the same, and the same tests may be used to 
qualify. 
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3.5 “Class Series” includes all classes at all levels of difficulty and responsibility in the same 
occupation. 

3.6 ‘'Class Specification” means a description of a class, including the duties and responsibilities, 
education and experience required and the knowledge, skills and abilities necessary to fulfill a 
position in the class. 

3.7 “Classification Banding” means a banding of classifications to encompass the full scope of 
employment opportunities available to each employee upon the recommendation of the City 
Administrator and the approval of the Board. The City Administrator will decide when an 
employee will move to a more experienced level. The movement is not a promotion or a 
reclassification and does not require budget approval. The movement will not change the 
employee's current rate but will change the top of the range. The City Administrator’s signature 
on the personnel action form will certify that the employee meets the journey level experience to 
move. 

3.8 “Classification Plan” consists of all the classes established within the City, their class 
specifications and the rules for maintaining the plan. 

3.9 “Classification Study” means investigation of a position to determine its proper class. 

3.10 “Classified Positions” means all positions regulated by the City Personnel Policy. Each will 
be assigned a class in the classification plan and will be defined by a class specification. 

3.11“Compensation Schedule” means a listing of the pay ranges and steps within the range to 
which each classification is assigned. 

3.12 “Days” unless otherwise specified means consecutive calendar days. 

3.13 “Demotion” means movement of an employee to a class in a lower pay range than the 
employee's currently assigned classification for disciplinary or voluntary reasons. 

3.14 “Department” means a unit of the City under a department head other than the City 
Administrator, and any unit of the city created by action of the City by ordinance or otherwise. 

3.15 “Department Head” means those individuals serving as the head of a City department 
reporting directly to the City Administrator. 

3.16 “City” means the City of Willard, Missouri. 

3.17 “Effective Date” means the date of specific action. 

3.18 “Eligible means a person who may fill a position. Determination is made by an individual 
applying and meeting the requirement of the position. 

3.19 “Emergency Appointment” means that under extraordinary circumstances, including but 
not limited to loss of life, incapacitating illness, or termination, an appointing authority may make 
an appointment without regard to the rules on certification or appointment. 

 

3.20 “Employee” means a person legally holding a position in the City’s service. 
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3.21 “Entry Level” means the class at which a person enters a class series or occupation. An 
employee is eligible for promotion to the next higher level in the same class series when she or h 
meets the qualification for the higher level. 

3.22 “Exempt” means an employee who is not eligible for overtime. 

3.23 “Grade” is equivalent to range. A grade designates the pay scale from minimum to 
maximum. 

3.24 “Grant-funded Position” is a position which is authorized dependent upon the department 
generating the revenue to fund the position, usually from some outside grant. 

3.25 “Hours worked” means those hours during which the employee is at work. 

3.26 “Incumbent” means a person currently occupying a specific position in the City’s service. 

3.28 “Annual Salary Increase” means a pay raise given an employee in recognition of 
satisfactory performance, for the most recent twelve months of continuous employment as a 
regular employee of the City, of assigned tasks within the performance standards of his or her 
position. 

3.29 “Performance Salary Increase” means pay raises given an employee in recognition of 
exceeding the job performance standards of the position to which she or he is assigned. An 
employee is eligible for a merit salary increase one year from the initial date of employment for 
his current position. The individual must be recommended for the increase by the appointing 
authority. 

3.30 “Minimum Job Performance” means performance on a job classification which meets the 
minimum standards established for that job classification by the appointing authority. 

3.31 “Non-exempt” means an employee who is eligible to receive overtime compensation. 

3.32 “Overtime” means that the time worked by a non-exempt employee as authorized and 
directed by management which exceeds forty (40) hours in a pay week. 

3.33 “Part-time Employee” means one who works less than thirty (30) hours per week. 

3.34 “Position” means all the duties and responsibilities assigned in a position description to be 
performed by one individual. 

3.35 “Position Description” means a written description of the functions and responsibilities of a 
position. 

3.36 “'Probation” means a period after an employee's initial appointment or promotion in which 
the appointing authority evaluates his or her suitability for the position. 

3.37 “Promotion” means assignment of an employee to a position with a higher compensation 
grade than the position the employee is currently in. 

 

3.38 “Provisional Appointment” means an employee who provides for a temporary need but is 
subject to change. 
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3.39 “Range” means a designated pay scale delineated from a minimum to maximum 
compensation. 

3.40 “Reclassification” means a change in allocation of a position based upon significant changes 
in kind, difficulty or responsibility of the work performed. A position may be reclassified after 
completion of a classification study by the City Administrator, and may be assigned to a higher 
class, a lower class, or to another class at the same pay range. 

3.41 “Regular Employee” means an employee who has been retained in his position at the 
completion of the probationary period. 

3.42 “Reinstatement” means the reinstatement of an employee in the same or related position to 
which he or she was assigned before separation from City service. 

3.43 “Resignation” means the voluntary ending of employment by a City employee. 

3.44 “Salary Range” is equivalent to range. 

3.45 “Seasonal Appointment” means an employee's periodic employment related to the seasons. 
Any person who accepts a seasonal appointment is not, unless otherwise specified, subject to the 
City personnel policy. Any person who accepts a seasonal appointment serves at the will of the 
appointing authority and may be removed at will by the appointing authority without notice, cause 
or hearing. 

3.46 “Step” means a single salary level within a range. 

3.47 “Supervisor” means an employee whose position description includes the function of 
assigning the daily work tasks of another employee. 

3.48 “Temporary Employee” means a person hired for a period not to exceed six (6) months of 
employment. 

3.49 “Termination” means the non-voluntary conclusion of an employee's employment with the 
City. 

3.50 “Transfer” means movement of an employee from one position to another position. 

 3.51 “Underfilling” means filling a position with a person in a class lower than the authorized 
class due to the individual's temporary inability to meet the qualification requirements of the higher 
class. This is generally done when the individual is expected to be able to meet the requirements 
at a future date after gaining training, experience or license/certification. 
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4. CLASSIFICATION PLAN  

4.1 Establishment of classification plan 

4.1.1 The City Administrator shall prepare, maintain and revise as necessary a position 
classification plan for all positions in the classified service. The position classification plan and 
changes to the plan shall be subject to approval of the Board. 

4.1.2 All positions in the classified service shall be allocated to an appropriate class in the 
classification plan. Allocation of positions to classes shall be based on the relative complexity of 
duties, authority and responsibility so that the same qualifications shall be reasonably required for, 
and the same schedule of pay may be equitably applied to, all positions in the same class. 
 
4.1.3 Each class shall be described by a class specification defining the nature of work, typical 
duties performed, and the knowledge, skills, abilities, education and training which are the 
preferred minimum qualifications of applicants being considered for appointment to a position in 
the class. 

4.1.4 The position titles and pay ranges assigned to classes in the classified service shall be used 
for original appointments, promotions, payrolls and all other records affecting the status of 
personnel. 
 
4.1.5 All City positions fall into one the classifications categories below: 
 

Administrative:  Responsible for communicating with Board Members, City of Willard 
Leadership Team and other community stakeholders in the identification of strategic goals; 
leading the development of the City’s long-term needs, strategy and direction; steering the City 
with strategic visioning and definition; leveraging the knowledge and skills of leadership; 
determining and assigning responsibilities for attaining objectives; evaluating leadership 
performance and contributions; planning, developing, and establishing policies; reviewing 
activity reports and financial statements to determine progress and status in attaining objectives 
and revising in accordance with current conditions. 

Leadership: Responsible for providing leadership and professional expertise or services 
through leveraging the knowledge and skills of others. Duties range from oversight for daily 
operations of subordinate departments to recommending the strategic direction and providing 
leadership in department operations to contributing to the overall strategy, direction and vision 
for all areas of the City.   

Professional: Responsibilities include demonstrating measurable impacts on operational 
effectiveness, attainment of department goals and objectives, and activities related to hiring, 
promotion, performance coaching, training, application of policies, policies, disciplinary 
actions, etc. These positions may be additionally responsible for contributing to the overall 
strategy, direction and vision for all areas of the City, although in a more limited scope than 
the Leadership Class. 

Para-Professional: Responsibilities include operational support and services. These positions 
may require training gained through on-the-job experience, vocational training, or job-related 
college courses; some positions may require possession of certain licensures or certifications. 
Duties may require applying individual expertise and an understanding and ability to apply 
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theoretical and/or scientific principles in carrying out projects and completing work. These 
positions may also include supervisory duties as well. 

Specialist: Responsibilities include applying specific knowledge of the principles, concepts 
and methods of professional or technical fields as they relate to department duties, as well as 
the ability to apply a broader knowledge to multiple related principles and concepts of related 
fields. Some positions in this classification will require additional education, certification, or 
training, and may require work to be performed across departments as qualifications dictate. 
Acquisition of licensures, certifications, etc., may be a pre-requisite to advancement.  

4.2 Classification of existing and new positions. 

4.2.1 Whenever the City Administrator believes there has been a significant change in the duties 
and responsibilities of a position or determines the need for the establishment or abolishment of a 
class or a position, this shall be described to the Board. The City Administrator, upon written 
request by a regular employee or upon his or her own initiative, may investigate the classification 
status of any existing position. 
 

4.2.2 Classification investigations may include any or all of the following factors: the nature and 
variety of the assigned duties; the complexity of the assigned duties; the nature of supervision 
received; the nature and extent of supervision exercised; the variety and degree of knowledge and 
skills; the education and experience required; the guidelines available; the purpose and nature of 
person-to-person relationships; the nature and scope of decisions and recommendations; the extent 
of responsibility for actions taken; working conditions; and other factors which the City 
Administrator may deem important. 

The City Administrator will then assign the position an appropriate classification and 
compensation level. Establishment of a new class or abolishment or major change to an existing 
class must be approved by the Board. 

 

4.3 Reclassification and Reallocations. 

4.3.1 A reclassification of a position may occur when an employee is performing higher level 
duties and responsibilities than apply to the position currently occupied. The reclassification may 
be treated as a promotion and may be subject to competition for the promotion. 

4.3.2    A reallocation of a position may occur when, as a result of a salary or classification study, 
a higher salary range is allocated to the position and there is no substantial overall change in the 
position duties or level of responsibilities. The employee in the position will go to the nearest step 
in the new range that is not lower in rate of pay. 

 4.4 Independent Contractors. 

 4.4.1 Where authorized by law to do so, independent contractors may be hired. Independent 
contractors are not City employees and the performance of all work is subject to and controlled by 
the terms of their contract. In addition to terms specified by the City in a contract to be signed by 
an independent contractor, an independent contractor is hired on the conditions that there shall be 
no: 
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 a. Withholding of income taxes by the City with a W-9, otherwise 28% will be withheld; 

 b. Industrial insurance provided by the City; 

 c.     Participation in group insurance plans which may be available to employees of the City; 
 

d. Participation or contributions by either the independent contractor or the City to the   
LAGERS Retirement System; 

 e.  Accumulation of vacation or sick leaves; 

 f. Unemployment compensation coverage provided by the City. 

 

5. COMPENSATION. 

5.1 Compensation 

5.1.1 The compensation plan shall consist of the schedule of ranges of pay as ascribed to each 
position description, as prepared by the City Administrator and approved by the Board. Each 
position in the classification plan will be assigned an appropriate range in the compensation plan 
which insures the maintenance of equitable relationships between classes based on their relative 
duties and responsibilities. 

 5.1.2:  There shall be 26 payroll periods per year, each covering a two-week period. The payroll 
weeks for employees shall be 12:01 a.m. Sunday through midnight Saturday. Employee payroll 
shall be made on Friday following each two-week payroll period. 

5.2 Application of rates. 

5.2.1 Each classified employee shall be paid at an hourly rate which falls within the pay range 
ascribed to the position except as otherwise provided in this Policy. 

5.2.2 Initial appointment to a position shall ordinarily be made at the entry rate of the range except 
as provided below. 

a.  When a person considered for employment has exceptional experience or skills which warrant 
his entry into a position at a higher rate of pay than the entry rate, or to meet a difficult recruiting 
problem, the appointing authority may place the new employee in a rate up to 20% above the entry 
level step. 

b. Initial appointment into a rate above 20% of the entry level shall require approval of the Board. 

5.2.3 Reinstatement is when a former regular employee is reinstated to a position in the same or 
related class. The employee may be paid in the range at or below his former rate at the discretion 
of the appointing authority. 

5.2.4  Transfer is when an employee is transferred to another position in the same or related class 
at the same range level. The employee shall continue at his  current rate of pay. 

5.2.5  Promotions: 
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a. When possible and appropriate, the appointing authority is encouraged to  fill position 
vacancies by promoting from within the eligible workforce. When a current employee is promoted 
to a class in a higher range, the employee is entitled to a pay rate in the higher range that provides 
at least a 2 ½% pay increase. When the promotion is made to a position whose classification is 
sufficiently higher as to provide in excess of a 2 ½ %   pay increase, the promoted employee will 
commence the new assignment entry level rate on the higher Grade Range. 

b. Should the promotion occur concurrently with the employee's eligibility for a merit salary 
increase, the merit salary increase should be included in the base salary before promotion. Special 
salary adjustments should not be included in the base rate. 

c.  Should the employee fail to satisfactorily complete the required probation period, the employee 
must be reinstated to his previous class and pay rate. 

d. The promotion date will be assigned as of the first day of the next succeeding pay period 
following the promotion by the City Administrator. 

5.2.6 Demotions: 

a. Voluntary demotion is when an employee is voluntarily demoted; the employee’s current 
anniversary date will be retained. 

b. Involuntary demotion is when a current employee is involuntarily demoted due to performance 
problems, discipline, or other reasons; the employee’s current anniversary date will be retained. 

5.2.7 Reclassification. 

a.  Incumbents of reclassified positions assigned to a higher range will move to the closest pay 
step in the range of the new class which will result in a one-step pay increase. 

b.   If a position is reclassified to a lower paid class due to changes in job content factors and 
through no fault of the incumbent, the incumbent shall continue to be paid at the incumbent's last 
rate of pay for a period of six months if: 

 I. The employee has adequately performed during the preceding year; and 

 II. The employee was in the higher class at least six months preceding the 
 reclassification; and 

 III. The reclassification is a result of a legitimate reason over which the     
 employee has no control. 

c. At the end of the six-month period the employee's salary shall be adjusted to fit  within the 
range of pay for the new class. 

 

5.3 Annual Salary Increases. 

Annually, on the anniversary date of the employee’s continuous service in employment, the 
employee may receive a Step increase as indicated in the adopted Grade-Step Chart dependent on 
budgetary means. If the budget allows, this will occur automatically, and is a function of payroll 
processing by the City. 
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5.4 Merit salary increases. 

At any time, after any probationary period is concluded, the direct supervisor of an employee may 
recommend a merit increase. Such a proposed increase in wages should be reserved for those 
instances of continuing extraordinary performance by an employee on behalf of the City. The 
recommendation must come from the direct supervisor and be presented to the City Administrator. 
The City Administrator may approve a single Step merit increase not more than once per year for 
an employee. Merit increases involving more than one Step, or more than once per year for an 
employee, must be approved by the Board. 

 

5.5  Overtime. 

Overtime pay, which is applicable only to non‐exempt employees, is for any actual hours worked 
in excess of forty (40) hours in a work week. A Department Head may authorize overtime with the 
approval of the City Administrator. Overtime rate is one and one‐half (1½) times the employee’s 
straight time rate, except in instances involving a sick day, vacation day or other non-working paid 
day; then the time will be paid at the regular rate until actual worked hours will have exceeded 
forty (40) hours. Payment of overtime will be provided in the pay period following the period in 
which it is earned. 

 

5.6  Per diem expenses. 

In the event that an employee of the City is required by the City Administrator or the Board to 
travel to a place in excess of fifty miles from the City Office, and the purpose of the travel is for 
City business, a per diem allowance will be granted to the employee at  the same rate the State of 
Missouri pays its employees for per diem expenses. 

 

5.7 Holiday pay. 

All full-time employees and appointed officers shall receive normal compensation for legal 
holidays and any other day or any part of a day during which the public offices of the city shall be 
closed by special proclamation by the Mayor with the approval of the Board of Aldermen. If a 
holiday is on a Saturday, then the City offices will be closed on the preceding Friday. If a holiday 
is on a Sunday, then the following Monday all City offices will be closed. Designated holidays 
presently observed include: 

1. New Year’s Day - January 1 

2. Martin Luther King Day 

3. President’s Day 

4. Memorial Day - Last Monday in May 

5. Juneteenth – June 19 
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6. Independence Day - July 4 

7. Labor Day - First Monday in September 

8. Veteran’s Day 

9. Thanksgiving Day + Friday following 

10. Christmas Eve – Close at noon 

11. Christmas Day - December 25 

12. New Year’s Eve – close at noon 

An employee, who shall be required to work during a scheduled holiday, shall be entitled to receive 
and must take during each calendar year, a selected and scheduled day off to compensate the 
employee for the lost holiday. Any compensating day off not taken prior to the end of each calendar 
year shall be lost and shall not carry forward to the next year. 

An employee will receive three (3) personal paid days off per calendar year. Prior to being used, 
these personal holidays must be approved by their Department Head. Personal paid days off not 
taken prior to the end of the calendar year will be lost and will not carry forward to the next year. 
Employees do not receive pay for holidays or personal holidays upon termination or resignation 
of employment. 
 
5.8  Vacation 

 
Employees and appointed officials who work full-time for the City of Willard shall accrue vacation 
leave hours on the following basis: 

 
All employees will be required to work no less than six (6) months and no longer be in the 
probation period prior to using any accrued vacation. Vacation leave will Not accrue during an 
unpaid leave of absence. 

Employees wishing to use accrued vacation time shall submit their request to  their Department 
Head or Supervisor for approval. Department Heads or appointed officials must have their vacation 
approved by the City Administrator. The “Hire Date” of each year is the anniversary date for 
accrual accounting purposes. 

Employees are encouraged to use vacation benefits in the fiscal year in which vacation is accrued. 
Employees may carry over a maximum of  twenty (20) working days or 160 hours in vacation 
leave from one calendar year to the next. If a designated holiday should fall within the time an 
employee is on vacation, it will not be deducted from vacation days accrued. 

Length of Employment Hours Accrued 
Per Pay Period 

Maximum Accrued Vacation Per Year 
Zero (0) to One (1) Year 1.54 One (1) week (40 hrs) 
One (1) Year to Four (4) Years 3.08 Two (2) weeks (80 hrs) 
Five (5) Years to Eleven (11) Years 4.62 hours Three (3) weeks (120 hrs) 
Twelve (12) Years to Fourteen (14) Years 6.16 hours Four (4) weeks (160 hrs) 
Fifteen (15) Years or more 7.70 hours Five (5) weeks (200 hrs) 
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Employees who have served one (1) year of continuous service and have taken part or none of 
their vacation days earned, will be paid for the vacation days up to but not to exceed 120 days upon 
the termination or resignation of employment. 

 

5.9 Sick Leave 

Employees and appointed officials who work full-time for the City of Willard shall accrue sick 
leave and be paid during unavoidable absences from work due to  sickness or accident during any 
one (1) year on the following basis: 

 

Sick leave may be taken for as little as one hour, if accrued. Where workmen’s compensation 
insurance payment is due to such employees or officer, the amount received by reason of worker’s 
compensation shall be deducted from the allowance otherwise provided for above. 

Employees shall be allowed to accumulate thirty-five (35) working days or two hundred eighty 
(280) hours in sick leave, which may be carried over from one (1) year to the next, which rolls 
over on the anniversary of their hire date. If a holiday should fall within the time the employee is 
absent on sick leave, it will not be deducted from their available number of sick leave days. Sick 
leave will not accrue during an unpaid leave of absence. Employees do not get paid for 
accumulated sick leave upon termination or resignation of employment. 

All employees that have completed at least one (1) year of service will have the option of 
requesting a payout of accrued sick leave hours one (1) time per quarter on a specified date 
provided they maintain 24 hours at the time of payout. A maximum of forty (40) hours may be 
converted to a one-hundred (100) percent payout each quarter. (Example: 10 hours requested equal 
a  10 hour payout.) The sick leave hours requested will be deducted from the total sick leave hours 
the employee has accrued. 

An employee who is sick must call their immediate Supervisor as soon as possible if they are 
unable to work. If an employee fails to do so within four (4) hours after the beginning of the work 
day, they may be denied pay for the period of absence. If sick leave is more than three (3) days, 
the Department Head or City Administrator may require a doctor’s certification; however, a 
certificate of verification may be required by a Supervisor, Department Head or City Administrator 
in any case. Sick leave days may be used for immediate family member illness or injury but must 
be approved by the immediate Supervisor and/or the City Administrator. 

 

5.10 Emergency Medical Leave Program 

The Emergency Medical Leave Program is additional paid leave made available due to either a 
personal or immediate family member illness or injury which is considered life threatening or 
catastrophic. See attached Appendix “B.” 

Length of Employment Hours Accrued 
Per Pay Period 

Maximum Accrued Vacation Per Year 
Zero (0) to One (1) Year 1.54 One (1) week (40 hrs) 
One (1) Year or more 3.08 Two (2) weeks (80 hrs) 
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5.11  Family and Medical Leave (FMLA) 

 
5.11.1   Eligibility Requirements: 

Employees may be entitled to job-protected family or medical leaves of absence if  the following 
conditions are met: 

Employee has worked for the City of Willard for the last twelve (12) months. 

Employee is currently employed by the City of Willard. 

During the last twelve (12) months of employment with the City of Willard the employee has 
worked at least twelve hundred and fifty hours (1,250) hours. 

 
5.11.2 Types of Leave: 

Employee leaves of absence under the FMLA may include; 

The birth of a child, or the placement of a child with the employee for adoption or foster care; 

A serious health condition that makes the employee unable to perform the essential functions of 
their job; or 

A serious health condition affecting the employee’s spouse, child or parent for which the employee 
is needed to provide care. 

 
5.11.3 How and When to Request Leave: 

Except as explained below, an eligible employee has a right under the FMLA for up to twelve (12) 
weeks of unpaid leave in a twelve (12) month period for any of the reasons listed above. An eligible 
employee must provide timely and adequate notice of their need for FMLA-qualifying leave. To 
request leave, the employee must contact the City Administrator and then request the appropriate 
forms from the Human Resources Department. When the need for FMLA leave is foreseeable, 
such  as with planned medical treatment or expected birth, the employee must provide at least 
thirty (30) days advance notice before FMLA leave is to begin. When an employee’s need for 
FMLA is unforeseeable, the requisite notice must be provided as soon as practicable under the 
facts and circumstances. Said notice, when possible, should be in writing and should provide the 
City of Willard with enough information to determine whether the leave qualifies as family or 
medical leave. Failure to provide proper notice may result in delay or denial of leave. 

5.11.4 Continuation of Benefits: 

An employee’s health benefits, if any, will be maintained during any period of unpaid leave under 
the same conditions as if they continued to work. The employee will be reinstated to the same or 
equivalent job with the same pay, benefits and terms and conditions of employment upon return 
from FMLA leave. 
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Further, if the employee normally pays a portion of the premiums for their health insurance, these 
payments will continue during the period of FMLA leave. Arrangements for payment will be 
discussed with the employee. The employee will have a minimum thirty (30) day grace period in 
which to make premium payments. If payment is not made in a timely manner, the employee’s 
group health insurance may be cancelled. 

If an employee does not return to work following FMLA leave for a reason other than the 
continuation, recurrence or onset of a serious health condition which would entitle the employee 
to FMLA leave or other circumstances beyond the employee’s control, the employee may be 
required to reimburse the City for its share of health insurance premiums paid on the employee’s 
behalf during the FMLA leave. 

5.11.5 Medical Certification Requirement: 

An employee’s requested leave may be counted against the employee’s annual FMLA leave 
entitlement. Further, the employee will be required to furnish medical certification if the leave is 
due to a serious health condition. Certifications of Health Care Provider forms are available from 
the Chief Financial Officer or Human Resource Department. Failure to provide the required 
certification may result in delay, denial or cancellation of leave. If the certification shows that the 
employee’s absence does not qualify under the FMLA, the FMLA designation will be revoked 
retroactive to the first (1st) day of the leave. The City of Willard may require recertification during 
said leave. 

5.11.6 Application of Accrued Paid Leave: 

Family and medical leave is generally unpaid leave. However, any accrued paid leave, including 
sick leave, vacation time or other leave, shall be applied to time off available under this section. 
Time off under worker’s compensation or short-term disability will also be applied to a leave under 
this section. 

5.11.7 Fit-for-Duty and Status Reports: 

The employee may be required to present a fit-for-duty certificate prior to being restored to 
employment. If such certification is required but not received, the employee’s return to work may 
be delayed until the certification is provided. Further, while on leave, the employee may be 
required to furnish the City of Willard with periodic reports of the employee’s status and intent to 
return to work. If the circumstances of the employee’s leave change, and they are able to return to 
work earlier than the date indicated above, the employee may be required to notify the City 
Administrator at least two (2) weeks prior to the date the employee intends to report  to 
work. The employee may be required to furnish recertification after a serious  health condition. 

5.12 Military Leave 
 
The City of Willard is committed to protecting the job rights of employees absent on military leave. 
In accordance with federal and state law, it is the City policy that no employee or prospective 
employee will be subjected to any form of discrimination on the basis of that person's membership 
in  or  obligation  to  perform  service  for any  of the  Uniformed Services of the United States. 
Specifically, no person will be denied employment, reemployment, promotion or other benefit of 
employment based on  such membership. Furthermore, no person will be subjected to retaliation 
or adverse employment action because such person has exercised their rights under applicable law 
or city policy. If any employee believes that they have been subjected to discrimination in violation 

205

Item # 5B.



18 
 

of city policy, the employee should immediately contact the Human Resources Department. 
 
Employees taking part in a variety of military duties are eligible for benefits under  this policy. 
Such military duties include leaves of absence taken by members of the uniformed services, 
including Reservists and National Guard members, for training, periods of active military service 
and funeral honors duty, as well as time spent being examined to determine fitness to perform such 
service. Subject to certain exceptions under the applicable laws, these benefits are generally limited 
to five (5) years leave of absence. 

Employees requesting leave for military duty should contact the City Administrator to request 
leave as soon as they are aware of the need for leave. For request forms and detailed information 
on eligibility,  employee   rights  while   on  leave  and   job  restoration   upon completion of leave, 
contact the Human Resources Department. 

For military leaves extending thirty (30) days or less, the City of Willard will  continue to pay the 
portion of the premium on health insurance, if any, that it was paying before such military leave 
began. In order to continue such health insurance, the employee must continue to pay their portion 
of premiums during this period. For military leaves  extending beyond thirty (30) days, the 
employee will have the option to continue their insurance coverage at the employee’s cost. Upon 
return from military leave, employees will be reinstated as required by law and benefits will be 
reinstated with no waiting periods. 

5.13  Jury Duty 
 
An employee may be granted leave with pay when required to be absent from work for jury duty 
or as a trial witness. Compensation for such leave shall be limited to the difference between pay 
received for this service and normal pay. 

5.14  Leave of Absence 
 
Due to special and extraordinary circumstances, an employee may wish to request, in writing, to 
take unpaid leave. The City Administrator, or in his/her absence the Mayor, shall have the authority 
to grant such unpaid leave for up to forty (40) hours per calendar year, in no less than eight (8) 
hour increments. All accrued vacation and sick leave must be exhausted prior to any such unpaid 
leave request being granted. 

5.15 Bereavement Leave 

An employee may be granted a leave of absence with pay (with approval from the City 
Administrator) of reasonable duration, not to exceed five (5) working days, in the event of the 
death of an employee’s spouse, significant other, child, stepchild, parent or stepparent. Three (3) 
working days of absence with pay will be allowed in the event of the death of an employee’s father-
in-law, mother-in-law, sister, brother, stepbrother, stepsister, brother-in-law, sister-in-law, 
grandparents, grandchildren, step-grandchildren, uncle, aunt or any relative residing permanently 
with and dependent upon the employee. Documentation may be required. 
  
5.16  Extended Personal Leave 
 
Leaves of absence without pay may be granted for a period not to exceed sixty (60) days when the 
granting of such leave is in the mutual interest of the city and the employee, or otherwise required 
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by law. The employee shall make a written request to the City Administrator for any authorized 
leave of absence stating the time required and the reason for such a request. Only the City 
Administrator may approve such a leave. Vacation, sick leave and holiday rights will not be 
accrued, or paid for, during an extended leave of absence, unless otherwise required by law. 

The employee will not, however, lose any vacation, sick leave or holiday benefits which were 
earned prior to the commencement of said leave of absence. If such sick leave, vacation or holiday 
benefits should carry past an anniversary date due to a leave of  absence, authorization from the 
City Administrator is required to carry it over. 

5.17 Retirement Plan. 

After an employee has been employed six (6) months with the City of Willard, the City shall enroll 
each full-time employee in the Missouri Local Government Employees Retirement System 
(LAGERS). At this time the employee shall pay four (4) percent of their gross wages into the 
account with the City paying the amount stipulated under the terms of the agreement with 
LAGERS. This is not an optional program. Enrollment in the program is a condition of 
employment for every full-time employee. If any employee has any questions regarding the 
retirement plan, please contact the Human Resources or Finance Department. 

5.18 Insurance. 

The City of Willard shall provide a competitive package of benefits to all eligible full‐time 
employees. The following benefits are provided with the understanding that benefit plans may 
change from time to time. For eligibility  requirements, refer to the Plan document for each 
benefit program. Continuation of any benefits after termination of employment will be solely at 
the employee’s expense and only if permitted by policies and statutes. To be eligible for city paid 
benefits an employee must be classified as a “Full-Time” employee. 

A. Health/Life Insurance 

The City of Willard currently provides individual health and life insurance benefits  to all eligible 
full‐time employees. The City of Willard presently pays the individual  insurance premium for all 
eligible employees.  Eligible employees may elect to purchase additional health insurance for the 
employee’s dependents or to participate in the Vision and Dental health plans offered by the City 
at the employee’s expense through payroll  deduction. The City of Willard may require 
employees to pay a portion of insurance premium in the future. Information about the City’s health 
plans will be provided to the  employee at the time of employment. 

The insurance provided is effective after the first day of the month following the first full month 
of employment. Details and forms may be obtained from the Human Resources Department at the 
time of employment. 

B. Social Security/Medicare/Medicaid 

The City of Willard participates in the provisions of the Social Security, Medicare and Medicaid 
programs. Employees’ contributions are deducted from each pay and the City contributes at the 
applicable wage base as established by federal law. 
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C. Workersʹ Compensation and Unemployment Insurance 

The City of Willard carries workers compensation insurance coverage as required by law to protect 
employees who are injured on the job. This insurance provides medical, surgical and hospital 
treatment in addition to loss of earnings from work-related injuries. If an employee should suffer 
an on-the-job injury or illness, regardless of how minor or severe, the following steps must be 
followed: 

1. Notify their Department Head immediately. The Department Head shall then notify the City 
Administrator or in the absence of a City Administrator, the Mayor. If the Department Head is 
unavailable and/or City Hall is closed, any such injury must be reported directly to the City 
Administrator or in the absence of a City Administrator, the Mayor. If the injury is of a severity 
that the employee is unable to immediately report the same, such employee should, at the earliest 
opportunity, request a family member or friend to report the injury. 

2.  Employees in need of medical attention should go to a physician or medical facility which has 
been approved by the City’s insurance carrier. If immediate medical attention is required, 
Employees should report to the nearest Emergency Care Facility. Any employee receiving medical 
attention for any on-the-job injury may be subject to testing to determine the presence of alcohol, 
illegal or unauthorized controlled substances. 

Unreported on-the-job injuries may place an employee in the position of losing any workers 
compensation benefits for which they might have been eligible. If any employee has any questions 
regarding the workers compensation  program, please contact the Human Resources Department. 

5.19 Automobile mileage. 

Travel for City business outside of a 50-mile radius in a personal automobile with prior approval 
from the City Administrator is eligible for mileage reimbursement. The City will reimburse the 
employee for use of a personal automobile for at the same rate the State of Missouri pays its 
employees for  automobile mileage. 

6. COMPENSATORY TIME POLICY 

6.1 Purpose 
 
The purpose of this policy is to allow salaried (exempt) City employees a flexible work schedule 
to reduce the hours over and above forty (40) during a standard work week due to evening 
meetings, heavier than normal workloads, etc. The City will accommodate the reasonable requests 
of employees for alternative work schedules when consistent with the needs of each City 
department to accomplish their objectives. 
 
This policy will apply to all full time salaried (exempt) employees of the City in all the various 
departments. 
 
6.2 Definitions 
 
Compensatory Time:  a term used to define an alternate work schedule by which a salaried 
employee may be granted paid time off in lieu of pay. 
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Standard Work Week:  a forty (40) hour period which runs from 12:00 a.m. Sunday morning 
through midnight (12:00 p.m.) the following Saturday evening. Vacation, sick leave, personal 
days, etc. are not considered as making up a portion of a standard work  week; only those hours 
worked on the job are to be counted as comprising said work week. 
 
Pay Period:  a two (2) week period comprised of two (2) forty (40) hour work weeks. 
 
6.3 Policy 
 
It is the policy of the City to allow authorized employees the option of a flexible work schedule. 
Individual departments may use a Compensatory Time work schedule subject to the following 
conditions: 
 
• The normal workweek shall continue as a five (5) day, forty (40) hour workweek for City 

employees. 
• Computation of compensatory time will be based on the hours worked over the 40 hour per 

week regular department schedule. Compensatory hours shall be accrued the rate assigned for 
each position classification. (Executive: .75:1; Leadership: 1:1; Professional: 1.5:1 hours 
accrued to hours worked) 

•  Compensatory time may be accrued up to one hundred and sixty ( 160) hours. All time accrued 
must be requested off and approved in the same manner as vacation time, personal days, etc. 

• Accumulated compensatory time shall be accrued to  160 hours. No hours will be earned over  
160 hours until the compensatory time balance is reduced through approved time off.  

• Accumulated compensatory time shall be paid upon voluntary separation and an agreed final 
resignation date of no less than 15 business days from date of notice of resignation.  

• When an employee takes compensatory time off it shall be determined by and scheduled at the 
discretion of the employee’s Director or supervisor, with due regard for the wishes of the 
employee and the needs of the City. 

 
6.4 GENERAL GUIDELINES AND ELIGIBILITY 
 
In order to be eligible to participate in the compensatory time program, an employee must be a 
salaried employee. Additionally, to be eligible, employees must: 
 
• Use work time effectively based on time quality; 
• Maintain a dependable attendance record; 
• Document all timekeeping accurately and in a timely fashion; and, 
• Communicate work problems/issues as well as needs to their immediate Supervisor/Department 

Head. 
 
Both  the  usage  as  well  as  the  accrual  of  compensatory  time  may be reviewed at any time  
by either the applicable Department Head and/or the City Administrator. Compensatory time will 
be administered on a consistent and equitable basis within each City Department. 
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7. GENERAL PROVISIONS 

7.1 Hours of Work 
 
A work hour is any hour of the day that is worked and should be recorded to the nearest quarter of 
an hour. The workday is defined as the twenty-four (24) hour period starting at 12:00 a.m. and 
ending at 11:59 p.m. The workweek covers seven (7) consecutive days beginning on Sunday at 
12:01 a.m. and ending on Saturday at 11:59 p.m. The usual work week period is forty (40) hours. 

The normal work week for the City of Willard City Hall shall consist of five (5), eight (8) hour 
days. Ordinarily, work hours are from 8:00 a.m. to 5:00 p.m., Monday through Friday, including 
one (1) hour (unpaid) for lunch. Employees may request the opportunity to vary their work 
schedules (within employer defined limits) to better accommodate personal responsibilities. 
Subject to the City of Willard work assignments and the City Administrator’s approval, the 
employee’s Supervisor or Department Head shall determine the hours of employment that best 
suits the needs of the work to be done by the individual employee. Each Department may require 
different work schedules, but all Departments’ normal work hours will be forty (40) hours per 
week. 

7.2  Attendance and Punctuality 

Attendance is a key factor in job performance. Punctuality and regular attendance are expected of 
all employees. Excessive absences (whether excused or unexcused), tardiness or leaving early is 
unacceptable. Absence for any reason or planning to arrive late or leave early, requires notification 
to your Supervisor, the Department Head or the City Administrator as far in advance as possible 
and no later than one (1) hour before the start of the scheduled work day. In the event of an 
emergency, notify your Supervisor, the Department Head or the City Administrator as soon as 
possible. For all absences extending longer than one (1) day, telephone your immediate Supervisor 
and inform him/her that the request for absence will be for more than one (1) day. When reporting 
an absence, indicate the nature of the problem causing the requested absence and the expected 
return to work date. A physician’s statement may be required as proof of the need for any illness 
related absence regardless of the length of the absence. Except as provided in other policies, an 
employee who is absent from work for three (3) consecutive days without notification to their 
Supervisor, Department Head or the City Administrator will be considered to have voluntarily 
terminated their employment. The employee’s final pay will be direct deposited to the last banking 
institution on file. Excessive absences, tardiness or leaving early will be grounds for discipline up 
to and including termination. Depending on the circumstances, including the employee’s length of 
employment, the City of Willard may counsel employees prior to termination for excessive 
absences, tardiness or leaving early. 

7.3  Meal Breaks 

7.3.1  The general policy of the City pertaining to meal breaks is that all employees, except those 
listed in Subsection Three (3) below, shall eat on their own time. They shall be allowed to cease 
work for meal breaks as determined by Directors and shall not be paid for that time. 

7.3.2 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. 

7.3.3  Employees designated by their 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 
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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. 

 

7.4 Pre-Employment Requirements 

All full-time employees will be required to undergo a pre-employment drug screen  before 
beginning work. 
 
 
7.5 Voluntary At-Will Employment 

 
Unless  an  employee  has  a  written  employment  agreement  with t he City of Willard,  which 
provides  differently,  all  employment  at  the  City  of  Willard is “at-will” and is  governed by 
Missouri statutes. That means that employees may be terminated from  employment with the 
City of Willard with or without cause and employees are free to  leave the employment of the 
City of Willard with or without cause. Any representation by any City of Willard officer or 
employee contrary to this policy is not binding upon the City of Willard unless it is in writing and 
is signed by the Mayor with the approval of the Board of Aldermen. 

7.6 Equal Employment Opportunity 

The City of Willard provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, gender, sexual orientation, 
gender identity, national origin, age, disability, genetic information, marital status, amnesty or 
status as a covered veteran in accordance with applicable federal, state and local laws. The City of 
Willard complies with applicable state and local laws governing nondiscrimination in 
employment. This policy applies to all terms and conditions of employment, including hiring, 
placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and 
training. 

The City of Willard expressly prohibits any form of unlawful employee discrimination based on 
race, color, religion, gender, sexual orientation, national origin, age, genetic information, disability 
or veteran status. Improper interference with the ability  of the City of Willard employees to 
perform their expected job duties is absolutely not tolerated. All employees should report any 
discrimination to the City Administrator. However, if the report involves the City Administrator, 
the employee may take their concerns to an Alderman or the Mayor. The employee may also 
request a closed meeting with the Board of Aldermen. 

If the City of Willard determines that a violation of this policy has occurred, it will  take 
appropriate disciplinary action against the offending party, which may include counseling, 
warnings, suspensions and/or termination. Employees who report, in good faith, violations of this 
policy and employees who cooperate with investigations into alleged violations of this policy will 
not be subject to retaliation. Upon completion of the investigation, the City of Willard will inform 
the employee who made the complaint of the results of the investigation. 

 

 

211

Item # 5B.



24 
 

7.7 Policy against Workplace Harassment 

7.7.1 Purpose 

The City of Willard’s position is that sexual and other types of harassment are a form of 
misconduct that undermines the integrity of the employment relationship. Employees are expected 
to act in a positive manner and contribute to a productive work environment that is free from 
harassing and disruptive activity. All employees have the right to work in an environment free 
from all forms of discrimination and conduct which can be considered harassing, coercive, or 
disruptive, including sexual harassment. 

7.7.2 Definition of Harassment 

Harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an 
individual based on race, color, religion, sex, national origin, age, pregnancy, disability, military 
status (including veterans), and current employees for complaining of discrimination or 
participating in an investigation or complaint proceedings, or any other status protected by law. 
Harassment can also occur if conduct is directed toward a person’s relatives, friends, or associates. 
Harassment does one or more of the following: 

• Has the purpose or effect of creating an intimidating, hostile or offensive work environment. 
• Has the purpose or effect of unreasonably interfering with an individual’s work performance. 
• Otherwise adversely affects an individual’s employment opportunities. 
 

7.7.3 Definition of Sexual Harassment 

The City of Willard has adopted the definition of  sexual harassment set forth by the Equal 
Employment Opportunity Commission (EEOC). The EEOC defines sexual harassment as 
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 or condition of your 
employment. 

• Submission to or rejection of such conduct by you is used as the basis for employment 
decisions affecting you. 

• Such conduct has the purpose or effect of unreasonable interfering with your work performance 
or creating an intimidating, hostile or offensive working environment. 

 

7.7.4 Harassing Conduct 

In order to avoid misunderstandings about what types of conduct might constitute or lead to 
harassment, the City provides you with the following examples of prohibited conduct. Please note 
that these are examples only and that harassment is not limited to only those types of conduct listed 
below. 

• Epithets, slurs, negative stereotyping and threatening, intimidating or hostile acts that relate to 
race, color, religion, gender, national origin, age or disability (including jokes, cartoons or 
pranks that are sexually suggestive, hostile or demeaning with regard to race, color, religion, 
gender, national origin, age or disability; and 
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• Written or graphic material that denigrates or shows hostility or aversion toward an individual 
or group because of race, color, religion, gender, national origin, age or disability and that is 
displayed on walls, bulletin boards, through the computer, or any other locations or circulated 
in the workplace; and 

• Unwanted social invitations, touching, hugging, patting, sexual gestures or offensive body 
movements. 

7.7.5 City’s Responsibility 

The City believes that all employees are entitled to a workplace free of  harassment and expects 
that all employees will treat each other and our customers with courtesy, dignity and respect. We 
take our obligation to maintain a workplace free of harassment very seriously. All employees have 
the responsibility to maintain the workplace free from any form of harassment. No form of 
harassment will be tolerated. Sexual and other types of harassment are a form of misconduct which 
constitutes a serious offense and subjects offenders to disciplinary action, up to and including 
discharge. 

All new employees will receive a copy of the City’s anti-harassment policy upon employment. If 
at any time employees would like another copy of the policy, they should contact their supervisor 
or the Human Resources Office. If the City should amend or modify our anti-harassment policy, 
all employees will receive an updated copy of the amended or modified policy. 

 

7.7.6 Complaint Procedure 

1. Employees who experience or witness any type of harassment or prohibited conduct in the 
workplace must report it immediately to their supervisor, director, or the Human Resources Office. 
You may also report it to any member of management. 

2. All allegations of harassment or prohibited conduct will be quickly and fully investigated. To 
the extent possible, the employee’s confidentiality and that of any witness and the alleged harasser 
will be protected against unnecessary disclosure. Employees are required to cooperate in any 
investigation. When the investigation is completed the parties involved will be informed of the 
outcome of the investigation. 

3. The City will permit no employment-based retaliation against anyone who brings a complaint 
of harassment or prohibited conduct or who speaks as a witness in the investigation of a complaint 
of harassment or prohibited conduct. Initiation of, or participation in any act of retaliation shall be 
cause for disciplinary action, up to and including discharge. 

7.8  Solicitation 

The City of Willard prohibits the solicitation, distribution and posting of materials on or at City 
property by any employee, except as may be permitted by this policy. The sole exceptions to this 
policy are charitable and community activities supported by the City of  Willard and City 
sponsored programs related to the City of Willard events and services. 

Employees may not solicit other employees during work hours, except in connection with a City-
approved or sponsored event. 
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Employees may not distribute literature of any kind during work hours or in any work area at any 
time, except in connection with a City-sponsored event. 

The posting of materials or electronic announcements are permitted with approval from the City 
Administrator and/or the City Clerk. Violations of this policy should be reported to the City 
Administrator. 

7.9 Nepotism 

No employee shall directly supervise a member of their family. Family  consists of the parents, 
children, siblings, spouse, parents-in-law, children-in-law, grandparents, grandchildren, step-
parents, step-brothers, step-sisters, stepchildren, aunts, uncles, nieces, nephews and foster children. 
More specifically, no employee shall review or audit the work of a member of their family, or take 
part in discussions concerning employment, assignment, compensation, discipline or related 
matters involving a member of their family. In the event that an individual, through marriage, 
adoption, etc. is placed in a prohibited relationship with a member of their family, the situation 
shall be resolved within thirty (30) calendar days, or as quickly as practicable. 

7.10 Employment of Relatives 

Applicants for any open position or vacancy shall not be hired if the applicant is related to any 
employee that is a Supervisor or Department Head within the same department. In this context, 
related shall mean or include:  parent, child, spouse, common-law spouse, brother, sister, 
grandparents, grandchildren, uncle, aunt, nephew or niece, cousins including step, half, foster or 
in-laws. 

7.11 Dress Code 

The dress code for each department shall be established by the Department Head with approval 
from the City Administrator. The code shall be developed with all consideration for employee 
safety, citizen recognition, to be appropriate to each employee’s job duties, etc. This code shall be 
strictly enforced. 

7.12 Oath 

Every police officer of the city shall, before entering upon their duties, take the oath prescribed by 
law. 

7.13 Political Activities 

City employees shall not be coerced or choose to take part in political campaigns, to solicit votes, 
to contribute or to solicit funds or support, for the purpose of supporting or opposing the 
appointment or election of candidates for any office. 

7.14 Residence 

Employees of the City of Willard shall not be required to live within the city  limits, unless 
required to do so by law, but they are encouraged to do so. This suggestion is intended to foster a 
greater interest in and concern for the welfare of the community on the part of the city employees. 
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7.15 Policies and Discipline 

It shall be the duty of all City employees to comply with the personnel rules and regulations of the 
City. Employees who are found violating the City of Willard’s rules and regulations will be subject 
to discipline, up to and including immediate termination of employment. All employees of the City 
of Willard are at-will and may be subject to immediate termination of employment with or without 
cause and with or without notice. 

A Supervisor, Department Head, City Administrator or the Mayor may issue  verbal warnings to 
employees for violations of City personnel rules, regulations or other misconduct. A Supervisor 
shall inform their Department Head of said warning and/or the Department Head shall inform the 
City Administrator of any warnings given to employees. In the event an employee’s violation of 
City personnel rules, regulations or other misconduct requires a written warning, reprimand or 
discipline, the Department Head shall take the issue to the City Administrator for approval. Written 
documentation of employee counseling, warnings, reprimands or discipline shall be placed in an 
employee’s personnel file with the consent and approval of the City Administrator. Disciplinary 
actions, other than verbal warnings, including all written warnings, reprimands, counseling, 
suspensions or demotions, shall be approved by the City Administrator. 

The following are examples of violations which may result in discipline up to and including 
immediate termination of employment. This list is not intended to be a complete list of all types 
of conduct that may result in disciplinary action. The City of Willard may in its discretion 
determine other behaviors that are unacceptable. 

1. Conviction of a felony or other crime involving moral turpitude; 

2. Acts of incompetence, inadequate performance, inefficiency or negligence in the performance 
of duties; 

3. Unauthorized absence, habitual absences or tardiness; 

4. Acts of insubordination, intentional failure or refusal to carry out instructions or assignments; 

5. Misappropriation, destruction, theft or conversion of City property; 

6. Inappropriate behavior toward a citizen of the City. 

7. Acts of misconduct while on duty; 

8. Dishonesty; 

9. Falsification of any information required by the City; 

10. Failure to properly report accidents or personal injuries; 

11. Neglect or carelessness resulting in damage to city property or equipment; 

12. Repeated convictions during employment of misdemeanor and/or traffic charges;  

13. Introduction, possession or use on City property or in City equipment of intoxicating liquors 
or illegal controlled substances (drugs) or proceeding to or from work under the influence of liquor 
or an illegal controlled substance, including any violation of the City’s Substance Abuse Policy. 
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 Nothing in this section alters the employment at-will status. 

8.  SUBSTANCE ABUSE POLICY 

It is the policy of the City of Willard to provide safe, dependable and quality services to its citizens, 
to provide safe and healthy working conditions for its employees and to comply with the 
requirements of federal law and regulations related to the Drug Free Work Place Act of 1988 and 
the Omnibus Transportation Employee Testing Act of 1991. 

It is the policy of the City of Willard to ensure that its employees are not impaired in their ability 
to perform assigned duties in a safe, productive and healthy manner. The City desires to create a 
work environment free from the adverse effect of alcohol and controlled substance abuse or 
misuse. Employees are strictly prohibited from engaging in the unlawful manufacture, distribution, 
dispensing, possession or use of controlled substances or alcohol while conducting any work on 
behalf of the City or on any City premises. Employees are also prohibited from the unauthorized 
possession of alcohol while on duty and are prohibited from the unauthorized possession or use of 
unauthorized controlled substances at any time, whether on or off duty. No employee shall use 
alcohol or non-prescribed drugs in the workplace or in operation of the City’s motor vehicles or 
equipment. 

This policy applies to all employees and/or applicants who apply for employment with the City of 
Willard. All employees, regardless of their date of hire, will be required by the City of Willard to 
comply with all sections of this policy including: pre-employment, post-accident, reasonable 
suspicion, return to work and follow-up testing for both alcohol and controlled substances. Further, 
as set forth herein, the City encourages employees to seek professional assistance when personal 
problems, including alcohol and controlled substance dependency, adversely affect their ability to 
perform assigned duties. 

Any employee charged for illegal conduct related to alcohol or controlled substances, including a 
conviction of any crime occurring in the workplace or not in the work place, must notify the City 
Administrator within five (5) calendar days of any such conviction or charges. Failure to timely 
report any such conviction or charges will result in disciplinary action, up to and including 
termination of employment. Further, any employee whose job performance requires the possession 
of a valid driver’s license and who subsequently loses their driver’s license as a consequence of 
drug or alcohol related convictions, pleas or other legal means, shall be subject to disciplinary 
action, up to and including termination from employment. The employee shall notify the City 
Administrator of the loss of their driver’s license immediately after revocation or temporary 
suspension of their license. Failure to notify the City Administrator of the loss of the driver’s 
license shall result in disciplinary action, up to and including termination of employment. 

Any employee who is using a prescribed or authorized controlled substance which may inhibit or 
impair the employee’s performance shall provide written notice to the City Administrator of such 
use upon returning to work and prior to engaging in any work-related activity. 

As a condition of employment, both present and future employees shall be subject to alcohol and 
controlled substances testing including the following types of tests:  pre-employment testing, 
random testing, reasonable suspicion testing, post-accident testing, return-to-work testing and 
follow-up testing. Tests shall be conducted by a facility certified and approved by the City of 
Willard. 
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An employee who fails a test or who fails to submit to a test under this policy may be discharged 
by the City for misconduct connected to work. 

8.1 Pre-Employment Testing 

Pre-employment urine drug testing shall be required of all applicants for all positions as a condition 
of employment, regardless of the status of the position. Receipt of satisfactory test results is 
required prior to commencement of employment. A positive alcohol or controlled substance test 
result disqualifies an applicant from eligibility for employment for a period of at least two (2) 
years. Applicants must submit to a pre-employment drug test within twenty-four (24) hours of 
being ordered to test. Failure to submit to testing or failure to submit in a timely manner will result 
in the withdrawal of the City’s conditional offer of employment. The applicant will be disqualified 
from further consideration for a period of two (2) years. Applicants who fail to test or who fail to 
submit in a timely manner for a second (2nd) time will be permanently disqualified for 
consideration for employment with the City of Willard. Any deviation from this practice must be 
documented and approved in writing by the City Administrator. 

8.2 Reasonable Suspicion Testing 

Reasonable suspicion testing applies to all City of Willard employees regardless of their status or 
position. Reasonable suspicion testing shall be used to determine fitness for duty evaluations, 
including appropriate urine and/or breath testing when there are objective observable reasons to 
believe that alcohol or controlled substance use is adversely affecting an employee’s job 
performance or that the employee has violated this policy. Reasonable suspicion referrals for 
testing shall be made on the basis of documented objective facts and circumstances consistent with 
the effects of substance use. Reasonable suspicion observations and reports may be made by the 
Supervisor or Department Head. The observing Supervisor or Department Head, regardless of the 
direct reporting relationship with the affected employee, is required to complete the appropriate 
required documentation concurrently with the observation and consideration to impose reasonable 
suspicion testing. 

All employees may be subject to testing following any type of accident during work hours if 
reasonable suspicion is determined, regardless of whether the accident meets the guidelines as 
noted under the post-accident provisions of this policy. A Supervisor or Department Head, who 
fails to report an observation of reasonable suspicion of an employee, may be subject to 
disciplinary action up to and including termination. 

Reasonable suspicion testing shall be required and completed whenever possible within two (2) 
hours of the observation, but in any case, no later than eight (8) hours after the observation for 
breath alcohol testing and thirty-two (32) hours for controlled substance testing. An employee who 
is ordered to submit to a reasonable suspicion drug test shall be transported to the testing site by 
City personnel. 

8.3 Random Testing. 

Random testing is applicable to all employees. Random testing shall be conducted at the direction 
of the City Administrator. An employee who is notified to submit to a random drug test must report 
immediately to the collection site. No delay in reporting is acceptable. An employee who is ordered 
to submit and does not report to the collection site, without delay, must document circumstances 
causing the delay to be tested. 
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8.4 Post Accident Testing. Post-accident testing is applicable to any employee involved in an 
accident in which the employee injures the person or property of another during work hours. 

8.5 Return to Work or Follow up Testing.  Return to work or follow up testing may be required 
at the direction of the City Administrator. 

8.6 Rehabilitation Effort 

Employees are encouraged to seek help with alcohol or chemical dependency problems voluntarily 
through a provider of their choice. Employees will not be disciplined for seeking assistance, if 
assistance is sought voluntarily. 

Rehabilitation assistance, due to a positive alcohol or controlled substance test, may only be 
granted to an employee one (1) time while employed by the City of Willard. Failure to complete 
the rehabilitation evaluation and any subsequent treatment plan and/or comply with the provisions 
of this policy will result in termination of employment. 

The following items must be completed for a rehabilitation process to be successful and complete: 

1. The employee shall agree to be evaluated by a rehabilitation professional acceptable to the City 
of Willard and shall successfully complete the rehabilitation treatment plan established for the 
employee by such; and 

2. The employee shall agree to refrain from any violation of this policy and the use of alcohol 
and/or controlled substances as is consistent with the treatment plan for rehabilitation and this 
policy; and 

3. The employee shall provide a release of all medical records for use and review by the City of 
Willard, specifically relating to the rehabilitation treatment plan for assistance and compliance; 
and 

4. The employee shall agree to submit to testing when returning to work, which will demonstrate 
that the employee has tested negative for alcohol and/or controlled substance test standards; and 

5. The employee shall agree to unannounced follow-up testing for a period as determined by the 
City Administrator or his/her designee subsequent to the employee’s return to work and consistent 
with this policy; and 

6. The employee will continue to be a participant of the random drug testing pool and ordered to 
submit to a random drug test as outlined in this policy; and 

7. The employee shall agree that any future alcohol or controlled substance violations will result 
in the termination of employment. 

Violation of this policy will be considered misconduct connected to work and will result  in 
disciplinary action, up to and including termination of employment. 

9. JOB PERFORMANCE EVALUATION 

The work of each employee is reviewed on an on-going basis, at the end of the probationary period 
and annually with the Supervisor to provide a systematic means of evaluating performance. The 
probationary and annual performance review is a formal opportunity for the Supervisor, 
Department Head, City Administrator and employee to exchange ideas that will strengthen their 
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working relationship, review the past year and anticipate the City of Willard’s needs in the coming 
year. The purpose of the review is to encourage the exchange of ideas in order to create positive 
change within the City of Willard. To that end, it is incumbent upon both parties to have an open 
and honest discussion concerning the employee’s performance. It is further incumbent upon the 
Supervisor, Department Head, and City Administrator to clearly communicate the needs of the 
City and what is expected of the employee in contributing to the success of the City of Willard for 
the coming year. Both Supervisor and employee shall attempt to arrive at an understanding 
regarding the objectives for the coming year. This having been done, both parties shall sign the 
performance review form, which will be kept as part of the employee’s personnel record and used 
as a guide during the course of the year to monitor employee progress relative to the agreed upon 
objectives. The City Administrator reviews the work of all Department Heads. Work reviews for 
other staff are the responsibility of the appropriate Supervisor or Department Head, subject to 
confirmation by the City Administrator. 

The annual work performance evaluations shall be performed at least annually at department head 
discretion and submitted to the City Administrator for review. A copy of all evaluations will be 
retained in the employee’s personnel file. 

Based on departmental needs and Department Head discretion, certain part-time and seasonal 
employees may receive performance reviews as necessary for job performance tracking. These 
reviews will be completed by the Department Head and submitted to the City Administrator for 
review.  

10. UNIFORMS 

10.1 Police Department 

Each officer of the Willard Police Department will receive a $1,000.00 uniform allowance for the 
first year of employment. Each additional year they shall receive a $650.00 uniform allowance 
issued once each year in January after showing proof of purchase. This allowance is to be used for 
dress uniforms and equipment required by the Department policy. A receipt will be required for 
all uniform purchases for the employee to be reimbursed. 

Uniforms may be purchased at approved vendors under the City’s name to be repaid by payroll 
deduction after the maximum allowance has been reached. Any deduction will be by the following 
schedule: 

• $100.00 or less will be deducted in one (1) pay period. 

• $101.00 to $200.00 will be deducted a minimum of $50.00 per pay period at a maximum of 
four (4) pay period deductions. 

• $201.00 or more will be deducted at a minimum of $50.00 per pay period at a maximum of 
eight (8) pay periods. 

• Maximum purchase through the City of Willard over and above the uniform allowance is 
$500.00. 

10.2 Public Works and Parks Maintenance Departments 

Each full-time employee of the City of Willard Public Works Department and Parks Maintenance 
Department will receive a $250.00 clothing and boot allowance to be used at employee’s 
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discretion. The clothing allowance will be added once per year to the first payroll in January to 
each employee’s pay. The uniform allowance will be taxed according to payroll tax deductions. 
No proof of purchase will be required. 

In addition to the clothing allowance, the department head for Public Works and for the Parks 
Department will be allotted $50 per employee per year for uniform apparel, to be used at the 
department heads discretion for apparel items. 

The employee is expected to report to work in clean, well mended attire that is appropriate for the 
work to be accomplished. If, in the opinion of the Supervisor, Department Head or City 
Administrator, the employee fails to comply with this expectation, appropriate disciplinary action 
will be taken. 

11. SEVERE WEATHER CONDITIONS 

 
The City Administrator shall have the option to close City Hall or the Parks Department when it 
is determined unsafe to travel because of severe weather conditions. If an employee is unable to 
reach the office due to severe weather conditions the employee may make a request for approval 
to use a personal day from their Department Head or the City Administrator. 

 
12. MEETINGS AND CONFERENCES 
 
Staff may be given limited time off by the City Administrator with pay to participate in educational 
opportunities related to the staff member’s current or anticipated work with the City of Willard. 
An employee serving as an official representative of the City of Willard at a conference or meeting 
is considered on official business and not on leave. 

12.1  Reimbursement 

Reimbursement is authorized for reasonable and necessary expenses incurred in carrying out job 
responsibilities. Mileage or transportation, parking fees, business telephone calls and meal costs 
when required to attend a luncheon or banquet, are all illustrative of reasonable and necessary 
expenses. Employees serving in an official capacity for the City of Willard at conferences and 
meetings are reimbursed for actual and  necessary expenses incurred, such as travel expenses, 
meal costs, lodging, tips and  registration fees. When attending meetings that have been approved 
by the City Administrator, employees are reimbursed for travel expenses, course fees and costs of 
meals and lodging at the current rates. Employees may also request a travel advance to cover 
anticipated expenses for approved travel. Employees also may be granted leave to attend a 
conference or professional meeting related to their professional development, and/or the City of 
Willard’s current and anticipated work. Expenses for these purposes can be paid by City, if funds 
are available, and the employee obtains prior written approval of such expenses. Employees are 
responsible for transportation costs between the office and home during normal work hours. 
Transportation costs are paid by the City of Willard for work outside normal work hours if the 
employee is on official business for the City. Employees authorized to use their personal cars for 
City business are reimbursed at the  State of Missouri approved rate. Forms are provided to request 
reimbursement for actual expenses and advance payment for travel. Receipts must be provided for 
all expenditures made in order to claim reimbursement. 
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13. SEPARATION AND RETURN OF PROPERTY 

Every officer and employee of the city, upon the termination of their term or employment for any 
cause whatsoever, shall deliver to the City all City property. Employees are responsible for the 
City of Willard equipment, property and work products that may be issued to them and/or are in 
their possession or control, including but not limited to: 

• Credit cards, 

• Identification badges, 

• Office/building keys, 

• Office/building security passes, 

• Computers, computerized diskettes, electronic/voice mail codes, and 

• Intellectual property (e.g., written materials, work products). 

In the event of separation from employment, or immediately upon request by the City 
Administrator or Department Director, employees must return all City property that is in their 
possession or control. Where permitted by applicable laws, the City of Willard may withhold from 
the employee’s final pay the cost of any property, including intellectual property, which is not 
returned when required. The City of Willard also may take any action deemed appropriate to 
recover or protect its property. 

14. CODE OF ETHICS 

The City maintains policy and standards regarding employee behavior and conduct which are 
necessary for all employees. See the attached Code of Ethics Policy for further information. 

15. GRIEVANCE POLICY 

If any employee wishes to file a grievance regarding their employment, including but not limited 
to, discipline, job evaluations, job assignments, work hours, Supervisors or Department Heads, an 
employee must submit the grievance in writing and provide it to the City Administrator. The City 
will make its best effort to address the grievance within 30 days. 

Employees who have received written reprimand, been suspended, demoted or terminated have 
the right to appeal the action to the Board of Aldermen. Any such appeal must be submitted to the 
City Administrator in writing within two (2) weeks of the suspension, demotion or termination. 

If an employee requests a hearing, the Board of Aldermen will attempt to schedule a hearing within 
30 days of receiving the notice of the appeal. An employee has the right to an attorney or support 
person to assist them in the hearing. The Board of Aldermen will attempt to issue a decision 
regarding the appeal within 45 days of any hearing or in the case where no hearing is requested, 
within 30 days of the appeal. 

Nothing in this policy alters the employment at-will status with the exception of those employees 
whose employment or termination is governed by Missouri statutes.  
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16. PERSONNEL RECORDS 

Personnel records are the property of the City of Willard and access to the information they contain 
is restricted and confidential. A personnel file shall be kept for each employee and should include 
the employee’s job application, copy of the letter of employment and position description, 
performance reviews, disciplinary records, records of salary increases and any other relevant 
personnel information. It is the responsibility of each employee to promptly notify their Supervisor 
or Department Head in writing of any changes in personnel data, including personal mailing 
addresses, telephone numbers, names of dependents and individuals to be contacted in the event 
of an emergency. 

17.  OUTSIDE EMPLOYMENT 

No municipal employee shall engage in any outside employment without the written consent of 
the City Administrator. Further, consent will not be given unless such outside employment does 
not conflict, impair or interfere with the employee’s performance of duties for the City of Willard. 

No employee may receive any income or material gain from individuals or organizations for 
materials produced or services rendered while performing their job with the City of Willard. 

18. NON‐DISCLOSURE OF CONFIDENTIAL INFORMATION 

Personnel and employment records are the property of the City and except for records and 
information that the City is required to provide by law will not be released. Access to personnel 
records within the City is limited to the Mayor and City Administrator and those designated by the 
Mayor and City Administrator. 

18.1 DISCLOSURE OF INFORMATION OF PAST EMPLOYEES 
 
No employee of the City shall disclose any information regarding a past or current employee’s 
employment record.  Any inquiry, by a third party, regarding a past or current employee’s work 
record shall be directed to the City Administrator, or his designee, who shall only provide the dates 
the employee has worked for the City, and their positions held.  All responses by the City 
Administrator shall be in writing.  No response to inquiries as to employee’s employment with the 
City shall be made over the phone. 
 
If a past or present employee of the City wishes the City to provide information to a third party 
beyond the dates of their employment and position held, the employee must submit in writing to 
the City Administrator of their request and must sign a release absolving the City of any liability 
for the release of the information.  All requests for the release of employment information must be 
approved by the Board of Alderman. 
 

19. COMPUTER AND INFORMATION SECURITY 

The City maintains a computer system for the effective operation of the City. These systems 
include individual PC’s provided to employees, centralized computer equipment, all associated 
software, telephone, voice mail and electronic mail. Each user is personally responsible to ensure 
that the following guidelines are followed: 
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• The City of Willard’s systems must not be used to solicit or proselytize others for commercial 
purposes, causes, outside organizations, chain messages or other non- job-related purposes. 

• Security procedures in the form of unique user sign‐on identification and passwords have been 
provided to control access to the City’s host computer system, networks and voice mail system. In 
addition, security facilities have been provided to restrict access to certain documents and files for 
the purpose of safeguarding information. 

• Passwords should not be shared between users. If written down, passwords should be kept in 
locked drawers or other places not easily accessible. 

• Document libraries of other users should not be browsed unless there is a legitimate business 
reason to do so. 

• Individual users should never make changes or modifications to the hardware   configuration 
of computer equipment. 

• Programs should never be downloaded from bulletin board systems or copied from other 
computers outside the city onto city computers. Downloading or copying such programs also risks 
the introduction of a computer virus. If there is a need for such programs, a request for assistance 
should be directed to the immediate Supervisor or Department Head prior to downloading or 
copying documents from outside the city. 

• Unlicensed software should not be loaded or executed on the City of Willard’s PCs. 

20.  INTERNET AND SOCIAL MEDIA ACCEPTABLE USE POLICY 
 
The following guidelines have been established for using the Internet, company-provided cell 
phones, email and social media in an appropriate, ethical and professional manner. 

Guidelines for internet, cell phones and email: 

• Internet, city-provided equipment (e.g., cell phone, laptops, computers) and services may not 
be used for transmitting, retrieving or storing any communications of a defamatory, discriminatory, 
harassing or pornographic nature. 

• The following actions are forbidden: using disparaging, abusive, profane or offensive 
language; creating, viewing or displaying materials that might adversely or negatively reflect upon 
the City of Willard or be contrary to the City of Willard’s best interests; and engaging in any illegal 
activities, including piracy, cracking, extortion, blackmail, copyright infringement, and 
unauthorized access of any computers and company-provided equipment such as cell phones and 
laptops. 

• Employees may not copy, retrieve, modify or forward copyrighted materials, except with 
permission or as a single copy to reference only. 

• Employees should not open suspicious e-mails, pop-ups or downloads. Contact the Department 
Head with any questions or concerns to reduce the release of viruses or to contain viruses 
immediately. 
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• Internal and external e-mails are considered business records and may be subject to discovery 
in the event of litigation. Be aware of this possibility when sending e-mail within and outside the 
City when using City computers. 

Guidelines for social media use: 

• Employees shall not post confidential, sensitive or proprietary information about the City of 
Willard, citizens, employees or applicants. 

• Employees shall not post obscenities, slurs or personal attacks that can damage the reputation 
of the City of Willard, citizens, employees or applicants. 

• Employees should not post provocative pictures or comments and should use discretion as a 
representative of the City. 

• When posting on social media sites, employees must use the following disclaimer when 
discussing job-related matters, “The opinions expressed on this site are my own and do not 
necessarily represent the views of the City of Willard.” 

21. EMERGENCY DECLARATION 

In the event the Mayor issues an emergency declaration, affected exempt employees shall receive 
payment for overtime worked in excess of forty (40) hours per week. Overtime pay for exempt 
employees will be based on the annual rate divided by 2080 and then multiplied times 1.5 for the 
overtime rate. In order to be considered for overtime pay, the affected exempt employee shall be 
responsible for completing the required time sheet and submitting same to the Chief Financial 
Officer/Finance Officer. 

The purpose of this policy is to provide a mechanism to fairly compensate exempt employees for 
the extensive amount of time required to manage the resources within the community during and 
after a significant disaster or emergency and to provide a mechanism to recover those additional 
costs from state and federal agencies. 

22.  ADMINISTRATION 

The organizational chart is a diagram showing graphically the relation of one position to another 
within a department of the City. It is also used to show the relation of one department to another, 
or of one function of the organization to another. The City of Willard’s organizational chart 
illustrates relations between people within the organization. Such relations might include the City 
Administrator to Department Heads, Department Heads to Supervisors or employees within a 
department. Each employee should always go to their immediate Supervisor or Department Head 
when asking for direction concerning a task, addressing a problem or any type of immediate need.  
The City Administrator shall have the authority to hire, discharge and discipline city employees. 
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A. CODE OF ETHICS 
POLICIES AND PROCEDURES 
 
Employee Relations. 
All staff with the City of Willard will strive to work with ethics above question and conduct 
themselves reflecting the trust given staff by the City of Willard. The City maintains policies and 
standards regarding employee behavior and conduct which are necessary for the efficient operation 
of the City and for the benefit and safety of its employees. 
 
In providing public service the City values: 
• Integrity and excellence in all that is done 
• Openness to every point of view 
• Diversity in people and approach 

 
The following specific areas are covered in this policy. 
General Provisions 
• Arrest, conviction or pleas of guilty 
• Confidential information 
• Gratuities 
• Witness Fees 
• Staff using their official position with the City 
• Non-retaliation 
• Solicitation at the work location 
• City facilities, materials, equipment and supplies 
• Staff responsibilities 
• Employment outside the City 
• Computer, Email and Internet Usage 
• Romantic Relationships 
• Nepotism 

 
Definitions. 
Appointing Authority: A person with the authority to approve hiring staff and to approve or deny 
other personnel related transactions. 
 
Equipment, Materials and Supplies: City owned or purchased equipment, materials and supplies 
including but not limited to: cell phones, telephones, computer hardware and software, City 
vehicles, office supplies, copiers etc. 
 
Gratuity: Any gift, favor, entertainment, hospitality, loan or other tangible item and intangible 
benefit, such as a pass or discount, given or extended to City Personnel or their spouses, minor 
children or members of their households for which fair market value is not paid by the recipient. 
 
Supervisor: The employee who directly supervises the work of another employee such as 
approving time sheets or leave requests, conducting performance appraisals or recommending 
disciplinary action. 
 
The words staff and employee are to be used interchangeably. 
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General Provisions. 
The work of the City will be conducted with respect, concern and courtesy toward citizens, co-
workers and the public. Staff shall approach their duties with a positive attitude and constructively 
support open communication, dedication and compassion. Staff shall conduct their duties 
recognizing the diverse background, characteristics and beliefs of all those with whom they 
conduct City business. 
 
This policy is not intended to cover every aspect of employee conduct. All City employees are 
expected to use sound judgment regarding their own conduct on the job and the performance of 
their assigned duties. Employees must also refrain from off duty conduct that tends to bring City 
service into public disrepute or negatively affects the employee’s job performance. 
 
Employees of the City. 
• Will avoid any interest or activity that improperly influences the conduct of their work or an 
employee’s ability to act with objectivity in their work. 
• Shall act impartially and neither give nor accept special favors or privileges which might be 
construed to improperly influence the performance of their work. 
• Shall not allow political participation or afflation to improperly influence the performance of 
their duties to the public. 
• Shall comply with law, rules, policies and procedures at all times. 
• Shall avoid any action that might result in losing independence or impartiality in decision 
making or adversely affecting public confidence in the integrity of the City. 
 
The following actions are considered unprofessional and inappropriate for City employees: 
• The use of profanity, abusive or threatening and/or racial and ethnic slurs. 
• False or malicious gossip concerning City employees, management and citizens. 
• Fighting, assaulting, threatening and/or intimidating other employees and members of the 
public. 
• Reporting for work and/or attending a meeting or conference away from the office in a physical 
or mental condition that is unsafe to the employee, others, or physical property; renders one 
incapable of performing job responsibilities; and/or creates an unfavorable public image including 
but not limited to intoxication and being under the influence of a controlled substance. 
• Loitering, loafing, horseplay, sleeping or engaging in offensive and/or harmful practical jokes 
in the workplace. 
• Engaging in any form of sexual or other harassment, including but not limited to vulgar and 
inappropriate behavior, sexual advances, requests for sexual favors and other verbal or physical 
conduct of a sexual nature or engaging in discrimination or harassment based on an individual’s 
sex, age, race, color, national origin, ancestry, religion, disability, genetic information, sexual 
orientation, pregnancy or any other basis protected by federal, state or local law. Disciplinary 
action will be taken against offenders. 
• Engaging in retaliation against any individual for reporting such discrimination or harassment 
as noted above or against any individual for participating in an investigation concerning allegations 
of unlawful discrimination or harassment. 
 
The City recognizes that the personal appearance of its employees makes an impact on the general 
impression conveyed to co-workers and the public. Accordingly, all employees are expected to 
dress in a manner appropriate to the specific job duties they perform. All employees must wear 
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clothing that is clean and well maintained and should observe good grooming and personal hygiene 
practices. 
 
Arrest, conviction, or pleas of guilty. 
Staff must notify their direct supervisor of any arrests, conviction, or pleas of guilty, suspended 
execution of sentence or suspended imposition of sentence related to misdemeanor or felony 
offenses within five (5) days of the event. The City Administrator will determine the appropriate 
action for the reported violation. These or other circumstances may result in the need for a 
reference or criminal record review of the employee to determine whether employment with the 
City should be changed. 
 
An employee unable to work because they are incarcerated shall be denied the use of annual leave; 
the City reserves the right to dismiss an employee due to unauthorized absence if they are unable 
to report for work due to jail time. 
 
Confidential Information. 
City personnel shall not use or disclose, directly or indirectly, confidential information obtained in 
the course of or by reason of their employment or official capacity in any manner. Staff who breach 
confidentiality will be subject to discipline. 
 
Gratuities. 
City employees and their spouses, minor children and household members shall not knowingly 
accept, solicit or agree to accept any gratuity for themselves, members of their families or others, 
either directly or indirectly from or on behalf of any person or entity that: 
• Operates under a contract with the City or seeks to engage in business relations of any sort 
with the City 
• Conducts operations or activities that are either regulated by the City or significantly affected 
by City decisions. 
• Has an interest that may be substantially affected by the performance or nonperformance of 
the official duties of city employees. 
City Employees who are offered gratuities shall promptly report such circumstances to their 
immediate supervisor. 
 
Incidental gratuities may be accepted under the following circumstances. 
• Unsolicited promotional items such as calendars, cups, note pads, or pens, having a value of 
less than twenty dollars ($20.00); 
• Unsolicited trophies, entertainment, prizes or awards given for public service or achievement 
or in games or contests that are open to the public; 
• Unsolicited trophies, entertainment, prizes or awards in connection with civic and community 
activities; 
• Meals and refreshments which are available to all attendees at meetings, conferences, 
gatherings of public interest which it is in the City’s interest to participate. 
• Attendance at promotional vendor training sessions offered by contractors to facilitate 
understanding or utilization of their products. Refreshments that are available to all attendees may 
be accepted. 
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Staff using their official position with the City. 
City staff shall not use their official position to improperly induce, coerce or in any manner 
improperly influence any person to provide any benefit, financial or otherwise, to themselves or 
others. City staff shall not be abusive toward others in the performance of their official duties. 
 
Non-retaliation. 
Staff will not retaliate against any outside party who questions or complains about an action by the 
City. 
 
Allegations of retaliation will be investigated by the City as appropriate to the circumstances. 
Findings will be documented and appropriate action taken. Staff found to be guilty of retaliation 
are subject to discipline up to and including dismissal. 
 
Solicitation at the work location. 
Staff will not sell items or services commercially to fellow staff during working hours at the job 
location. Non-commercial sales of items for a charitable or educational purpose are not included. 
However, any charitable or educational fund-raising events should be conducted with a minimum 
of effort or exposure. 
 
 
City facilities, materials, equipment and supplies. 
Employees shall use and maintain all city equipment, materials, and supplies in an efficient manner 
that will conserve their future usefulness. Staff shall use the equipment, materials and supplies 
solely for purposes related to the performance of city business. This includes internet use. 
 
Staff shall not directly or indirectly use, take, dispose of or allow the use, taking or disposal of 
City facilities, material, equipment or supplies of any kind for other than official business or 
purposes. 
 
Staff shall not willfully or neglectfully damage City facilities, material, equipment or supplies. 
 
The City discourages any use of personal equipment at work. The city is not responsible for any 
operational, maintenance or replacement costs of personal equipment used at work. 
 
Personal telephone calls from City phones and/or personal use of cell phones should not be made. 
The City may require recompense for excessive personal calls, both for the cost of the call and any 
lost productivity. 
 
An employee’s work area may be searched for work related reasons or in response to an alleged 
policy violation or criminal or civil infraction by the employee’s immediate supervisor, 
Department Head or City Administrator. 
 
Employees are responsible for reporting promptly the loss of any City property. Return of all City 
property upon termination is required. 
 
All work products created and produced by City staff within the scope and course of their 
employment becomes the property of the City. City employees shall not copyright or otherwise 
claim personal ownership or control over such work product. 
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Staff responsibilities. 
Responsibilities of the City staff include, but are not limited to the following: 
• Each City employee is responsible for their actions, including reading the City’s policies and 
procedures and working to carry out those provisions. 
• Each employee shall cooperate with internal investigations or investigations with the 
appropriate authority. Employees are to participate in such investigations in good faith and respond 
to all inquiries in a prompt and truthful manner. 
• Employees are expected to be attentive to their work responsibilities at all times during work 
hours. 
• Employees are expected to arrive to work on time and leave work on time according to their 
approved work schedule. Employees are to schedule and use leave appropriately with their 
supervisors’ permission. 
• Employees must perform assigned tasks efficiently, in a timely manner and within established 
minimum quality standards. 
• All employees must follow legitimate written and/or oral directives from supervisors and 
managers, unless the instructions are illegal or clearly violate safety procedures. 
• Falsifications or altering of work records or reports including, but not limited to: employment 
applications, time records and expense accounts, etc. are prohibited. 
• Employees may not utilize cell phones, camera phones, or any electronic mean to record 
internal interviews, meetings, etc unless otherwise allowed by policy or with management 
approval. The City is allowed to utilize recording devices when conducting workplace 
investigations. 
 
Computer, Email and Internet Usage 
• City employees are expected to use the Internet responsibly and productively. Internet access 
is limited to job-related activities only and personal use is not permitted. 
• All Internet data that is composed, transmitted and/or received by the City’s computer system 
is considered to belong to the City and is recognized as part of its official data. 
• The equipment, services and technology used to access the Internet are the property of the City 
and the City reserves the right to monitor Internet traffic and monitor and access data that is 
composed, sent or received through its online connections. 
• Emails sent via the City’s email system should not contain content that is deemed to be 
offensive. This includes, though is not restricted to, the use of vulgar or harassing language/images. 
• All sites and downloads may be monitored and/or blocked by the City if they are deemed to be 
harmful and/or not productive to business. 
• The installation of software such as instant messaging technology is strictly prohibited. 
 
Unacceptable use of the internet by employees includes, but is not limited to: 
 
• Access to sites that contain obscene, hateful, pornographic, unlawful, violent or otherwise 
illegal material. 
• Sending or posting discriminatory, harassing or threatening messages or images on the Internet 
or via the City’s service. 
• Using computers to perpetrate any form of fraud, and/or software, film or music piracy 
• Stealing, using or disclosing someone else's password without authorization. 
• Downloading, copying or pirating software and electronic files that are copyrighted or without 
authorization. 
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• Introducing malicious software onto the City’s network and/or jeopardizing the security of the 
organization's electronic communications systems. 
• Sending or posting chain letters, solicitations, or advertisements not related to business 
purposes or activities. 

Romantic Relationships 

Romantic fraternization between a supervisor and subordinates in a direct reporting relationship is 
prohibited, including, but not limited to: dating; romantic e-mails; adult subject jokes, cartoons, e-
mails and internet sites; and participating in a romantic/intimate relationship. 

B. EMERGENCY MEDICAL CARE LEAVE 
 
The City provides for the option of an Emergency Medical Care Leave Program. Such additional 
paid leave is made available due to either a personal or immediate family member illness or injury 
which is considered life threatening or catastrophic. This program is available, upon approval of 
the City Administrator, to those full-time employees who have exhausted all of their accrued leave 
time (including vacation, sick, compensatory, personal, etc.) and who have applied for and been 
approved for FMLA. The Emergency Medical Care Leave Program is a privilege which may be 
terminated without cause at the discretion of the City Administrator at any time. Nothing contained 
herein shall be construed to give any employee a right to such a benefit. A denial of Emergency 
Medical Care Leave benefits is not a denial of any right and therefore cannot be appealed. 

 

If an employee or one (1) of their immediate family members suffers an illness or injury that has 
been certified by a medical professional to be either catastrophic or life threatening (a written 
physician’s statement containing the medical diagnosis and prognosis must accompany any request 
for Emergency Medical Care Leave benefits) and the employee has already exhausted all of their 
eligible leave accrual they may be eligible for participation in the benefit program. Such life 
threatening or catastrophic illness or injury must not be job related, willfully self- inflicted nor due 
as a result of a criminal or illegal activity. In such an instance, other City employees may 
voluntarily donate a portion of their accrued sick leave to that employee eligible for the program. 
Such a donation by another employee must not result in a balance of less than fifty percent (50%) 
of that employee’s accrued sick leave at the time of donation. The employee receiving such a 
benefit is limited to a maximum of twenty-five (25) days of Emergency Medical Care Leave 
benefits which may be extended for an additional, one (1) time period of twenty (20) work days 
upon a finding of extraordinary circumstances. 
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C. EMPLOYEE RECEIPT AND ACCEPTANCE 
I hereby acknowledge receipt of the City of Willard Employee Policy Manual. I understand that it 
is my continuing responsibility to read and know its contents. I also understand and agree that the 
Employee Policy Manual is not an employment contract for any specific period of employment or 
for continuing or long‐term employment. Therefore, I acknowledge and understand that unless I 
have a written employment agreement with the City of Willard that provides otherwise, I have the 
right to resign from my employment with the City of Willard at any time with or without notice 
and with or without cause, and that the City of Willard has the right to terminate my employment 
at any time with or without notice and with or without cause. 

I have read, understand and agree to all of the above. I have also read and understand the City of 
Willard Employee Manual. I agree to return the City of Willard Employee Manual upon 
termination of my employment. 
 
Signature _____________________________________________ 

Print Name ____________________________________________ 

Date ________________________ 

 
CONFIDENTIALITY POLICY AND PLEDGE 
 
Any information that an employee learns about the City of Willard or its staff as a result of working 
for the City of Willard that is not otherwise publicly available constitutes confidential information. 
Employees may not disclose confidential information to anyone who is not employed by the City 
of Willard or to other persons employed by the City of Willard who do not need to know such 
information to assist in rendering services. The disclosure, distribution, electronic transmission or 
copying of the City of Willard’s confidential information is prohibited. Any employee who 
discloses confidential information will be subject to disciplinary action (including possible 
termination), even if they do not actually benefit from the disclosure of such information. 
 
I understand the above policy and pledge not to disclose confidential information. 
 
Signature _____________________________________________ 
 
Print Name ____________________________________________ 
 
Date ________________________ 
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City Information and Welcome Message 
 

Welcome to the City of Willard. 

Public service carries a unique responsibility. The work we do directly impacts the daily lives of 

our residents, businesses, and community partners. Because of that, we hold ourselves to a high 

standard of professionalism, accountability, and consistency in how we operate. 

This personnel manual is intended to provide clear guidance on expectations, policies, and 

procedures that support both employees and the organization. It is not designed to cover every 

possible situation, but rather to establish a framework for decision-making that is fair, consistent, 

and aligned with the City’s mission. 

Employees are expected to understand and follow these policies, to exercise sound judgment in 

their work, and to approach their responsibilities with integrity and respect for the public we 

serve. 

This manual is intended to serve as a practical guide to employment with the City of Willard. It 

outlines policies, procedures, and expectations to support consistent and effective operations. 

This manual is not a contract of employment and does not create a guarantee of employment for 

any specific duration. Employment with the City is at-will, meaning that either the employee or 

the City may end the employment relationship at any time, with or without cause, and with or 

without notice, subject to applicable law. 

As the City grows, our expectations and operations will continue to evolve with it. This manual 

is one of the tools we use to ensure that our growth is managed thoughtfully and responsibly. 

Thank you for your commitment to serving the City of Willard. 
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1. PURPOSE 

These Personnel Policies are established to: 

1.1 Ensure effective city administration by implementing standardized personnel policies and 
procedures applicable to all City employees. 

1.2 Establish a consistent system for position classification and compensation, based on the complexity 
and responsibility of tasks assigned to each role within City service. 

1.3 Promote fair and measured recruitment, hiring, assignment, advancement, compensation, and 
retention practices based on individual qualifications and performance. All personnel actions shall 
be conducted without discrimination based on race, color, religion, creed, sex, age, national origin, 
sexual orientation, marital status, or physical, mental, or sensory disability unrelated to job 
performance. 
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2. ADMINISTRATION 

 

2.1 Authority to Adopt and Amend 

 This Personnel Manual is adopted by the Board of Aldermen and may be amended from 

time to time in accordance with applicable law, City ordinance, and any procedures 

established in this manual. 

2.2 Administration of the Manual 

 Human Resources (“HR”) is responsible for the day-to-day administration of this manual, 

including policy guidance, recordkeeping, compliance support, and assistance to employees, 

supervisors, and department heads. 

2.3 Interpretation and Implementation 

 Unless otherwise provided by law, ordinance, or specific policy, the City Administrator has 

authority to interpret, implement, and apply this manual in the administration of personnel 

matters. The City Administrator may issue administrative procedures or guidance consistent 

with this manual. 

2.4 Scope and Applicability 

 This manual applies to all City employees unless a specific section states otherwise or unless 

a position is governed by separate law, ordinance, contract, or official action of the City. 

2.5 Supersession of Prior Policies 

 This manual supersedes prior personnel policies, procedures, practices, and standards of the 

City to the extent they are inconsistent with this manual, unless expressly preserved by 

ordinance, resolution, or specific policy language. 

2.6 No Contract; At-Will Employment 

 This manual is intended as a statement of current personnel policies and guidelines only. It is 

not a contract of employment and does not create a property interest in employment or a 

guarantee of employment for any specific duration. Unless otherwise provided by written 

agreement or applicable law, employment with the City is at will. 
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3. DEFINITIONS 
 For the purposes of these policies, the following definitions apply: 

Anniversary Date: The date an employee’s employment with the City began. 

Appointing Authority: The individual or body with legal authority to appoint or dismiss employees. 

The Mayor and Board of Aldermen retain the legal authority to appoint and remove appointive 

officers. The City Administrator has authority to appoint, discharge, and discipline City employees, 

subject to review by the Board of Aldermen as established in this manual and City Code Section 

115.185. 

Appointive Officer: Any person employed by the City and appointed by the Mayor and Board of 

Aldermen pursuant to RSMo § 79.230. Appointive officers are subject to the supervision and 

discipline of the City Administrator unless otherwise provided by law. 

Board: The Board of Aldermen of the City of Willard, Missouri. 

City: The City of Willard, Missouri. 

Class: A group of positions within the same occupation or profession that share similar duties, 

responsibilities, titles, and qualification requirements. 

Class Series: A progression of classes within an occupation that reflects increasing levels of difficulty, 

responsibility, and qualification requirements. 

Class Specification: A written description of a job class that includes typical duties, responsibilities, 

and minimum qualifications. 

Classification Banding: A system that groups job classifications to support career progression and 

compensation administration. Movement within a classification band, as determined by the City 

Administrator and approved by the Board, is not considered a promotion or reclassification unless 

otherwise stated. 

Classification Plan: The complete list of job classes maintained by the City, together with their class 

specifications and related classification rules. 

Classification Study: A review conducted to determine the appropriate classification of a position 

based on assigned duties, responsibilities, and qualifications. 

Classified Position: A position covered by the City’s personnel policies and assigned to a class 

within the classification plan. 

Compensation Schedule: The official pay structure established by the City, including pay ranges, 

grades, bands, steps, or other compensation levels assigned to classifications or positions. 

242

Item # 5B.



 

11 

 

Days: Unless otherwise specified, calendar days. 

Demotion: The reassignment of an employee to a position in a lower pay range, whether voluntary 

or involuntary. 

Department: A distinct operational unit of the City, typically led by a department head and 

established by ordinance or other official City action. 

Department Head: An individual responsible for leading a City department and reporting directly to 

the City Administrator, unless otherwise established by law or ordinance. 

Effective Date: The date on which a specified action, policy, or employment decision takes effect. 

Eligible: Meeting the minimum qualifications or requirements for a position, benefit, or personnel 

action. 

Emergency Appointment: A temporary appointment made under urgent or extraordinary 

circumstances when normal hiring procedures cannot reasonably be followed. 

Employee: Any individual lawfully employed by the City. 

Entry Level: The beginning pay level or classification level at which an employee enters a position or 

job series. 

Exempt Employee: An employee who is exempt from overtime requirements under the Fair Labor 

Standards Act (FLSA) and other applicable law. 

Grade / Pay Grade: A level within the City’s compensation structure that assigns a position to a 

designated salary or wage range based on job duties, responsibility, and qualifications.  

Grant-Funded Position: A position funded in whole or in significant part through grant funds. 

Continued employment in such a position is contingent upon continued funding, unless otherwise 

determined by the City. 

Hours Worked: Time actually spent performing job duties. Paid leave and other non-work time are 

not considered hours worked unless required by law or expressly provided by City policy. 

Incumbent: The employee currently assigned to a specific position. 

Merit Increase / Performance Salary Increase: A compensation increase based on performance, 

subject to the City’s evaluation process, applicable policy, and budget approval. 

Minimum Job Performance: The baseline level of performance required to satisfactorily meet the 

standards of a position. 

243

Item # 5B.



 

12 

 

Non-Exempt Employee: An employee who is eligible for overtime compensation under the Fair 

Labor Standards Act (FLSA) and other applicable law. 

Overtime: Authorized hours worked by a non-exempt employee in excess of forty (40) hours in a 

workweek, or as otherwise required by law. 

Part-Time Employee: An employee regularly scheduled to work fewer than thirty (30) hours per 

week. 

Pay Band: A broader compensation grouping that may include multiple pay grades and allow 

flexibility in pay administration based on qualifications, experience, performance, and market 

conditions. 

Position: A group of duties and responsibilities assigned by the City to be performed by one 

employee. 

Position Description: A written summary of the duties, responsibilities, reporting relationships, and 

qualifications associated with a specific position. 

Probationary Period: A defined introductory or trial period following initial appointment, 

promotion, or reassignment during which an employee’s performance and suitability are evaluated. 

Promotion: The advancement of an employee to a position with greater responsibility and typically 

a higher pay grade or pay range. 

Provisional Appointment: A temporary appointment made to meet an immediate operational need 

pending further review, recruitment, or permanent action. 

Range / Pay Range / Salary Range: The minimum and maximum compensation levels assigned to a 

position, class, pay grade, or band. 

Reclassification: A change in the classification of a position based on significant changes in duties, 

responsibilities, or qualification requirements. 

Regular Employee: An employee who has successfully completed the applicable probationary 

period and continues in employment in a regular full-time or regular part-time position, if 

recognized by City policy. 

Reinstatement: The return of a former employee to City employment in the same or a related 

position after separation. 

Resignation: A voluntary separation from employment initiated by the employee. 

Seasonal Employee / Seasonal Appointment: An employee hired for work tied to seasonal or 

temporary operational needs. Seasonal employees are not guaranteed continued employment 
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beyond the assigned season or period and may be excluded from some benefits or policy provisions 

as stated elsewhere in this manual. 

Step: A designated compensation level within a pay range or grade. 

Supervisor: An employee assigned responsibility for directing, overseeing, or evaluating the work of 

other employees. 

Temporary Employee: An individual hired for a limited period or specific short-term need, generally 

not to exceed six (6) months unless otherwise approved. 

Termination: An involuntary separation from employment initiated by the City. 

Transfer: The reassignment of an employee from one position to another position, typically within 

the same pay grade or classification structure unless otherwise stated. 

Underfilling: The temporary assignment of an employee to a lower classification or level within a 

class series when the employee does not yet meet the qualifications for the higher classification but 

is expected to do so through training, certification, or experience. 
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4. CLASSIFICATION PLAN 

4.1  Establishment of the Classification Plan 

4.1.1  The City Administrator shall prepare, maintain, and revise, as necessary, a Position 

Classification Plan covering all positions in the classified service. Any changes to the 

plan require approval from the Board of Alders. 

4.1.2  Every position within the classified service shall be assigned to an appropriate 

classification within the plan. Classifications shall be determined based on the complexity 

of duties, level of authority, and scope of responsibility, ensuring that: 

• Positions within the same classification require comparable qualifications. 

• A uniform pay schedule applies fairly to all positions within the same classification. 

4.1.3  Each classification shall be described through a Class Specification, which defines: 

• The nature of work and typical duties performed. 

• The minimum preferred qualifications (knowledge, skills, abilities, education, and 

training) for appointment to the position. 

4.1.4  Official job titles and pay ranges assigned to classifications shall be used consistently for: 

• Original appointments and promotions. 

• Payroll processing. 

• Personnel records and status updates. 

4.1.5  City Positions and Classification Categories: 

All City positions fall into one of the following classification categories: 

Administrative 

Responsible for strategic leadership, long-term planning, and high-level decision-making. 

Administrative roles include: 

• Communicating with the Board of Aldermen, City leadership, and community 

stakeholders. 

• Establishing strategic goals, policies, and operational direction for the City. 

• Reviewing financial statements and departmental reports to assess progress. 

Leadership 

Provides department-level leadership and oversight, ensuring efficient daily operations 

while contributing to broader City goals. Leadership responsibilities include: 

• Supervising departments and providing operational guidance. 

• Recommending strategic initiatives within their department. 

• Implementing policies and programs in alignment with the City's vision. 
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Professional 

Responsible for specialized tasks requiring expertise, often with a measurable impact on 

operational efficiency and department objectives. Responsibilities include: 

• Providing professional services or subject-matter expertise. 

• Participating in hiring, promotions, performance evaluations, training, and policy 

application. 

• Contributing to department strategy and vision, albeit on a more limited scope 

than Leadership roles. 

Para-Professional 

Provides operational support and technical services. These positions typically require 

vocational training, on-the-job experience, or job-related college coursework. 

Responsibilities include: 

• Applying job-specific expertise to assist in City operations. 

• Supervising employees, where applicable. 

• Performing specialized tasks that may require certifications or licensure. 

Specialist 

Applies technical or professional knowledge to perform department-specific duties, often 

requiring advanced training, education, or certification. Responsibilities include: 

• Utilizing expertise in a specialized field, potentially working across multiple 

departments. 

• Acquiring additional licensures or certifications where applicable for career 

advancement. 

• Supporting department operations with applied technical or scientific principles. 

 

4.2  Classification of Existing and New Positions 

4.2.1  The City Administrator shall review position classifications when: 

• A significant change in job duties and responsibilities occurs. 

• A new position is created or an existing position is proposed for elimination. 

 If such a change is identified, the City Administrator shall: 

• Provide a report to the Board of Alders detailing the classification adjustments. 

• Investigate the classification of a position upon written request from a regular 

employee or at their own discretion. 
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4.2.2  Classification investigations may consider the following factors: 

• Nature, complexity, and variety of duties. 

• Level of supervision received and exercised. 

• Knowledge, skills, and expertise required. 

• Education, experience, and professional training. 

• Scope of responsibility and decision-making authority. 

• Working conditions and unique job demands. 

The City Administrator shall determine the appropriate classification and assign the 

corresponding compensation level. Any significant modification to a class or the 

establishment/elimination of a classification requires Board approval. 

 

4.3  Reclassification and Reallocation 

4.3.1  Reclassification 

A reclassification occurs when an employee assumes higher-level duties and 

responsibilities beyond the current classification. If a reclassification is warranted, it may 

be treated as a promotion and may be subject to competitive selection among eligible 

candidates. 

4.3.2  Reallocation 

A reallocation occurs when a salary or classification study results in an adjustment to a 

position’s pay range without a substantial change in job duties or responsibilities. 

• The affected employee will be placed at the nearest rate in the new salary range that is 

closest or equal to their current pay rate. 

 

4.4  Independent Contractors 

4.4.1  The City may engage independent contractors where authorized by law. Contractors are 

not City employees and are subject to the terms outlined in their contracts. 

  Independent contractors do not qualify for: 

• City tax withholdings (unless a valid W-9 is submitted, otherwise 28% will be 

withheld). 

• City-provided workers’ compensation insurance. 

• Participation in group insurance benefits available to City employees. 

• LAGERS Retirement System contributions. 

• Accrual of vacation or sick leave. 

• Unemployment compensation coverage. 
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All independent contractor agreements must be in written contract form, specifying the 

scope of work, duration, and compensation. 

 

4.5  Seasonal Employment  

Definition 

A seasonal employee is an individual hired to perform duties tied to specific seasonal 

needs. Seasonal employment is temporary, and there is no guarantee of reappointment in 

future seasons. 

Employment Duration and Reapplication 

1. Seasonal employees are hired only for the designated season or time period stated 

at the time of hire. 

2. Employment periods may be: 

o Defined by seasonal demand (e.g., summer, winter, etc.). 

o Linked to a specific date range outlined in the employment offer. 

3. The employment period must be clearly stated in a written offer letter, with a 

copy retained in the employee’s HR file. 

4. If no clear end date is specified, seasonal employment shall not exceed six (6) 

months. 

5. Extensions beyond six (6) months require written approval from: 

o The Chief Financial Officer (CFO). 

o The City Administrator (CA). 

o Provided the employee meets all employment eligibility requirements set 

by HR. 

Employment Status and Conditions 

1. Seasonal employment does not create an expectation of continued employment or 

future reappointment. 

2. Seasonal employees are not eligible for benefits provided to full-time regular 

employees. 

3. All seasonal employees must adhere to City policies regarding workplace 

conduct, safety, and operational procedures. 

Oversight and Administration 

1. Department heads must inform seasonal employees of their employment duration 

and conditions at the time of hire. 
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2. HR shall oversee seasonal hiring, reappointments, and compliance with City 

policies, budgetary constraints and applicable employment laws. 

3. The City reserves the right to terminate seasonal employment at any time without 

notice. Seasonal employment with the City is at-will.  
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5. COMPENSATION 

5.1 Compensation Plan 

5.1.1 The Compensation Plan shall consist of an approved schedule of pay ranges assigned to 

each position based on the classification plan. This plan shall be developed and maintained by 

the City Administrator and requires approval from the Board of Alders. Each position in the 

classification plan shall be assigned an appropriate pay range based on the relative duties and 

responsibilities of each class. 

5.1.2 The City operates on a biweekly payroll schedule, with 26 payroll periods per year. 

• The payroll week runs from 12:00 a.m. Sunday through midnight Saturday. 

• Employee payroll shall be issued on the Friday following each two-week payroll period. 

 

5.2 Application of Pay Rates 

5.2.1 Each classified employee shall be paid at an hourly rate within the designated pay range for 

their assigned position, except as otherwise provided in this policy. 

5.2.2 Initial Pay Rate Upon Hiring: 

• Employees are ordinarily hired at the entry-level rate of their pay range. 

• Exceptions may be made when: 

a. A candidate possesses exceptional experience or skills warranting a starting rate up to 

20% above entry-level with approval from the CFO or HR Director. 

b. A higher starting salary is required to address a critical recruitment challenge. 

c. Any initial appointment above 20% of the entry rate requires City Administrator 

approval unless the appointment is to replace a prior employee within the currently 

budgeted rate of pay.   

o For example the previous employee was paid a rate of $30/hr and the entry rate is 

$15/hr.  Provided the new appointment meets exceptions A and/or B, they may be 

hired at no more than $30/hr with City Administrator approval. 

5.2.3 Reinstatement Pay Rate: 

A former regular employee who is reinstated to a position in the same or a related class may be 

compensated at or below their previous pay rate, at the discretion of the appointing authority. 

5.2.4 Transfer Pay Rate: 

An employee transferred to another position within the same classification or pay range shall 

retain their current rate of pay. 

5.2.5 Promotions: 
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• When a current employee is promoted to a position in a higher pay range, the employee’s 

salary shall be adjusted to provide at least a 2.5% increase. 

• If the new position’s entry-level pay is greater than a 2.5% increase, the employee will be 

placed at the entry rate of the new range. 

• If an employee is eligible for a merit increase at the time of promotion, the merit increase 

will be applied first before determining the salary for the promotion; i.e. determining if 

2.5% or new entry rate of pay shall apply. 

• If an employee fails to complete the required probation period after promotion, they shall 

be reinstated to their previous classification and pay rate. 

5.2.6 Demotions: 

• Voluntary Demotion: Employees who request a voluntary demotion shall retain their 

current anniversary date. 

• Involuntary Demotion: Employees demoted due to performance issues, discipline, or 

other reasons shall also retain their current anniversary date. 

5.2.7 Reclassification: 

• When a position is reclassified to a higher pay range, the employee shall be placed at the 

nearest pay rate in the new range that provides at least a 2.5% increase as described 

above. 

• If a position is reclassified to a lower pay rate due to changes in job duties beyond the 

employee’s control, the employee shall continue to be paid at their current rate for six 

months, provided they meet the following conditions: 

a. They have performed satisfactorily in their previous role. 

b. They have held the higher classification for at least six months. 

c. The reclassification is due to organizational needs, not employee performance. 

• At the end of the six-month period, the employee’s salary will be adjusted to fit within 

the new classification pay range. 

 

5.3 Annual Salary Increases and Transition Plan 

5.3.1 Step-Based Salary Increases (Old System) 

• Until the transition is fully implemented, employees will continue to receive step 

increases on their anniversary date, contingent upon budgetary approval. 

• If funding allows, step increases will be automatically applied as part of payroll 

processing. 
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5.3.2 Transition to Merit-Based Salary Increases (New System) 

• Employees who receive a step increase after February 10, 2025, shall be transitioned into 

the new Performance-Based Salary Increase system as outlined in the Performance 

Evaluation Policy. 

• Once an employee moves into the new system, they will no longer receive automatic step 

increases and will instead be eligible for merit-based increases based on performance 

evaluations. 

5.3.3 Performance-Based Salary Adjustments (New System) 

• Under the new Merit-Based Salary Increase system, salary adjustments will be tied to 

individual performance evaluations, rather than automatic step progression. 

• Merit increases will be: 

o Recommended by direct supervisors based on employee performance. 

o Reviewed and approved by the City Administrator to ensure fairness and 

consistency. 

o Budget-dependent, with final approval subject to City financial resources. 

 

5.4 Merit Bonuses for Employees at the Top of Their Pay Range (New Section) 

Employees who reach the maximum pay level for their classification will not be eligible for 

further merit-based raises. Instead, these employees will receive a one-time lump sum merit 

payment equal to the percentage of merit increase they would have received as a salary 

adjustment. The payment will be issued in one paycheck following the approval of the merit 

increase and will not affect the employee’s base salary. 

5.4.1 Example of Merit Payment Calculation 

Scenario: An Employee at the Top of Their Pay Range 

• Employee A is at the maximum pay level in their classification. 

• Based on performance evaluation and specific criteria and objectives met, Employee A is 

approved for a 3% merit increase. 

• Since Employee A cannot receive a salary increase, they instead receive a one-time merit 

payment equal to 3% of their current annual salary. 

Calculation: 

• Employee A’s annual salary at the top of their pay range: $60,000 

253

Item # 5B.



 

22 

 

• Merit increase percentage: 3% 

• Merit Payment Calculation: $60,000 × 3% = $1,800 

• Employee A will receive a one-time merit payment of $1,800 on their paycheck. 

5.4.2 Ensuring Fairness and Transparency 

• The same merit evaluation criteria will apply to both salary adjustments and merit 

payments to ensure fairness. 

• Supervisors and department heads will receive training on the merit evaluation process to 

ensure consistency in awarding raises and merit payments. 

• The City Administrator shall review all merit recommendations in the following ranges 

before approval to maintain budgetary control and equity across departments. 

o Unsatisfactory 

o Above Average 

o Role Model 

 

5.5 Overtime Compensation and Compensatory Time 

All policies governing overtime/compensatory time shall follow the requirements of the Fair 

Labor Standards Act (FLSA).  

5.5.1 Overtime Compensation 

• Overtime pay applies only to non-exempt employees and is calculated at 1.5 times the 

regular hourly rate for actual hours worked in excess of 40 per week. 

• Paid leave, including sick days, vacation days, or other non-working paid days, shall not 

count toward overtime eligibility.  

• Overtime must be approved in advance by a Department Head and the CA or CFO. 

5.5.2 Compensatory Time 

• Based on departmental needs, an employee may receive, in lieu of overtime 

compensation or upon written agreement with the Department Head and City 

Administrator, compensatory time off at a rate of one and 1.5 hours for each hour worked 

for which overtime compensation would otherwise be required by this section. 

• “Compensatory time” and “compensatory time off” mean hours during which an 

employee is not working but receives paid time off at the employee’s regular rate. 
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• Non-exempt City employees may accrue up to a maximum of 160 hours of compensatory 

time. Any hours earned in excess of the maximum limits must be paid as overtime for 

non-exempt employees. 

• Employees shall be permitted to use accrued compensatory time within a reasonable time 

period after it is requested unless to do so would unduly disrupt the operation of the City.  

• Employees are encouraged to utilize their compensatory time in the year it is earned. A 

maximum of 60 hours may be carried over from one calendar year to the next. Any hours 

in excess of this limit as of December 31st will be paid out to non-exempt employees at 

the employee’s current regular rate of pay in the first pay period of January.   

• Upon termination or resignation, accrued compensatory balances will be paid to the 

employee, subject to the employee abiding by the requirements of this manual regarding 

Separation of Employment. Payment will be at the hourly rate of pay being received on 

the date of the separation of employment.  

 

5.6 Holiday Pay  

• All full-time employees and appointed officers shall receive normal compensation for 

legal holidays and any other day or part of a day during which the City’s public offices 

are closed by special proclamation of the Mayor, with approval from the Board of Alders. 

• A holiday is a maximum period of eight (8) hours, paid at the employee’s regular rate.  

• If a holiday falls on a Saturday, City offices will close on the preceding Friday. 

• If a holiday falls on a Sunday, City offices will close on the following Monday. 

5.6.1 Observed Holidays 

• New Year’s Day 

• Martin Luther King Jr. Day 

• President’s Day 

• Memorial Day 

• Juneteenth 

• Independence Day 

• Labor Day 

• Columbus Day 

• Veterans Day 

• Thanksgiving Day 

• Friday after Thanksgiving 

• Christmas Eve 

• Christmas Day 

• New Years Eve 
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5.6.2 Holiday Pay Rules 

• If the City is closed and you are not scheduled to work 

o Employees will receive 8 hours of holiday pay at their regular rate, regardless of 

their normal schedule. 

• If you work on the holiday 

o Employees required to work on a City-recognized holiday will receive 2× their 

regular hourly rate for all hours worked on the holiday 

• If you normally do not work that day and your schedule is unchanged - If the holiday 

falls on a day the employee is not normally scheduled to work, and the employee’s 

schedule is not adjusted: 

o The employee receives no holiday pay 

o The employee receives no additional compensation 

• No schedule manipulation - Departments may not adjust an employee’s schedule solely 

to avoid or increase holiday pay. 

• Overtime Interaction - Holiday hours do not count toward overtime calculations. Only 

hours actually worked count toward overtime thresholds. 

5.6.3 Summary Table 

Scenario Pay Outcome 

City closed, employee not working due to closure  8 hours at regular rate 

Employee works on holiday 
2× regular rate for all hours 

worked 

Employee not scheduled that day, schedule unchanged No holiday pay 

Schedule changed to avoid or increase holiday pay Not permitted 

 

 

5.7 Vacation Leave  

Length of 

Employment 

Hours Accrued Per Pay 

Period 

Maximum Accrued Vacation Per 

Year 

0 to 1 Year 1.54 hours 40 hours (1 week) 

1 to 4 Years 3.08 hours 80 hours (2 weeks) 

5 to 11 Years 4.62 hours 120 hours (3 weeks) 

12 to 14 Years 6.16 hours 160 hours (4 weeks) 

15+ Years 7.70 hours 200 hours (5 weeks) 
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Vacation Policy Details: 

• Employees must complete six (6) months of employment and successfully finish their 

probation period before using vacation leave. 

• Vacation does not accrue during unpaid leaves of absence. 

• Employees must request vacation time in advance and receive approval from their 

Department Head (or City Administrator for Department Heads). 

• Employees may carry over up to 160 hours (20 days) of vacation leave into the next 

calendar year. 

• Upon termination or resignation, employees with one (1) year of service or more shall be 

paid out for their unused vacation days (up to 160 hours). 

• Upon termination or resignation, accrued vacation days will be paid to the employee, 

subject to the employee abiding by the requirements of this manual regarding Separation 

of Employment.  

 

5.8 Sick Leave  

Length of 

Employment 

Hours Accrued Per Pay 

Period 

Maximum Accrued Sick Leave Per 

Year 

0 to 1 Year 1.54 hours 40 hours (1 week) 

1+ Years 3.08 hours 80 hours (2 weeks) 

Sick Leave Policy Details: 

• Employees may use sick leave in quarter hour increments. 

• Sick leave may be used for personal illness, injury, or to care for an immediate family 

member (subject to supervisor approval). 

• Employees may accumulate up to 280 hours (35 working days) of sick leave, which rolls 

over annually. 

• Sick leave does not accrue during unpaid leave. 

• Employees do not receive a payout for unused sick leave upon separation from the City. 

 

5.9 Leave Abuse Policy (New Section) 

5.9.1 Definition of Leave Abuse 
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Leave abuse occurs when an employee: 

1. Repeatedly calls in sick immediately before or after weekends, holidays, or scheduled 

time off. 

2. Frequently exceeds allotted leave without valid justification. 

3. Consistently fails to provide medical documentation when requested for extended or 

frequent absences. 

4. Demonstrates a pattern of leave misuse, such as recurring last-minute call-ins or 

immediately after receiving a new leave allotment. 

5.9.2 Identification and Monitoring 

• HR and Department Heads shall monitor leave patterns and identify potential abuse. 

• If a pattern of excessive absenteeism or misuse is detected, the employee may be: 

a. Required to provide medical documentation for future absences. 

b. Subject to a formal meeting with HR and their supervisor to discuss attendance 

concerns. 

5.9.3 Corrective Actions 

If an employee is found to be abusing leave: 

1. First Offense: Verbal counseling and written notice of attendance concerns. 

2. Second Offense: A formal written warning in their personnel file. 

3. Repeated Violations: May result in additional disciplinary action up to and including 

termination for excessive absenteeism. 

5.9.4 Employee Rights 

Employees may provide a written response to any corrective action taken. Employees with 

medical conditions or family emergencies should notify HR to discuss reasonable 

accommodations under FMLA or other applicable policies. 

 

5.10 Emergency Medical Leave Program (EMLP) 

The Emergency Medical Leave Program (EMLP) provides additional paid leave to employees 

facing a personal or immediate family member’s life-threatening or catastrophic illness or injury. 

The program is funded through a City-administered Leave Bank, to which employees may 

voluntarily donate accrued annual or sick leave. 

5.10.1 Eligibility for Emergency Medical Leave 
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Employees may apply for Emergency Medical Leave if they: 

• Are a full-time employee who has satisfactorily completed at least six (6) months of 

continuous service. 

• Has, or will have, exhausted all accrued sick leave, vacation leave, and compensatory 

time during the emergency medical leave. 

• Provide documentation from a licensed medical professional confirming a: 

o Life-threatening illness, injury, or condition affecting the employee or an 

immediate family member. 

o Catastrophic medical condition requiring prolonged hospitalization or extensive 

treatment. 

o Anticipate leave time required for treatment of the illness, injury or condition. 

5.10.2 Leave Bank & Donation Program 

To ensure the continued availability of Emergency Medical Leave, the City will maintain a 

Leave Bank, funded by voluntary donations of accrued annual and sick leave from employees. 

Employee Leave Donations 

• Employees may donate any accrued leave in full-hour increments to the Leave Bank. 

• Employees must, after making a donation, retain a minimum balance of: 

o 40 hours of vacation leave, and 

o 40 hours of sick leave. 

• Donations are voluntary and non-reversible. 

Administration of the Leave Bank 

• The Leave Bank shall be managed by HR under the oversight of the City Administrator. 

• The Leave Bank balance will be monitored quarterly, and employees will be notified if 

donations would be appreciated. 

• Leave Bank donations do not result in tax deductions or any form of additional 

compensation. 

5.10.3 Application & Approval Process 

1. Employees must submit a formal request for Emergency Medical Leave to HR. 

2. The request must include medical documentation verifying the condition. 
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3. The City Administrator will review HR approved requests and confirm eligibility. 

4. If approved, Emergency Medical Leave will be granted in increments of up to two (2) 

weeks and may be extended based on available Leave Bank funds, not to exceed the 

medically necessary time for treatment and recovery indicated by the medical 

professional’s documentation. 

5.10.4 Program Limitations & Conditions 

• The maximum amount of Emergency Medical Leave available per employee is six (6) 

weeks (240 hours) per rolling 12-month period. 

• Leave granted through the EMLP is not accrued, transferable, or payable upon 

termination. 

• Employees must return to work immediately upon medical clearance or when the 

approved leave period ends. 

• The City reserves the right to suspend or reduce the Leave Bank program if available 

donated leave hours and funds are insufficient to meet requested needs. 

• The EMLP will not issue more hours than have been donated to the bank. 

 

5.11 Family and Medical Leave (FMLA) 

The City of Willard complies with the Family and Medical Leave Act (FMLA), which provides 

eligible employees with up to 12 weeks of unpaid, job-protected leave for qualifying medical or 

family-related reasons. 

5.11.1 Eligibility Requirements 

Employees are eligible for FMLA leave if they: 

1. Have been employed by the City of Willard for at least 12 months. 

2. Have worked at least 1,250 hours in the past 12 months. 

5.11.2 Qualifying Reasons for FMLA Leave 

Eligible employees may take up to 12 weeks of unpaid leave within a 12-month period for: 

• The birth, adoption, or foster care placement of a child. 

• A serious health condition that prevents the employee from performing job duties. 

• Care for a spouse, child, or parent with a serious health condition. 

5.11.3 Requesting FMLA Leave 
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• Employees must notify the City Administrator or HR as soon as possible. 

• If leave is foreseeable, employees must provide at least 30 days' advance notice. 

• Employees must complete the FMLA Request Form and provide medical certification 

within 15 days of the request. 

5.11.4 Continuation of Benefits 

• The City will continue health insurance coverage under the same conditions as if the 

employee were actively working. 

• Employees must continue paying their portion of insurance premiums. 

• Employees who do not return from FMLA leave may be required to reimburse the City 

for employer-paid health premiums. 

• An employee is officially considered to have "returned to work" for the purposes of these 

policies if they return to duty for at least 30 calendar days.   

o Note: An employee who retires immediately at the end of their FMLA leave, or 

who retires within the first 30 days of returning, is still legally deemed to have 

"returned to work," and the City will not seek reimbursement for premiums in 

those instances. 

5.11.5 Return to Work & Fit-for-Duty Requirement 

• Employees must provide a fit-for-duty certification before returning to work if the leave 

was for their own medical condition. 

• The City will restore the employee to their original position or an equivalent role with the 

same pay and benefits. 

•  

5.12 Military Leave 

The City of Willard fully complies with the Uniformed Services Employment and 

Reemployment Rights Act (USERRA) and protects the job rights of employees absent for 

military service. 

5.12.1 Eligibility & Leave Benefits 

Employees are eligible for military leave if they are: 

• A member of the Armed Forces, Reserves, or National Guard and called to active duty, 

training, or military service. 

5.12.2 Duration of Leave & Reemployment Rights 
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• Military leave may last up to five (5) years. 

• Employees returning from military leave will be reinstated to the same or equivalent 

position as required by federal law. 

• The City will continue paying its portion of health insurance premiums for military 

leaves under 30 days. 

• For military leave exceeding 30 days, employees may continue health insurance coverage 

at their own expense. 

5.12.3 Requesting Military Leave 

• Employees must provide a copy of military orders and a written leave request to the City 

Administrator. 

• Additional details regarding reemployment rights are available through the HR 

Department. 

 

5.13 Jury Duty Leave 

Employees summoned for jury duty or as a court witness shall receive leave with pay. 

5.13.1 Pay & Time Off 

• Employees will receive their regular salary for the duration of jury service. 

• Employees must provide a copy of the jury summons to their supervisor. 

5.13.2 Court Witness Leave 

• Employees subpoenaed to testify in a work-related case will receive paid leave. 

• Employees appearing in court for personal matters must use vacation, comp time if 

available, or take unpaid leave. 

 

5.14 Unpaid Leave of Absence 

Employees may request an unpaid leave of absence for special and extraordinary circumstances. 

5.14.1 Approval & Duration 

• Requests must be submitted in writing to the City Administrator. 

• The maximum unpaid leave granted is 40 hours per calendar year (in no less than 8-hour 

increments).  
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• Employees must exhaust all accrued vacation and sick leave before an unpaid leave 

request is approved. 

• Notwithstanding the 40-hour limit above, the City Administrator may, at their sole 

discretion, authorize additional unpaid leave. Such extensions shall only be granted upon 

a written finding of exigent circumstances where the strict application of the limit would 

result in undue hardship or where the leave is deemed to be in the best interest of the 

City. Any additional leave granted under this provision is subject to the same "exhaustion 

of benefits" requirements of other leave types and does not establish a precedent for 

future requests. 

5.15 Witness and Crime Victim Leave 

Under Missouri law, eligible employees may take unpaid time off from work to comply with a 

criminal proceeding by honoring a subpoena to testify, attending the proceeding, or participating 

in the preparation for the proceeding.  

 

Employees are eligible for time off under this policy if they are: (1) the victim of a crime, (2) a 

witness of a crime, (3) an immediate family member of the victim of a crime. An immediate 

family member is defined as a spouse, child, sibling, parent or grandparent, or legal guardian. 

When possible, employees should provide advance written notice to HR for such compliance. 

This leave will not run concurrently with other leave.  

 

5.16 Victims of Domestic Abuse 

Employees who are victims of domestic or sexual violence, or have a family or household 

member who is a victim of domestic or sexual violence whose interests are not adverse to the 

employee as it relates to the domestic or sexual violence, may take up to two (2) weeks of unpaid 

leave within any 12-month period to: 

A. Seek medical attention for, or recover from, physical or psychological injuries caused by 

the domestic or sexual violence to the employee or the employee’s family or household 

member; 

B. Obtain services from a victim services organization for the employee or the employee’s 

family or household member; 

C. Obtain psychological or other counseling for the employee or the employee’s family or 

household member; 

D. Participate in safety planning, temporarily or permanently relocating, or taking other 

actions to increase the safety of the employee or employee’s family or household member 

from future domestic or sexual violence or to ensure economic security; or  

E. Seek legal assistance or remedies to ensure the health and safety of the employee or the 

employee’s family or household member, including preparing for or participating in any 

civil or criminal legal proceeding related to or derived from domestic or sexual violence. 

 

When feasible, 48 hours’ notice of the need for such time off is required. Documentation to 

support the need for leave may also be required prior to the employee taking leave, which may 

include a police report, protection order, or court order. Vacation can be used to the extent 

available, and leave may be taken intermittently. This leave generally does not run concurrently 

with any other leave. The City will keep all submitted information in conjunction with this leave 

confidential to the extent possible. 
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5.16.1 Domestic Violence in the Workplace 

The City recognizes that domestic violence can spill over into the workplace. We are committed 

to supporting employees by providing reasonable safety accommodations. If you are 

experiencing domestic violence, please contact HR to discuss available resources or flexible 

scheduling to assist in your safety planning. 

 

5.16.2 Protective and Restraining Orders 

Employees who have obtained a Protective Order or Restraining Order that lists City property as 

a protected location are strongly encouraged to provide a copy to the HR Department and the 

Police Department. This allows City leadership to take necessary precautions to ensure the 

employee's safety while at work. 

 

 

5.17 Bereavement Leave 

Employees may be granted paid leave following the death of an immediate family member. 

5.17.1 Duration of Bereavement Leave 

• Up to 5 working days for the death of: 

o Spouse or significant other 

o Child or stepchild 

o Parent or stepparent 

• Up to 3 working days for the death of: 

o Sibling or stepsibling 

o Grandparent or grandchild 

o Parent-in-law or sibling-in-law 

o Aunt, uncle, or dependent relative residing with the employee 

5.17.2 Documentation Requirement 

• Documentation (e.g., obituary or funeral notice) should be provided for the personnel 

record. 

 

5.18 Volunteer Firefighter Job Protection 

Employees will be provided with unpaid time off to perform duties as a volunteer firefighter with 

a municipal, volunteer, rural, or fire protection association, MO-1 Disaster Medical Assistance 

Team, MO Task Force One, Urban Search and Rescue Team, or when activated to a national 
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disaster response by FEMA. When possible, employees should provide advance written notice to 

the City Clerk of such service. In addition to the written notice, a certification should be provided 

at the end of leave and include the date and time that the emergency was responded to. This 

leave does not run concurrently with other leave. 

5.19 Retirement Plan (LAGERS) 

1. The City of Willard participates in the Missouri Local Government Employees 

Retirement System (LAGERS) to provide retirement benefits to full-time employees. 

2. Enrollment in LAGERS is mandatory for all full-time employees upon completing six (6) 

months of continuous employment with the City. 

1. Employee contributions to LAGERS are set at four percent (4%) of gross wages, which 

typically is deducted automatically from each paycheck.  Effective 1/1/2024 the City has 

been paying the employee contribution in full.  If budget constraints arise, the City 

reserves the right to limit the employee contribution it covers, or temporarily/permanently 

suspend the City’s payment of the employee contribution. 

3. The City contributes to the retirement plan at a rate determined by LAGERS, in 

accordance with the City’s agreement with the system. 

4. This program is not optional, and participation is a condition of employment for all full-

time employees. 

5. Employees with questions regarding their retirement benefits, vesting requirements, or 

contribution rates should contact the Human Resources or Finance Department for 

additional information. 

 

5.20 Leave Buyback Policy (Updated Section) 

5.20.1 Purpose 

The Leave Buyback Program allows eligible employees to sell back a portion of their accrued 

but unused Sick, Comp or Annual leave in exchange for a lump-sum payment. The program is 

designed to provide employees with flexibility in managing their leave while ensuring 

operational and financial sustainability for the City. 

Employees who have completed at least one (1) year of service may request a quarterly leave 

payout of up to 40 hours, provided they maintain a minimum balance of 40 hours of sick leave 

and vacation leave after such payout. 

Requests for leave buyback may be made incrementally, or on one single request, and may be for 

one or a combination of leave types.  However, the employee shall not request, nor be entitled to, 

a total leave payout of more than 40 hours per quarter.   

5.20.2 Eligibility 

Employees must meet the following criteria to participate in the Leave Buyback Program: 
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1. Must be a full-time employee with at least one (1) year of continuous service. 

2. Must retain a minimum balance of 40 hours (1 week) each of sick and vacation leave 

after selling back leave. 

3. Must not have received a performance-related disciplinary action in the past 12 months. 

5.20.3 Conditions of Buyback 

1. Employees may sell back a maximum of 40 hours (1 week) per calendar quarter. 

2. Buyback payments will be processed at the employee’s base hourly rate at the time of the 

request. 

1. Non-exempt employees compensatory time shall be processed as indicated above 

(Section 5.5.2) 

3. Leave hours sold back will not count as hours worked for overtime calculation purposes. 

5.20.4 Request & Approval Process 

1. Employees must submit a Leave Buyback Request Form to HR. 

2. HR and the Finance Department will review requests to ensure compliance with 

eligibility criteria and available budget. 

3. Approved requests will be processed in the next payroll cycle following approval. 

4. If budget constraints arise, the City reserves the right to limit the number of buyback 

requests, reduce the approved amount of the buyback requests or temporarily suspend the 

program. 

5.20.5 Financial Considerations & Limitations 

1. The City reserves the right to adjust buyback periods, limits, or eligibility based on 

budgetary constraints at any time with or without advance notice. 

2. Employees are encouraged to utilize their vacation leave for rest and recovery, and the 

program should not be relied upon as a substitute for taking time off. 

5.20.6 Example Scenario of Leave Buyback 

• Employee A has accrued 160 hours (4 weeks) of vacation leave and wishes to sell back 

40 hours. 

• After the buyback, Employee A will retain 120 hours (3 weeks) of vacation leave. 

• If their hourly wage is $25, the buyback payment will be: 

o 40 hours × $25/hour = $1,000 (before taxes and deductions) 
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• The payment will be included in their regular paycheck following approval. 

• The leave buyback payment will be subject to all applicable federal, state, and other 

withholdings, as well as any other required deductions which are due at the time of the 

buyback. Employees should understand that this payment may increase the total taxable 

wages for the pay period, potentially resulting in higher-than-anticipated withholdings. 

The City will not modify, reduce, or make temporary adjustments to any tax or deduction 

requirements related to the leave buyback payment. Employees are responsible for any 

tax liabilities incurred as a result of their participation in the program. 

• Employee B has accrued 80 hours (2 weeks) of vacation leave and 48 hours (1 week and 

1 day) of sick time and wishes to sell back 40 hours of sick time.   

• After the buyback, Employee B would have less than 40 hours of sick time so they can 

either be approved for 8 hours of sick time only, or take an additional 32 hours from their 

vacation time. 

 

5.21 Insurance Benefits 

The City of Willard provides a benefits package to eligible full-time employees. Benefits and 

coverage levels are subject to change, and employees should refer to the official plan documents 

for specific eligibility requirements and coverage details. 

5.21.1 General Eligibility 

• To qualify for City-sponsored benefits, employees must be classified as full-time 

employees. 

• Employees separating from employment may continue certain benefits at their own 

expense, subject to applicable policies and laws. 

5.21.2 Health & Life Insurance 

• The City currently provides individual health and life insurance benefits to all eligible 

full-time employees. 

• The City fully covers the cost of individual health and approved limit life insurance 

premiums for eligible employees. 

• Employees may elect to: 

o Purchase additional coverage for dependents. 

o Participate in optional vision and dental plans at their own expense through 

payroll deduction. 
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• The City reserves the right to adjust the portion of premiums covered based on future 

financial conditions. 

Effective Date of Coverage 

• Health and life insurance coverage becomes effective on the first day of the month 

following the first month of employment. 

• Enrollment details and necessary forms are available through the Human Resources 

Department. 

5.21.3 Social Security, Medicare, and Medicaid Contributions 

• The City of Willard fully complies with federal Social Security, Medicare, and Medicaid 

requirements. 

• Employees will have Social Security (FICA) and Medicare contributions deducted from 

each paycheck at the federally established rate. 

• The City will contribute to these programs in accordance with federal law and applicable 

wage bases. 

5.21.4 Workers’ Compensation & Unemployment Insurance 

A. Workers’ Compensation Insurance 

• The City of Willard provides workers’ compensation coverage as required by state law to 

protect employees who experience work-related injuries or illnesses. 

• Coverage includes medical, surgical, and hospital treatment, as well as compensation for 

lost wages due to an approved work-related injury. 

Employee Responsibilities in the Event of a Work-Related Injury 

1. Immediate Notification: Employees must immediately report any work-related injury or 

illness to their Department Head. 

o The Department Head must notify HR and the City Administrator or, in the 

absence of the City Administrator, the Mayor. 

o If the injury occurs outside normal business hours, the employee should report the 

injury as soon as possible or request a family member or friend to do so. 

2. Medical Treatment: 

o Employees requiring medical attention should visit a City-approved physician or 

medical facility. 
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o In emergencies, employees should seek care at the nearest emergency medical 

facility. 

3. Mandatory Testing: 

o Employees who receive medical attention for a work-related injury shall be 

subject to drug and alcohol testing where permitted by law. 

4. Failure to Report Injuries: 

o Employees who fail to report an on-the-job injury in a timely manner may 

jeopardize their eligibility for workers’ compensation benefits. 

B. Unemployment Insurance 

• The City of Willard participates in the State of Missouri’s Unemployment Insurance 

Program. 

• Employees who become unemployed through no fault of their own may qualify for 

unemployment benefits, as determined by state regulations. 

• Employees with questions about their workers’ compensation or unemployment benefits 

should contact the Human Resources Department. 
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6. REIMBURSEMENT & TRAVEL EXPENSES (New Section) 
6.1 Expense Maximums 

• When an employee is required to travel more than 50 miles from the City Office for 

official City business, they shall not spend in excess of the per diem maximum set at the 

same rate paid to State of Missouri employees. 

o At the time of writing this is a $59/day maximum 

▪ $13 for breakfast 

▪ $15 for lunch 

▪ $26 for dinner 

▪ $5 for incidentals 

▪ Tips shall not exceed 15%  

• Employees must submit a request in advance, detailing the purpose of travel and 

estimated duration as well as the anticipated expenses where known. 

6.2 Reimbursement 

• Employees must attempt to use an available City vehicle for work-related travel before 

using a personal vehicle. 

• If a City vehicle is not available, the employee may use their personal vehicle but must 

receive prior approval from the City Administrator or Director of Finance. 

• If an employee fails to use an available City vehicle, mileage reimbursement may be 

denied at the discretion of the City Administrator. 

• Mileage will be reimbursed at the standard rate set by the State of Missouri. 

• Employees must submit a mileage log and itemized receipts for reimbursement. 

o Non-itemized meal receipts shall not be reimbursed. 

o Hotel receipts showing an unpaid balance shall not be reimbursed. 

o Alcohol purchases shall not be reimbursed. 

6.3 Other Business-Related Expenses 

• Employees required to purchase work-related items (e.g., tools, office supplies, or meals 

while conducting City business) may request reimbursement. 

• Purchases should be approved in advance and the employee must attempt to receive sales 

tax exemption from the purchase. 

• All requests must include: 

o Original receipts. 
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o Explanation of the expense and how it relates to City business. 

o Approval from a Department Head (or City Administrator for Department Heads). 
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7. GENERAL PROVISIONS 

7.1 Hours of Work 

1. A work hour is defined as any hour worked, recorded to the nearest quarter-hour. 

2. A workday is a 24-hour period beginning at 12:00 a.m. and ending at 11:59 p.m. 

3. A workweek consists of seven (7) consecutive days, beginning on Sunday at 12:00 a.m. 

and ending on Saturday at 11:59 p.m. 

4. The standard workweek for City of Willard employees is 40 hours. 

5. The normal work schedule for City Hall employees is Monday through Friday, 8:00 a.m. 

to 5:00 p.m., with a one-hour unpaid lunch. 

6. Department Heads, with City Administrator approval, may modify individual work 

schedules to better meet operational needs. 

 

7.2 Attendance and Punctuality 

1. Employees are expected to maintain regular attendance and punctuality. 

2. Absences, tardiness, or early departures (whether excused or unexcused) may result in 

disciplinary action, up to and including termination. 

3. Employees must notify their Direct Supervisor or Department Head of any planned 

absence, tardiness, or early departure as far in advance as possible, and no later than one 

(1) hour before the scheduled start time. 

4. In cases of emergency, employees must notify their Direct Supervisor, Department Head, 

or as a last resort HR or the City Administrator as soon as possible. 

5. If an absence extends beyond one (1) work day, employees must inform their Direct 

Supervisor and provide an expected return date. 

6. A physician’s statement may be required for any illness-related absence, regardless of 

duration. 

7. Employees absent for three (3) consecutive days without notification will be deemed to 

have voluntarily resigned (job abandonment). 

8. Employees with excessive absences or tardiness may be subject to progressive 

disciplinary action. 

 

7.3 Meal Breaks 

1. Unpaid meal breaks are provided for employees at the discretion of the Department Head. 
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2. The minimum meal break length is 30 minutes, but Department Heads may adjust the 

length as needed. 

3. Employees on call during their entire shift may be granted a paid meal break, provided 

they: 

o Remain on work premises unless authorized otherwise, and 

o Are available to respond to duty calls during meal breaks. 

4. Failure to respond to duty calls during a paid meal break may result in disciplinary action. 

 

7.5 Voluntary At-Will Employment 

1. Employment with the City of Willard is at-will, meaning: 

o The City may terminate employment at any time, with or without cause. 

o Employees may resign at any time, with or without cause. 

2. No oral or written statements made by City employees or officers alter this at-will status 

unless: 

o The statement is in writing, and 

o Signed by the Mayor and approved by the Board of Alders. 

 

7.6 Equal Employment Opportunity (EEO) 

The City of Willard expressly prohibits any form of unlawful employee discrimination based on 

race, color, religion, gender, sexual orientation, gender identity, national origin, age, disability, 

genetic information, marital status, amnesty or status as a covered veteran in accordance with 

applicable federal, state and local laws. The City of Willard complies with applicable state and 

local laws governing nondiscrimination in employment. Improper interference with the ability of 

City of Willard employees to perform their expected job duties because of any of these 

characteristics will not be tolerated.  

1. The City of Willard provides equal employment opportunities (EEO) to all employees 

and applicants, without regard to: 

o Race, color, religion, gender, sexual orientation, gender identity, national origin, 

age, disability, genetic information, marital status, amnesty, or military/veteran 

status. 

2. The City complies with all applicable federal, state, and local anti-discrimination laws. 

3. This policy applies to all aspects of employment, including: 
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o Hiring, placement, promotion, termination, layoffs, transfers, compensation, and 

training. 

4. Discrimination or harassment is strictly prohibited, and employees should report concerns 

to: 

o The City Administrator, or Human Resources 

o If the City Administrator is involved, an Alder or the Mayor or Human Resources. 

5. Employees who report in good faith, and employees who cooperate with investigations 

into, alleged violations of this policy will not be retaliated against. 

6. If the City of Willard determines that a violation of this policy has occurred, it will take 

appropriate disciplinary action against the offending party in accordance with disciplinary 

policy up to and including termination and/or loss or merit eligibility.  

 

7.7 Pregnancy Accommodation 

The City will provide reasonable accommodations to female employees related to pregnancy, 

childbirth, or related medical conditions, to the extent the accommodation can be made without 

imposing an undue hardship on the City.  

 

When an employee provides a request for a reasonable accommodation to their supervisor or to 

HR. The City will explore with the employee the possible means of providing the reasonable 

accommodation requested, which may include, but are not limited to: 

 

• allowing more frequent breaks or periodic rest; 

• assisting with manual labor; 

• modifying job duties; 

• modifying work hours/schedules; 

• temporary transfer to a less strenuous or less hazardous position; or 

• providing a leave of absence.  

 

The City shall require the employee to provide a medical certification in connection with a 

request for reasonable accommodation that includes the following: 

 

• the date the reasonable accommodation became medically advisable. 

• the probable duration of the reasonable accommodation; and 

• an explanatory statement as to the medical advisability of reasonable accommodation. 

 

If leave is provided as a reasonable accommodation, such leave may run concurrently with any 

leave where permitted by state and federal law. 

 

For more information, or if you require an accommodation, please contact your supervisor or the 

HR department. 
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7.8 Policy Against Workplace Harassment 

All City employees have a right to work in an environment free from all forms of discrimination 

and conduct which can be considered harassing, coercive, or disruptive. Consistent with this 

philosophy, employees of the City are always expected to treat others with dignity and respect. 

Civility in the workplace is a major principle of our culture. Harassment based on citizenship 

status, age, race, religion, color, sex, pregnancy, gender identity or sexual orientation, disability, 

genetics, national origin or ancestry, veteran service or status or any other characteristic 

protected by laws applicable to the City will not be tolerated. Discrimination includes, but is not 

limited to, making employment decisions, providing employment opportunities or privileges, or 

taking employment related action based on any of these protected statuses.  

 

This policy applies to all applicants and employees, whether related to conduct engaged in by 

fellow employees, managers, supervisors, co-employees, or someone not directly connected to 

the City but who does work with the City such as by clients, customers, vendors, or other non-

employees. Conduct prohibited by this policy is unacceptable in the workplace and in any work-

related setting outside of the City premises, including business trips, business-related meetings, 

and business-related social events.  

 

We encourage bystanders to become involved when they can possibly mitigate a situation in 

violation of this policy. Effective communication is an important tool in the effort to prevent or 

cease escalation of bad behavior, or to stop repeated abusive behavior.  

 

7.8.1 Sexual Harassment  

Sexual harassment of any form or nature constitutes discrimination under the law and is not 

permitted in our workplace. The City defines sexual harassment as unwelcome sexual advances, 

requests for sexual favors, and other verbal, visual, or physical conduct of a sexual nature 

constitute sexual harassment when: (1) submission to such conduct is made either explicitly or 

implicitly a term or condition of an individual's employment; (2) submission to or rejection of 

such conduct by an individual is used as the basis for employment decisions affecting such 

individual; or (3) 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. The following examples of sexual harassment are intended to be guidelines, and 

are not an exclusive listing, when determining whether there has been a violation of this policy: 

 

• Verbal sexual harassment includes sexual innuendoes; sexually suggestive comments; 

jokes of a sexual nature; sexual propositions; repeated unwelcome requests for dates; 

lewd remarks and threats; comments about a person’s body; comments about an 

individuals’ sexual experiences, prowess or preferences; and requests for any type of 

sexual favors. 

• Nonverbal sexual harassment includes the distribution, display or discussion of any 

written or graphic material, including calendars, posters and cartoons that are sexually 

suggestive or show hostility toward an individual or group because of sex; suggestive or 

insulting sounds; leering; staring; whistling; obscene gestures; content in letters or notes, 

email, photos, text messages, tweets, internet postings; or other form of communication 

that is sexual in nature and offensive. 

• Physical sexual harassment includes unwelcome, unwanted physical contact, including 

touching, pinching, patting, brushing up against, hugging, cornering, kissing, fondling 

and physical assault of a sexual nature.  
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Courteous, mutually respectful, pleasant, non-coercive interactions between employees, 

regardless of gender identity, that are appropriate in the workplace and welcomed by both parties 

are not considered to be harassment, including sexual harassment.  

 

7.8.2 Harassment Based on Other Protected Characteristics  

Harassment based on other protected characteristics is also strictly prohibited. Under this policy, 

harassment includes verbal, written or physical conduct that denigrates or shows hostility or 

aversion toward an individual based on citizenship status, age, race, religion, color, disability, 

genetics, national origin or ancestry, veteran service or status or any other characteristic 

protected by applicable law and that 1) has the purpose or effect of creating an intimidating, 

hostile or offensive work environment; 2) has the purpose or effect of unreasonably interfering 

with an individual's work performance; or 3) otherwise adversely affects an individual's 

employment opportunities.  

 

This prohibited conduct shall include, but is not limited to, the following, whether occurring in 

the workplace or otherwise on City time, using the City equipment, or otherwise related to the 

City events: 

 

• Epithets, hate words, racial or ethnic slurs; 

• Negative stereotyping;  

• Threatening, intimidating or hostile acts;  

• Bullying; 

• Denigrating jokes and display or circulation in the workplace of written or graphic 

material that denigrates or shows hostility or aversion toward an individual or group 

based on their protected status and impairs an employee’s ability to perform his or her 

job. 

 

7.8.3 Reporting Procedure  

Any individual who feels that he or she has been the subject of conduct or has witnessed conduct 

or been made aware of conduct prohibited by this, or any employee policy, whether it is conduct 

of another employee, client, vendor, or anyone else associated with the City, should bring the 

matter to the immediate attention of the HR department. The employee’s report regarding a 

harassment or discrimination incident may be made by a verbal, emailed, or formal written 

complaint; a formal written and dated complaint is recommended. Please see our reporting 

procedure for clarification. 

 

7.8.4 Investigation 

The City will conduct a prompt, thorough and neutral investigation of any complaint and will act 

as appropriate based upon the outcome of the investigation. It will be necessary to discuss the 

complaint with the complainant, the alleged offender, and/or possibly other employees.  

 

The City has a compelling interest in protecting the integrity of the investigation and endeavors 

to protect witnesses from harassment, intimidation, and retaliation, to keep evidence from being 

destroyed, to ensure that testimony is not fabricated, and to prevent a cover-up. Employees are 

expected to cooperate fully in any investigation. False and bad faith complaints of harassment, 
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discrimination or retaliation will be subject to disciplinary action up to and including 

termination.  

 

7.8.4.1 Follow-up 

Once the investigation is completed, the City will inform the employee making the complaint 

and the alleged offender of the results of the investigation. Any individual found to have engaged 

in any prohibited form of harassment or retaliation, either directly or indirectly, or to have 

engaged in behavior that is inappropriate or disruptive or otherwise prohibited by this or other 

City policies, regardless of whether that behavior constitutes harassment prohibited by law, may 

be subject to appropriate disciplinary actions. The City will thereafter take prompt and 

appropriate remedial action based on the outcome of the investigation, including but not limited 

to, disciplinary action, up to and including termination, loss of merit raise eligibility, formal 

training, and correcting any adverse employment action which may have been taken against the 

person making the complaint. 

 

The City recognizes that in some cases, despite thorough investigation, it may be impossible to 

determine whether the alleged violations of its non-discrimination/non-harassment policy have 

occurred. In such cases, the City may act to reinforce the effectiveness of the policy and to 

prevent future violations. 
 

7.8.5 Policy Coverage 

All employees of the City (whether full time, part time, seasonal, contractual etc.), including 

supervisors and managers, are covered by this policy and are prohibited from engaging in any 

form of harassing, discriminatory, or retaliatory conduct. No supervisor or other member of 

management has the authority to suggest to any applicant or employee that employment or 

advancement will be affected by the individual entering (or refusing to enter into) a personal 

relationship with the supervisor or manager, or for tolerating (or refusing to tolerate) conduct or 

communication that might violate this policy. Such conduct is a direct violation of this policy. 

 

Non-employees, such as clients, consultants, customers, and vendors, are also covered by this 

policy. The City prohibits harassment, discrimination, or retaliation of employees in connection 

with their work by non-employees. Immediately report any harassing or discriminating behavior 

by non-employees, including contractor or subcontractor employees. Any employee who 

experiences or observes harassment, discrimination, or retaliation should report it using the steps 

listed in section 7.8.3. 

 

7.8.6 No Retaliation  

The City forbids and will not tolerate any form of retaliation against anyone who has made a 

complaint, reported harassment, or who has cooperated in the investigation of discrimination or 

harassment complaints. The City may periodically monitor to ensure the person making a 

complaint of discrimination or harassment and any witnesses are not being subject to unlawful 

retaliation and that there is no repeat of the inappropriate conduct. However, if an employee feels 

that he or she has been retaliated against, the employee should file a complaint using the 

procedure set forth above and a prompt and an investigation will be conducted. 
 

If you have any concern that the City’s Non-Discrimination/Non-Harassment policy may 

have been violated by anyone, you must immediately report the matter. Due to the serious 
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nature of harassment, discrimination, and retaliation, you must report your concerns to the 

HR Department. 

 

You should report any actions that you believe may violate the City’s policy no matter how 

slight the actions may seem. 

 

The City will investigate the report and then take prompt remedial action where appropriate or 

necessary. The City will protect the confidentiality of employees reporting suspected violations 

to the extent possible consistent with the City’s investigation. 

 

You will not be penalized or retaliated against for reporting improper conduct, 

harassment, discrimination, retaliation, or other actions that you believe may violate this 

policy. 

 

The City is serious about enforcing our policy against harassment. Persons who violate this or 

any other city policy are subject to discipline, up to and including termination. The City cannot 

resolve a potential policy violation unless the City knows about it. You are responsible for 

reporting possible policy violations to us so that we can take appropriate actions to address your 

concerns. 

 

7.9 Solicitation Policy 

1. Employees may not solicit, distribute materials, or post notices on City property unless 

part of a City-approved event. 

2. Any postings must be pre-approved by the City Administrator or City Clerk. 

 

7.10 Nepotism Policy 

1. No employee may directly supervise a family member. 

2. Family includes: parents, children, siblings, spouse, in-laws, grandparents, grandchildren, 

aunts, uncles, nieces, nephews, step-relatives, and foster children. 

3. If a prohibited relationship is created (e.g., through marriage), the situation must be 

resolved within 30 days. 

• Resolution may include the transfer of one employee to a different department, a 

change in the reporting structure, or the voluntary resignation of one party. 

• If the parties cannot agree on a resolution within 30 days, the City Administrator 

reserves the right to determine the appropriate reassignment or termination based 

on the operational needs of the City. 

4. If a prohibited relationship is found to have occurred and not been reported, or was 

always present (e.g. a supervisor knowingly hiring/supervising a family member), the 

nepotism cannot be cured and the supervisor shall be immediately terminated.  
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7.10.1 Employment of Relatives 

Applicants will not be hired if they are related to a Supervisor or Department Head in the same 

department.  The City Administrator may approve a hire, provided that hire does not at any time 

report to a related supervisor or department head.  A related supervisor or department head may 

also not be involved in evaluating the employee’s performance. 

 

7.11 Dress Code 

1. Each Department Head, with approval from the City Administrator, will establish dress 

code policies. 

2. Dress codes must be job-appropriate, professional, and prioritize safety. 

3. Dress codes must comply with Uniforms Policy where applicable. 

 

7.12 Oath Requirement 

Every police officer must take the legally prescribed oath of office before assuming duties. 

 

7.13 Political Activities 

1. Employees may not: 

o Use City resources for political activities. 

o Be coerced into political involvement. 

2. Employees are free to participate in political activities outside of work hours. 

 

7.14 Residence Requirement 

City employees are not required to live within Willard city limits but are encouraged to do so. 

This suggestion is intended to foster a greater interest in and concern for the welfare of the 

community on the part of the city’s employees. 

 

7.15 Disciplinary Policy 

7.15.1 Purpose 

The purpose of this policy is to establish a consistent, fair, and transparent disciplinary process 

for employees of the City of Willard. This policy is designed to: 

• Promote accountability and adherence to workplace standards. 
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• Provide employees with clear expectations for behavior and performance. 

• Offer opportunities for corrective action and improvement before more severe 

disciplinary measures are imposed. 

• Ensure that all disciplinary actions are administered fairly and consistently across all 

departments. 

 

7.15.2 Scope 

This policy applies to all employees of the City of Willard, whether employed on a full-time, 

part-time or seasonal basis.   

Nothing in this policy shall be construed to modify or alter the at-will employment status of any 

City of Willard employee, nor shall it create any contractual rights or guarantees of continued 

employment.

 

7.15.3 Guiding Principles 

1. Progressive Discipline – The City believes in progressive discipline and requires all 

supervisors to utilize progressive discipline whenever possible. Unfortunately, some 

situations do not lend themselves to progressive discipline. Consequently, the City cannot 

and does not guarantee that progressive discipline will be used in all cases and reserves 

the right to discipline and discharge all employees at any time without advance notice. 

Furthermore, progressive discipline is less likely to be used for employees who have been 

employed with the City for less than 6 months.  

2. Consistency & Fairness – Disciplinary actions will be applied uniformly and fairly 

across all departments. 

3. Documentation – All disciplinary actions must be properly documented and retained in 

the employee’s personnel file. 

4. Right to Respond – Employees have the right to provide their perspective on any 

disciplinary action taken against them. 

 

7.15.4 Types of Violations 

Violations of City policies, procedures, and expectations fall into two broad categories: 

1. Performance-Related Issues 

o Poor job performance 

o Failure to meet deadlines or assigned tasks 
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o Excessive absenteeism or tardiness 

o Failure to follow reasonable job-related instructions or workplace procedures 

2. Conduct-Related Violations 

o Violations of City policies, including ethics and workplace behavior standards 

o Disrespectful or inappropriate behavior toward supervisors, coworkers, or the 

public 

o Misuse or unauthorized use of City property, funds, or resources 

o Workplace harassment, discrimination, or bullying 

o Substance abuse in the workplace 

o Criminal activity or misconduct on or off duty that impacts the City’s reputation 

o Acts of violence, threats, or workplace safety violations 

These lists are not intended to be exhaustive and serve as examples of types of violations and 

where they may be categorized.  The omission of a type of violation shall not be construed to 

mean that such a violation, when encountered, should not be addressed.   

 

7.15.5 Disciplinary Process 

Step 1: Verbal Warning (Informal Correction) 

• A supervisor provides an initial verbal warning when an issue is identified. 

• The supervisor clearly explains the problem, expected improvements, and potential 

consequences if the behavior or performance does not improve. 

• While informal, the verbal warning should be documented internally. 

Merit Raise Eligibility: 

• Employees receiving a verbal warning (Step 1) may still be eligible for a merit increase, 

provided: 

o They correct the issue and do not receive a second correction for the same issue 

more than once during a rating period. 

o They do not receive multiple informal counseling sessions for separate issues 

within a rating period. 

o If multiple unrelated issues occur within the same rating period, or across rating 

periods, the HR Department, with approval from the City Administrator, may 
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determine that the employee is ineligible for a merit raise as part of the 

disciplinary action. 

Step 2: Written Warning (Formal Notice) 

• If the issue continues or is more serious, the supervisor issues a written warning that: 

o Clearly describes the violation. 

o Outlines the expected corrective actions and timeline for improvement. 

o Informs the employee of potential future disciplinary actions if the issue persists. 

• The written warning is signed by the employee, supervisor, and HR, then placed in the 

personnel file. 

Merit Raise Eligibility: 

• Employees receiving a written warning (Step 2) will not be eligible for a merit raise for 

the performance rating period in which the warning was issued.  Example, an employee 

whose 12 month rating period begins January 1 and ends December 31 who received a 

written warning in August shall not be eligible for a merit raise when their performance is 

evaluated. 

Step 3: Performance Improvement Plan (PIP) or Suspension 

• If an employee receives a rating of 1-1.99 (Unsatisfactory) rating on an evaluation or 

fails to correct behavior after a written warning, they may be placed on a Performance 

Improvement Plan (PIP) for 90 days, with: 

o Clearly defined goals and measurable expectations. 

o Regular check-ins with their supervisor. 

• For serious policy violations, an employee may be placed on suspension (with or without 

pay) while an investigation is conducted. 

• The HR Department and City Administrator must approve any suspension. 

• The extension of a PIP may be permitted upon approval by the HR Department, City 

Administrator or Designee if it appears an employee is making progress towards 

satisfactorily completing the plan.  Including approved extensions, no PIP may exceed 

180 days. 

Merit Raise Eligibility: 

• Employees receiving a PIP or suspension (Step 3) will not be eligible for a merit raise in 

the performance cycle in which the disciplinary action was issued. Example, an employee 

whose 12 month rating period begins January 1 and ends December 31 who received a 
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written warning in August shall not be eligible for a merit raise when their performance is 

evaluated. 

• Exception: If, upon completion of an investigation, an employee is found not to have 

committed any serious policy violation, they may remain eligible for a merit raise, 

provided that any resulting disciplinary action does not exceed Step 1. 

Step 4: Final Disciplinary Action (Termination or Demotion) 

• If the issue is not corrected during the PIP or the violation is severe enough, the City may 

proceed with termination or demotion. 

• Immediate termination may occur for serious offenses, including but not limited to: 

o Theft, fraud, or falsification of records. 

o Workplace violence or threats. 

o Severe policy violations, including harassment or discrimination. 

o Criminal activity, or other actions, that affect the employee’s job performance or 

public trust. 

• The decision to terminate must be reviewed and approved by the HR Department and 

City Administrator. 

• Exception: Department heads shall not be terminated without Mayoral approval unless 

immediate action is necessary to prevent significant harm, such as criminal activity, 

ongoing violence, or other serious threats to the City’s operations, safety or ability to 

uphold the public’s trust. 

 

7.15.6 Employee Rights & Appeals 

1. Right to Respond: Employees may provide a written response to any disciplinary action, 

which will be kept in their personnel file. 

2. Appeals Process: 

o Employees may request a review of any disciplinary action (step 2 or higher) 

within five (5) business days of receiving it. 

o The request must be submitted in writing to the HR Department. 

o The City Administrator or a designee will review the appeal and make a final 

determination within ten (10) business days. 

3. The filing of an appeal does not "stay" (pause or delay) the implementation of the 

disciplinary action. The discipline imposed shall take effect immediately on the date 
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specified in the disciplinary notice and will remain in effect throughout the duration of 

the appeal process. 

4. If an employee is suspended or terminated, they must remain away from City property 

and cease all City-related duties as directed, regardless of whether an appeal has been 

filed. 

5. If the City Administrator or their designee determines through the appeal process that the 

discipline should be modified or rescinded, the City will take appropriate corrective 

measures at that time.  

 

7.15.7 Documentation & Recordkeeping 

1. All disciplinary actions be documented and placed in the employee’s personnel file at 

City Hall. 

2. Supervisors are responsible for ensuring documentation is accurate, factual, and 

submitted to HR. 

3. Disciplinary records will be retained in accordance with the City’s record retention 

policy. 

 

7.15.8 Administration & Oversight 

1. The HR Department is responsible for ensuring disciplinary policies are applied 

consistently across all departments. 

2. The City Administrator will provide oversight to ensure fair and lawful disciplinary 

actions. 

3. Supervisors must complete annual training on administering discipline, proper 

documentation, and addressing performance concerns. This training shall be provided by 

the HR Department. Supervisors who have not completed the required training shall not 

administer disciplinary actions at Step 2 or above. 

4. The policy shall be reviewed annually to ensure compliance with best practices and labor 

regulations. 

 

7.16 Use of Artificial Intelligence (AI) 

A. Purpose and Scope The City of Willard encourages the responsible use of Artificial 

Intelligence (AI) to improve efficiency and service delivery. This policy applies to all employees 

using generative AI tools (such as chatbots, image generators, or data analysis tools) for City 

business. 
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B. Protection of Confidential and Closed Records To protect the privacy of our citizens and 

the integrity of City operations, no employee shall input, upload, or share any information into an 

AI tool that is considered a closed or confidential record pursuant to Section 610.021, RSMo, or 

any other local, state, or federal law. This includes, but is not limited to: 

• Personnel records or personal identifying information (PII). 

• Records related to legal actions, causes of action, or attorney-client privileged 

communications. 

• Sensitive law enforcement or investigative records. 

• Secure infrastructure or software vulnerability information. 

C. Employee Responsibility and Accuracy AI tools are known to produce "hallucinations" or 

factually incorrect information. It is the sole responsibility of the employee to verify the 

accuracy, legality, and bias of any AI-generated output. 

D. Compliance Unauthorized disclosure of confidential information via AI tools or the 

distribution of unverified, incorrect information may result in disciplinary action, up to and 

including termination. 

 

7.17 Smoke-Free and Tobacco-Free Workplace 

To ensure a healthy and productive work environment for all employees and visitors, the City of 

Willard maintains a smoke-free and tobacco-free workplace. 

Prohibitions The use of tobacco products and electronic cigarettes is strictly prohibited in the 

following locations: 

• All City-owned or leased buildings, offices, facilities, and common areas. 

• All City-owned or leased vehicles, including heavy equipment and transit vehicles. 

• Within 20 feet of any entrance, exit, or ventilation intake to a City-owned building. 

Definitions 

• Tobacco Products: Includes, but is not limited to, cigarettes, cigars, pipes, and 

smokeless tobacco (dipping, chewing, or snuff). 

• Electronic Cigarettes: Includes all electronic nicotine delivery systems (ENDS), such as 

vapes, mods, and e-hookahs, regardless of whether they contain nicotine. 

Compliance: This policy applies to all employees, contractors, and visitors. Employees who 

violate this policy may be subject to disciplinary action, up to and including termination. 
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7.18 Lactation/Breastfeeding Policy 

Purpose and Scope 

 

This policy establishes guidelines for lactation accommodations in the workplace in compliance 

with the Fair Labor Standards Act (FLSA) and applicable state laws. The City is committed to 

supporting employees who are nursing mothers by providing reasonable break time and 

appropriate facilities for the expression of breast milk. 

 

This policy applies to all employees who are nursing mothers and require lactation 

accommodations during working hours. 

 

7.18.1 Lactation Break Time 

 

1. The City will provide reasonable break time for an employee to express breast milk for 

her nursing child for up to one year after the child's birth. 

2. The frequency and duration of lactation breaks may vary depending on the individual 

needs of the employee. Employees are encouraged to discuss their specific needs with 

their supervisor or the HR Coordinator. 

3. Break time for expressing milk will be provided each time the employee has a need to 

express milk. 

4. To the extent possible, employees should use their regularly scheduled meal and rest 

breaks for expressing milk. If additional time is needed beyond the employee's regular 

breaks reasonable effort shall be made to provide time.  If the employee is completely 

free of work during the break, the additional time will be unpaid for non-exempt 

employees. 

5. Employees should work with their supervisors to establish mutually agreeable break 

schedules that minimize disruption to the employee's work and the operations of the City. 

7.18.2 Lactation Location 

1. The City will provide a private location, other than a bathroom, that is shielded from 

view and free from intrusion from coworkers and the public, for employees to express 

breast milk. 

2. The designated lactation location(s) will be designated upon request, and reasonable 

effort will be made to designate an area within that employees work area when possible. 

3. The lactation location will: 

o Be clean and sanitary 

o Include a place to sit 

o Have access to electricity 

o Be in close proximity to the employee's work area when possible 

o Include a surface on which to place a breast pump and other personal items 

o Have access for storage of expressed breast milk. 

4. If a dedicated lactation room is not available, the City will make reasonable efforts to 

identify and provide a temporary private space that meets the requirements above. This 

space does not have to be dedicated but will be available immediately as needed and will 

be free from view and free from intrusion. 

 

7.18.3 Requesting Lactation Accommodations 

1. Employees who anticipate the need for lactation accommodations should notify their 

supervisor or the HR Coordinator as far in advance as possible, preferably before 
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returning from parental leave, to allow the City sufficient time to make necessary 

arrangements. 

2. Employees should submit their request for lactation accommodations in writing to the HR 

Coordinator, including: 

o The anticipated duration of the need for lactation accommodations 

o The estimated frequency and duration of breaks needed 

o Any specific accommodations requested 

3. The City will make reasonable efforts to accommodate the employee's needs while 

balancing the operational needs of the city. 

4. If an employee believes that their lactation accommodation needs are not being 

adequately addressed, they should contact the HR Coordinator immediately. 

7.18.4 Non-Discrimination and Non-Retaliation 

1. The City prohibits discrimination or retaliation against an employee for exercising their 

rights under this policy or applicable laws regarding lactation accommodations. 

2. The City will not tolerate any form of harassment, ridicule, or negative comments 

directed at employees who are expressing milk or utilizing lactation accommodations. 

3. Employees who believe they have been subjected to discrimination, retaliation, or 

harassment related to lactation accommodations should report such conduct immediately 

to the HR Coordinator or through the City’s established complaint procedure (Refer to 

section 7.9.3). 

4. All complaints will be promptly investigated, and appropriate corrective action will be 

taken if any violation of this policy is found. 

7.18.5 Storage of Expressed Milk 

1. Employees are responsible for the proper storage of their expressed milk. 

2. If refrigeration is not available, employees may provide their own cooler or storage 

container for expressed milk. 

3. All expressed milk stored in the workplace must be clearly labeled with the employee's 

name and date of expression. 

4. The City is not responsible for the security or integrity of expressed milk stored in City’s 

refrigerators or on City’s premises. 

7.18.6 Supervisor Responsibilities 

1. Supervisors are responsible for: 

o Responding promptly and supportively to requests for lactation accommodations 

o Ensuring that employees are not penalized for utilizing lactation breaks 

o Maintaining the privacy and dignity of employees utilizing lactation 

accommodations 

o Addressing any concerns or complaints related to lactation accommodations 

promptly 

2. Supervisors should contact the HR Coordinator for guidance if they have questions about 

implementing this policy or addressing specific accommodation requests. 

7.18.7 Employee Responsibilities 

1. Employees utilizing lactation accommodations are responsible for: 

o Providing advance notice of the need for lactation accommodations when possible 

o Maintaining the cleanliness of the lactation room after each use 

o Storing expressed milk properly and in labeled containers 

o Adhering to agreed-upon break schedules to the extent possible 

o Communicating any changes in lactation accommodation needs to their 

supervisor or the HR Coordinator. 
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7.19 Workplace Violence Prevention 

7.19.1 Zero-Tolerance Policy 

• The City of Willard is committed to providing a safe, violence-free workplace for all 

employees, contractors, and visiting members of the public. The City maintains a zero-

tolerance policy regarding workplace violence. Any employee who engages in threats, 

intimidation, or physical violence will be subject to immediate disciplinary action, up to 

and including termination of employment and potential legal prosecution. 

7.19.2 Prohibited behavior includes, but is not limited to: 

• Physical Assault: Hitting, pushing, tripping, or any intentional physical contact intended 

to cause harm or intimidation. 

• Verbal or Written Threats: Any statement (expressed or implied) of an intent to cause 

physical harm to people or damage to City property. 

• Intimidation and Bullying: Stalking, aggressive shouting, or "looming" over others in a 

way that creates a reasonable fear of injury. 

• Property Damage: Intentional destruction or defacing of City property or the personal 

property of another employee. 

• Weapon Possession: Bringing unauthorized weapons of any kind onto City premises, into 

City vehicles, or to any City-sponsored event, except as specifically authorized  or by 

sworn law enforcement officers. 

7.19.3 Reporting Procedures 

Safety is everyone's responsibility. If you witness or are a victim of workplace violence: 

• If there is an immediate threat to life or safety, call 911 or contact the Willard Police 

Department immediately. 

• Report all incidents, even those that seem "minor," to your Department Head or the City 

Administrator. 

• The City strictly prohibits retaliation against any employee who, in good faith, reports a 

violation of this policy. Reports will be handled with as much confidentiality as the 

investigation allows. 
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8. SUBSTANCE ABUSE POLICY 

8.1 Purpose 

The City of Willard is committed to maintaining a safe, productive, and drug-free workplace for 

all employees while ensuring compliance with federal and state regulations. This policy is 

designed to: 

• Protect the safety and health of employees and the public. 

• Prevent accidents, injuries, and property damage caused by impairment. 

• Ensure compliance with the Drug-Free Workplace Act of 1988 and the Omnibus 

Transportation Employee Testing Act of 1991. 

• Establish guidelines for drug and alcohol testing, rehabilitation, and disciplinary actions. 

• In accordance with Article XIV of the Missouri Constitution, the City will not discipline 

or discriminate against an employee solely for their status as a medical marijuana 

cardholder or for a positive drug test. This protection does not apply to on-duty use, 

possession, or impairment. Furthermore, employees in safety-sensitive positions (e.g., 

Law Enforcement, Fire, equipment operators, CDL holders, etc.) or those subject to 

federal mandates remain prohibited from use to ensure public safety and federal 

compliance. 

8.2 Prohibited Conduct 

The following actions are strictly prohibited: 

1. Illegal Drug Use and Alcohol Consumption 

o No employee shall unlawfully manufacture, distribute, dispense, possess, or use 

controlled substances or alcohol while on duty, on City premises, or while 

operating City vehicles or equipment. 

o Employees must not report to work or remain at work under the influence of 

alcohol, illegal drugs, or misused prescription drugs. 

o The unauthorized possession, sale, or use of illegal drugs at any time (whether on 

or off duty) is strictly prohibited. 

2. Legal and Prescription Drugs 

o Employees who are taking prescribed or over-the-counter medications that may 

impair performance must notify the City Administrator before engaging in work-

related activities. The City may require a fitness-for-duty certification from a 

healthcare provider. 

o Employees may not use another person’s prescribed medication under any 

circumstances. 
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3. Reporting Drug-Related Convictions and License Suspensions 

o Employees must notify the City Administrator within five (5) calendar days of 

any drug- or alcohol-related criminal charge, conviction, plea, or loss of driving 

privileges if driving is an essential job function. 

o Failure to report will result in disciplinary action, up to and including termination. 

8.3 Drug and Alcohol Testing Requirements 

As a condition of employment, all employees are subject to mandatory drug and alcohol testing, 

including: 

1. Pre-Employment Testing 

o All applicants must pass a pre-employment drug test before beginning work. 

o A positive test result will disqualify the applicant for at least two (2) years. 

o Applicants must submit to testing within 48 hours of notification. 

o Failure to test or refusal to submit within the required timeframe results in 

automatic disqualification. A second refusal results in permanent disqualification 

from employment. 

2. Reasonable Suspicion Testing 

o Employees may be tested if there is objective evidence of impairment (e.g., odor 

of alcohol, slurred speech, erratic behavior, or other observable indicators). 

o Testing must be ordered by a supervisor or department head and documented. 

o Employees subject to reasonable suspicion testing must be transported by City 

personnel to the testing site. 

o Testing must be conducted within two (2) hours of the observation but no later 

than: 

▪ Eight (8) hours for alcohol testing. 

▪ Thirty-two (32) hours for drug testing. 

o Supervisors who fail to report reasonable suspicion observations may be subject 

to disciplinary action. 

3. Random Testing 

o The City may conduct unannounced, random drug and alcohol testing of 

employees upon the direction of the City Administrator or HR Department. 
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o Selection must be truly random, ensuring all employees have an equal chance of 

being tested. 

o Employees must report immediately for testing when selected. 

o Failure to report will result in disciplinary action. 

4. Post-Accident Testing 

o Employees involved in work-related accidents that result in injury to a person or 

damage to property shall be required to submit to drug and alcohol testing. 

o Testing must occur within two (2) hours following the accident. 

5. Return-to-Work & Follow-Up Testing 

o Employees returning to work after a positive test result, rehabilitation program, or 

disciplinary action must undergo return-to-work testing. 

o Follow-up testing will be conducted at the City’s discretion. 

8.4 Disciplinary Actions for Policy Violations 

Employees who fail a drug or alcohol test, refuse to test, or violate this policy will face 

disciplinary action, including but not limited to: 

1. First Violation 

o Termination of employment or, at the City's discretion, a one-time rehabilitation 

opportunity (see Section 8.5). 

o Employees must complete rehabilitation at their own expense before returning to 

work. 

2. Second Violation 

o Immediate termination of employment. 

3. Refusal to Test 

o Refusal to submit to a required test will be considered misconduct connected to 

work and result in immediate termination. 

8.5 Rehabilitation Assistance 

Employees are encouraged to seek professional help for substance abuse issues before violating 

this policy. The City offers a one-time rehabilitation opportunity under the following conditions: 

1. The employee must complete an assessment with a rehabilitation professional approved 

by the City. 

291

Item # 5B.



 

60 

 

2. The employee must comply with the treatment plan. 

3. The employee must provide medical documentation of rehabilitation progress. 

4. The employee must pass a return-to-work drug and alcohol test before resuming job 

duties. 

5. The employee must submit to unannounced follow-up testing for a minimum of 12 

months. 

6. The employee must not engage in any future substance abuse violations. 

Important: 

• Rehabilitation is only available once per employee. 

• Failure to complete the treatment plan or comply with follow-up testing will result in 

termination and permanent disqualification. 

8.6 Confidentiality 

All drug and alcohol testing records will be kept confidential and stored separately from 

personnel files. Test results will only be disclosed: 

• To the employee. 

• To supervisors or managers who need to know for safety or disciplinary reasons. 

• As required by law or in legal proceedings. 

8.7 Employee Responsibilities 

• Follow this policy and report any known violations. 

• Notify the HR Department of any medication that may impair job performance. 

• Report any suspected substance abuse in the workplace. 

• Seek help voluntarily if struggling with substance abuse. 

8.8 Supervisor Responsibilities 

• Observe and document signs of impairment. 

• Ensure employees comply with this policy. 

• Report and document reasonable suspicion observations. 

• Arrange for transportation of an impaired employee. 

• Maintain confidentiality of test results and records. 
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8.9 Acknowledgment and Compliance 

All employees must sign an acknowledgment stating they have received, read, and understood 

the City of Willard’s Substance Abuse Policy. 

Failure to comply with this policy will result in disciplinary action, up to and including 

termination and permanent disqualification from employment. 

 

293

Item # 5B.



 

62 

 

9. JOB PERFORMANCE EVALUATION – MODIFIED BY ORD 2/10/25 

9.1 Performance Evaluation Policy 

1. Annual Evaluations: 

o All employees shall receive a formal annual performance evaluation to assess 

their individual contributions, performance outcomes, and alignment with 

organizational goals. 

o The evaluation must be: 

▪ Completed, approved, and reviewed with the employee within 30 days of 

their employment anniversary date. 

▪ Documented and signed by both the employee and their supervisor, with 

an opportunity for employee comments. 

▪ Filed in the employee’s personnel record. 

o If an employee is on extended leave (e.g., medical leave or FMLA) near their 

anniversary date, the evaluation may be delayed until their return, with approval 

from the HR Department. 

2. Evaluation Framework: 

o Performance evaluations shall consider: 

▪ Core Job Responsibilities: Proficiency in assigned duties and adherence 

to job descriptions. 

▪ Goal Achievement: Progress toward established departmental and 

organizational goals. 

▪ Behavioral Competencies: Communication, teamwork, problem-solving, 

and adherence to city values. 

▪ Professional Development: Efforts toward skill-building and continuous 

learning. 

3. Performance Rating Scale: 

o Evaluations shall utilize the following standardized rating system: 

▪ 1 – Unsatisfactory: Performance fails to meet minimum expectations; 

immediate action required. 

▪ 2 – Needs Improvement: Performance meets some/most but not all 

expectations; improvement expected. 

▪ 3 – Satisfactory: Performance meets expectations in all key areas. 
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▪ 4 – Above Average: Performance consistently and clearly exceeds 

expectations in most areas. 

▪ 5 – Role Model: Performance significantly exceeds expectations; 

exemplary behavior and results with clear evidence and examples. 

o Supervisors must document specific examples of employee achievements or 

performance challenges to support each rating of 4, 5, or 1. 

4. Review of Ratings: 

o Ratings of 4 (Above Average) or 5 (Role Model) shall be reviewed by the City 

Administrator (CA) and the Human Resources (HR) Department to ensure that 

similar standards are applied consistently across all staff and departments. 

o Ratings of 1 (Unsatisfactory) shall be reviewed by the HR Department, along 

with any supporting disciplinary documents or Performance Improvement Plans 

(PIP), prior to presenting the evaluation to the employee. 

o If a rating is downgraded during the review process, the supervisor is responsible 

for “owning” the revised score.  Supervisors shall not inform employees that a 

higher score was proposed but downgraded by HR or the CA. It is the 

responsibility of Supervisors to justify their proposed ratings during the review 

process, any failure to provide sufficient justification will result in a partial or 

completed scoring downgrade.  

5. Expectations for Improvement: 

o Employees receiving a 1 (Unsatisfactory) rating: 

▪ Must be placed on a Performance Improvement Plan (PIP) detailing 

specific areas for improvement, clear performance metrics, and a 90-day 

timeline. 

▪ Supervisors shall provide consistent coaching and monitoring during the 

PIP period. 

▪ Failure to improve may result in disciplinary action up to and including 

termination. 

o Employees receiving a 2 (Needs Improvement) rating: 

▪ Shall receive targeted feedback and opportunities for growth within the 

next annual rating period. 

6. Merit Raise Eligibility: 

o Employees with a 2 (Needs Improvement) or higher rating are eligible for 

consideration of a merit raise, contingent upon the availability of funds. 
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o Employees with a 1 (Unsatisfactory) rating are ineligible for a merit increase 

until the next evaluation cycle provided performance improves to a satisfactory 

level or higher. 

 

9.2 Midpoint and Ad Hoc Evaluations 

1. Midpoint Evaluation (6-Month Check-In): 

o Midpoint evaluations are encouraged and, while informal, should focus on the 

same areas assessed in the official evaluation form to ensure continuity and 

alignment with performance standards. 

o Supervisors should document key discussion points to track progress and address 

areas for improvement.  This documentation should be provided to HR for 

retention in the employee’s personnel file. 

2. Ad Hoc Evaluations: 

o Supervisors may conduct evaluations at any time when performance issues arise 

or to provide additional guidance and support. 

o Ad hoc evaluations can serve as tools to document specific incidents or 

achievements, reinforcing accountability. 

o Documentation should be provided to HR for retention in the employee’s 

personnel file. 

 

Supervisor and Employee Responsibilities 

1. Supervisor Responsibilities: 

o Set clear expectations, goals, and measurable performance metrics at the start of 

the evaluation period. 

o Provide ongoing feedback, coaching, and support throughout the year. 

o Conduct fair and unbiased evaluations based on documented evidence and 

objective criteria. 

o Engage employees in meaningful conversations during evaluations to foster 

understanding and growth. 

o Supervisors should receive annual training on conducting evaluations, setting 

measurable goals, and providing constructive feedback.  This shall be the 

responsibility of the HR Department or designee to facilitate. 

2. Employee Responsibilities: 
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o Actively seek feedback and clarification on performance expectations. 

o Commit to professional development and skill enhancement. 

o Address any performance concerns or improvement areas identified by their 

supervisor. 

 

9.3 Merit Raise Determination and Payment Timeline: 

1. Eligibility and Timing: 

o Merit raises are contingent upon satisfactory performance (rating of 2 or higher) 

and the availability of funds. 

o Raises, if awarded, shall be effective will be effective beginning in the first full 

payroll period following the annual performance evaluation. 

2. Annual Timeline for Evaluations and Raises: 

o Midpoint Evaluation: Conducted 6 months after the employee’s annual 

employment anniversary to provide structured feedback. 

o Annual Evaluation: Conducted within 30 days of the employee’s anniversary 

date, determining merit eligibility. 

o Merit Raise: If approved, will be effective beginning in the first full payroll 

period following the evaluation date. 

 

9.4 Administration: 

This policy shall be administered by department heads and overseen by the City Administrator 

(CA) and Human Resources (HR) Department to ensure consistency, transparency, and 

alignment with city values. 

1. Notification of Evaluation Due Dates: 

o The HR Department will notify department heads of upcoming evaluation due 

dates 30 days before the anniversary date of each employee. 

o Department heads are responsible for: 

▪ Notifying subordinate supervisors of evaluations due within their teams. 

▪ Ensuring that all evaluations are completed and submitted on time. 

2. Submission Timeline: 

o Completed evaluations must be submitted to the HR Department no later than 7 

days after review with the employee, and no later than 30 days after the 

297

Item # 5B.



 

66 

 

anniversary date to allow adequate time for review and approval by the HR and/or 

CA as appropriate to the rating. 

3. Oversight of Ratings: 

o Ratings of 4 (Above Average) or 5 (Role Model) will be reviewed by the HR 

Department and CA to ensure consistent standards are applied across all 

departments. 

o Ratings of 1 (Unsatisfactory) will be reviewed by the HR Department, along 

with any supporting disciplinary documentation or Performance Improvement 

Plans (PIPs), before presenting the evaluation to the employee. 

Responsibility for Downgraded Ratings: 

• If a rating is downgraded during the review process, it is the responsibility of 

the supervisor to "own" the revised score. 

• Supervisors shall not inform employees that a higher score was proposed but 

downgraded by the HR Director or CA. 

• It is the supervisor’s responsibility to justify higher ratings during the review 

process. Failure to justify a higher proposed rating is the responsibility of the 

supervisor and shall not be attributed to others. 
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10. UNIFORMS – MODIFIED BY ORD 2/10/25 

10.1 Police Department 

Each officer of the Willard Police Department will receive a $1,000.00 uniform allowance for 

the first year of employment. Each additional year they shall receive a $650.00 uniform 

allowance issued once each year in January after showing proof of purchase. This allowance is to 

be used for dress uniforms and equipment required by the Department policy. A receipt will be 

required for all uniform purchases for the employee to be reimbursed. 

Uniforms may be purchased at approved vendors under the City’s name to be repaid by payroll 

deduction after the maximum allowance has been reached. Any deduction will be by the 

following schedule: 

• $100.00 or less will be deducted in one (1) pay period. 

• $101.00 to $200.00 will be deducted a minimum of $50.00 per pay period at a maximum of 

four (4) pay period deductions. 

• $201.00 or more will be deducted at a minimum of $50.00 per pay period at a maximum of 

eight (8) pay periods. 

• Maximum purchase through the City of Willard over and above the uniform allowance is 

$500.00. 

10.2 Public Works and Parks Maintenance Departments 

Uniform Allowance – Revised Reimbursement and Purchasing Policy 

Effective [4/27/2026], the uniform and boot allowance program for the Public Works and Parks 

Maintenance Departments will transition from a flat stipend model to a tracked reimbursement 

and city-purchasing model, aligning more closely with the accountability structure used in the 

Police Department. 

Annual Allowance and Budget Control 

• Each full-time employee in the Public Works or Parks Maintenance Department will be 

allocated an annual uniform allowance of up to $500, the Chief Financial Officer is 

authorized to adjust the actual amount based on available budget, employee 

classification, and operational needs provided it does not exceed $500 overall per 

employee. 

• This allowance is for eligible work-related clothing and equipment such as safety boots, 

work jeans, cold-weather gear, safety yellow attire, and other job-appropriate items.  

Items should be approved by the department head before purchasing anything, failure to 

obtain approval may result in a reimbursement being declined by financial department. 

• For administrative employees within these departments whose work duties do not require 

field apparel, department heads may instead provide a limited supply of City-branded 

apparel (e.g., polos or hoodies) without issuing the full allowance. 

Purchase Options 

Employees may utilize their uniform allowance by: 
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1. Purchasing Through the City: 

o Preapproved items may be ordered by the department using city accounts (e.g., 

vendor accounts or city credit card) and shall be applied to the employee’s annual 

balance. 

o If a purchase causes the employee to exceed their annual balance, the overage 

shall be deducted from the employee’s paycheck as specified above; if it is known 

in advance the purchase shall not be completed before obtaining the employee’s 

written consent to deduct. 

o The department will maintain individual records of purchases and balances of 

their employees and will provide those records regularly to the financial 

department. 

2. Submitting for Reimbursement: 

o Employees may purchase eligible items and submit itemized receipts to the 

department head for reimbursement, up to the remaining balance of their annual 

allowance. 

o Reimbursements above the available balance will be capped at the remaining 

amount and the employee shall be responsible for the overage, including any 

taxes that may be due on the additional amount. 

Tracking and Administration 

• Allowances will be tracked by the department for each calendar year. 

• Departments will split total uniform budget allocations across relevant divisions (e.g., 

Streets, Water, Sewer) as guided by the Finance Department. 

• Department heads or their designees will maintain up-to-date logs of individual balances 

and purchase history by fiscal year; unspent allowances shall not carry over into future 

fiscal years. 

• Department heads may carry a small contingency for department-wide purchases (e.g., 

seasonal gear, replacement items) as budget permits. 

Remaining Funds and Budget Management 

• Departments are encouraged to manage the uniform allowance budget to ensure equitable 

access for new hires and planned equipment needs (e.g., required hoodie purchases or 

washer/dryer procurement). 

• Budget lines may be adjusted annually during the budget development process to reflect 

operational realities, staffing levels, and historical spending patterns. 

The employee is expected to report to work in clean, well mended attire that is appropriate for 

the work to be accomplished. If, in the opinion of the Supervisor, Department Head or City 

Administrator, the employee fails to comply with this expectation, appropriate disciplinary 

action may be taken. 
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Uniform Issuance Provision 

1. Annual Issuance: 

o The City will provide per employee: 

▪ 3 City-branded T-shirts 

▪ 2 City-branded hooded sweatshirts 

o These items will be issued to employees as needed to ensure each employee has a 

personal supply as indicated above. If not immediately required, uniforms will be 

retained in storage until a reasonable shelf supply is available. 

2. Sizing: 

o Employees are expected to provide their supervisor with accurate and current size 

information to ensure proper fit, comfort and safety. 

Employee Responsibilities 

1. Presentation: 

o Employees must ensure their uniforms are tidy and well-maintained to present a 

professional appearance on the job. 

o Clothing shall not be modified under any circumstances; e.g. removing sleeves, 

cutting holes, adding unapproved badges or logos etc. 

2. Laundry: 

o A washer and dryer has been provided at the Public Works building to support 

uniform care. Employees are encouraged to use this equipment to maintain their 

uniforms in good condition. 

o Personal laundry is prohibited. 

3. Jeans: 

o Employees are responsible for providing their own work-appropriate jeans. 

o The annual uniform allowance may be used to assist with this expense as noted 

above in this policy section. 

o Employees may use City equipment to clean their work jeans. 

Damaged Uniforms 

1. Replacement of Damaged Shirts: 

o Employees may turn in damaged City-branded shirts to their supervisor for 

replacement. 

301

Item # 5B.



 

70 

 

o If shirts are routinely damaged due to negligence, the employee may be required 

to pay for replacements. 

Return of City Property 

1. End of Employment: 

o Upon termination of employment, all City-branded uniforms must be returned. 

o Failure to return City property will result in the cost of replacements being 

withheld from the employee’s final paycheck up to the limits permitted by law. 

Acknowledgment 

Employees must sign an acknowledgement to indicate their understanding and agreement to the 

terms of this policy 

 

302

Item # 5B.



 

71 

 

11. SEVERE WEATHER CONDITIONS 
 

In the event of severe weather or hazardous conditions, the City Administrator may authorize the 

full or partial closure of City Hall and other administrative operations. This policy applies to all 

non-essential employees assigned to City Hall and other administrative departments. Public 

safety and essential service personnel are expected to report to work unless otherwise directed by 

their department head. 

11.1 Closure Authorization and Communication 

• The City Administrator will determine whether conditions warrant a closure or delayed 

opening based on available information, including road conditions and forecasts. 

• The Public Works Director shall provide timely updates on local road conditions and 

snow removal progress, in accordance with the City’s road response plan, to assist the 

City Administrator in decision-making. 

• Closure decisions will be communicated by the City Administrator via text message to 

department heads as soon as reasonably possible. In cases of uncertain or rapidly 

changing conditions, the decision may be made with limited notice. 

• Department heads are responsible for promptly notifying their employees using a 

communication method appropriate to their department. 

11.2 Employee Responsibilities and Pay 

• When City Hall is closed due to weather, affected employees will receive regular pay for 

their scheduled work hours without needing to use leave. 

• If an employee was previously scheduled to use leave (e.g., vacation, personal, birthday, 

comp time), that leave will still be charged as originally submitted and approved. For 

example: 

o An employee scheduled for 8 hours of personal leave will still be charged 8 hours. 

o An employee scheduled to use 2 hours of comp time will still be charged for those 

2 hours. 

• In cases of partial-day closures (e.g., early dismissal or delayed opening), the same rules 

apply regarding pay and leave usage. 

11.3 Remote Work Requirements 

• If the nature of an employee’s work allows remote access (e.g., finance, HR, 

administrative functions), the employee is expected to work remotely during any closure 

to ensure continuity of operations. 

• When closures are anticipated, employees with remote-capable duties must take their 

assigned laptop and any necessary work materials home in advance of the anticipated 

closure. 

11.4 Non-Closure Hazardous Conditions 

• If City Hall is open, but an employee determines that travel to/from work is/is likely to 

become unsafe due to conditions in their specific area, the employee must notify their 

supervisor as soon as possible. 

• Employees who choose not to report to work/leave early under these circumstances will 

be required to use an appropriate type of available leave (e.g., personal, vacation, 

birthday, or comp time) to cover their absence. 

• If a closure is later determined, their earlier decision to use personal leave will remain 

unchanged. 
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12. MEETINGS, CONFERENCES, AND REIMBURSEMENT POLICY 

12.1 Purpose 

The City of Willard supports the professional development of full-time employees by authorizing 

their participation in relevant meetings, trainings, and conferences that enhance job performance 

and support the City's mission. This policy also outlines guidelines for reimbursement of related 

expenses. 

12.2 Applicability 

This policy applies to full-time employees only. Part-time and seasonal employees may not 

attend reimbursable activities unless approved in advance by the City Administrator. All 

attendance and reimbursement are subject to budget availability and administrative discretion. 

12.3 Attendance and Approval 
Employees may attend events directly related to their current or anticipated job duties, including 

but not limited to conferences, training programs, seminars, and association meetings. Events 

with anticipated costs exceeding $1,000 should ideally be planned for during the annual budget 

process. 

• Any proposed participation not already budgeted must be submitted to the employee’s 

Department Head for review and, if supported, presented to the City Administrator for 

approval. 

• Time spent at approved events will be considered regular work time and not charged to 

leave. 

• The City Administrator may also grant time off with pay to attend educational 

opportunities, even if expenses are not reimbursed. 

12.4 Reimbursement Guidelines 

A. Eligible Reimbursable Expenses 

Approved expenses may include: 

• Lodging 

• Mileage (if using a personal vehicle) 

• Conference registration 

• Meals (see below) 

• Parking fees and tolls 

• Business-related calls or communications 

B. Meals 

• Reimbursement for meals will follow established per diem rates. 

• Alcohol is not reimbursable under any circumstances. 
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• Itemized receipts are required for all meal reimbursements; missing or non-itemized 

receipts will result in denial of reimbursement for that item. 

C. Transportation and Mileage 

• Employees must make a reasonable attempt to use an appropriate City vehicle for 

travel. 

o City Hall employees should not use Police Department or Public Works vehicles 

unless specifically authorized. 

o If a City vehicle is unavailable or unsuitable, mileage reimbursement for a 

personal vehicle may be approved. 

• If a City vehicle is available but the employee chooses to use a personal vehicle 

without appropriate justification, mileage reimbursement shall be denied. 

• Reimbursement for personal vehicle use will be calculated at the Missouri state-

approved mileage rate using the shortest route from the employee’s duty station or 

residence (whichever is shorter). 

• Personal vehicle use must be documented with the date, destination, purpose, and 

total miles. 

D. Optional Add-Ons and Upgrades 

Optional upgrades (e.g., first-class airfare, premium lodging, add-on events or excursions) 

will not be reimbursed. Any upgrades must be clearly identified on the reimbursement 

request. 

E. Non-Reimbursable Expenses 

The following are examples of non-reimbursable costs (this should not be considered an 

exhaustive list): 

• Alcohol 

• Entertainment or sightseeing expenses 

• Room service or minibar purchases 

• Optional meals.  This is defined as a meal expense incurred instead of eating a meal 

that was provided by the event/conference the employee attended. 

• Snacks or travel supplies 

• Unapproved guests’ expenses 

• Tips exceeding 15% 

12.5 Submission Process 

• Employees must submit all reimbursement requests within 30 days of the expense being 

incurred. 

• Requests must include a completed reimbursement form, a description of the purpose, 

and all itemized receipts for which reimbursement is being sought. 
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• For attendance at a conference or multi-day event, a copy of the agenda must be provided 

showing the activities, dates and times. 

• Approved reimbursements will be processed through accounts payable within two pay 

cycles and will appear on the employee’s paycheck. 

• The City does not issue travel advances of any kind. 

12.6 Oversight and Accountability 

• The City Administrator, or designee, will determine eligibility and approval. 

• Department Heads are responsible for ensuring compliance within their departments. 

• The submission of false or misleading reimbursement requests may result in disciplinary 

action up to and including termination in addition to any allowable remedies that may 

exist under law. 

 

306

Item # 5B.



 

75 

 

13. WHISTLEBLOWER PROTECTION POLICY 

13.1 Purpose 

The City of Willard is committed to the highest standards of ethical, moral, and legal conduct. In 

line with this commitment, this policy is intended to encourage employees, volunteers, and 

contractors to report any suspected violations of law, city policy, or unethical conduct without 

fear of retaliation. 

13.2 Scope of Policy 

This policy applies to all City of Willard employees, including full-time, part-time, seasonal, and 

temporary staff, as well as volunteers and independent contractors. 

13.3 Definition of Whistleblowing 

A "whistleblower" is an individual who reports an activity that they consider to be illegal, 

dishonest, or a violation of City policy. Examples of "protected disclosures" include, but are not 

limited to: 

• Violations of federal, state, or local laws or regulations. 

• Gross mismanagement or waste of public funds. 

• Abuse of official authority. 

• Actions that pose a substantial and specific danger to public health or safety. 

• Fraud, embezzlement, or theft of City property. 

13.4 Reporting Procedure 

Employees are encouraged to share their questions, concerns, or complaints with someone who 

can address them properly. 

Initial Report: In most cases, an employee’s supervisor is the best person to address an area of 

concern. 

Escalation: If the employee is not comfortable speaking with their supervisor, or the supervisor 

is the subject of the concern, the employee should report the matter directly to the HR 

Department, the City Administrator, or the City Attorney. 

Written Form: While reports may be made orally, employees are encouraged to provide a 

written statement detailing the specific facts, dates, and individuals involved to ensure a 

thorough investigation. 

13.5 No Retaliation 

The City of Willard strictly prohibits retaliation against any individual who, in good faith, reports 

a violation or participates in an investigation. 

No employee shall be adversely affected in their employment (e.g., termination, demotion, 

suspension, harassment, or reduction in pay) because they made a protected disclosure. 
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Any employee who retaliates against a whistleblower is subject to disciplinary action, up to and 

including termination of employment. 

13.6 Confidentiality 

The City will treat all reports as confidential to the maximum extent possible, consistent with the 

need to conduct an adequate investigation and comply with the Missouri Sunshine Law. The 

identity of the whistleblower will be kept confidential unless disclosure is required by law or is 

essential for the investigation. 

13.7 Good Faith Requirement 

Anyone filing a complaint concerning a violation or suspected violation must be acting in good 

faith and have reasonable grounds for believing the information disclosed indicates a violation. 

Any allegations that prove to have been made maliciously or with the knowledge that they were 

false will be viewed as a serious disciplinary offense and may result in termination. 

13.8 Investigation and Resolution 

All reports will be promptly investigated by the appropriate department (e.g., HR, Legal, or an 

independent third party). 

The investigator will notify the sender and acknowledge receipt of the reported violation or 

suspected violation within [five] business days. 

Appropriate corrective action will be taken if the investigation confirms that a violation has 

occurred. 

The whistleblower will be advised that the investigation has been completed, though specific 

details regarding personnel actions may remain confidential. 
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14. SEPARATION AND RETURN OF PROPERTY 
Every officer and employee of the City, upon the termination of their employment or 

appointment for any reason, shall promptly return all City property in their possession or control. 

Employees are responsible for safeguarding all City of Willard equipment, materials, and work 

products issued to them or otherwise entrusted to their care. This includes, but is not limited to: 

• Credit cards 

• Identification badges 

• Office/building keys and security passes 

• Uniforms and protective gear (see Section 5.12) 

• City-issued vehicles, tools, or equipment 

• Computers, phones, removable storage devices 

• Electronic access credentials (e.g., voicemail, email, software) 

• City-owned records, documents, or intellectual property 

14.1 Offboarding Checklist 

Upon notice of separation, Department Heads shall coordinate with HR to initiate a standardized 

offboarding checklist, which must be completed prior to the employee’s final day. This checklist 

includes: 

• Collection of all physical items 

• Review of outstanding reimbursements, debts, or costs 

• Reconciliation of final time records 

• Verification of benefit continuation options 

• Confirmation of return of all uniforms and related items as outlined in Section 5.12 

14.2 IT Notification Requirements 

Department Heads and/or HR must notify the City’s IT provider within one (1) business day of a 

confirmed separation or transfer. In the event of an involuntary or emergency separation, IT must 

be notified within one (1) hour of the employee’s departure to ensure prompt deactivation of 

access to City systems and data. 

IT will conduct its own checklist procedure related to: 

• Removal of access to all systems, software, and networks 

• Retrieval of all electronic devices 

• Review of data backup or transfer needs 

14.3 Enforcement 

Where permitted by law, the City may withhold from an employee’s final paycheck the cost of 
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any unreturned property. The City also reserves the right to pursue additional remedies to 

recover or protect its property. 

See Appendix B for the sample City of Willard Employee Offboarding Checklist. 
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15. CODE OF ETHICS 
The City of Willard expects all employees to uphold the highest standards of personal integrity, 

professionalism, and public service. All staff are entrusted with public resources and 

responsibilities and are expected to conduct themselves in a manner that reflects positively on the 

City at all times—both on and off duty. Core values guiding City conduct include integrity and 

excellence in all work, openness to diverse perspectives, and respect for others. Employees are 

expected to avoid conflicts of interest, refrain from any use of their position for personal gain, 

maintain confidentiality, use City resources appropriately, and treat the public and their 

colleagues with courtesy, fairness, and professionalism. Employees are also responsible for 

reporting misconduct, avoiding retaliation, and maintaining appropriate workplace relationships. 

Violations of the Code of Ethics may result in disciplinary action, up to and including 

termination of employment, in accordance with City policy. A complete set of ethical provisions, 

including rules concerning gifts, outside employment, computer use, and reporting obligations, is 

provided in Appendix A: Code of Ethics and shall be followed as a condition of employment. 
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16. GRIEVANCE POLICY 
The City of Willard is committed to providing full-time employees with a fair and transparent 

process to seek resolution for employment-related concerns. This grievance policy is intended to 

address significant issues in a constructive and timely manner, while ensuring that concerns are 

raised through appropriate channels. 

16.1 Scope and Eligible Issues 

This policy applies to full-time employees only, contracted, part-time, seasonal or other non-

employee or less than full time status employees are not eligible to request grievances or appeals 

as denoted by this policy. A grievance may be filed only in response to the following 

employment actions: 

• Disciplinary actions at the level of written warning or higher (including suspension, 

demotion, or termination) 

• Unsatisfactory performance evaluations (i.e., an overall rating of 1, not an unsatisfactory 

rating in a duty area) 

• Job reassignments not related to disciplinary action 

Other workplace concerns may be addressed through informal discussions with supervisors or 

Human Resources but do not qualify for review under this formal grievance procedure. 

16.2 Informal Resolution Requirement 

Prior to submitting a formal grievance, employees are expected to make a reasonable, good-faith 

effort to resolve their concerns informally. This includes consultation with Human Resources 

and/or their Department Head. If informal efforts do not result in resolution, or if the situation 

reasonably precludes such steps, the employee may proceed with the formal grievance process. 

16.3 Filing a Grievance 

To initiate a grievance, the employee must submit a written grievance to the City Administrator. 

The grievance must: 

• Clearly state the action being grieved 

• Specify the date(s) of the event or decision 

• Identify the desired resolution or outcome 

• Be submitted within 14 calendar days of the action giving rise to the grievance, unless the 

City Administrator determines there are extenuating circumstances justifying a later 

submission. 

Grievances that do not meet these conditions may be dismissed or referred back for informal 

resolution. If an employee fails to make a reasonable effort to resolve the issue informally 

before filing and waits to submit a grievance, additional time to meet the informal 

resolution expectation will not be granted. Employees are encouraged to act promptly and in 

good faith to preserve the opportunity for full review.  
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16.4 Review and Response 

The City Administrator will acknowledge receipt of the grievance and will make every effort to 

respond within 30 calendar days of receipt. This may be extended if necessary, to permit 

additional fact-finding, meetings with involved parties, and consultation with legal or HR 

professionals as needed. 
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17. PERSONNEL RECORDS 
Personnel records are the property of the City of Willard and are considered confidential. The 

Human Resources department is responsible for maintaining accurate and secure personnel files 

for all employees, in accordance with applicable federal and state laws. These files are 

maintained centrally by the City and are not to be duplicated or separately maintained by 

departments, except as noted below. 

A personnel file shall be maintained for each employee and should include, but is not limited to, 

the following: 

• Job application and resume 

• Offer letter and position description 

• Pay grade and pay band documentation 

• Performance evaluations 

• Disciplinary actions 

• Records of promotion or salary adjustments 

• Training records 

• Official correspondence 

• Leave-related documentation, excluding protected health information 

It is the responsibility of each employee to promptly notify Human Resources in writing of any 

changes to personal information, such as name, address, contact number, emergency contacts, or 

dependent status. Department Heads may assist in collecting this information but must ensure it 

is promptly routed to Human Resources. 

The City will retain all personnel records in accordance with applicable state and federal laws, 

including but not limited to retention requirements established by the Missouri Secretary of 

State’s Office, the Missouri Sunshine Law (Chapter 610, RSMo), the Fair Labor Standards Act 

(FLSA), and the Americans with Disabilities Act (ADA). 

17.1 Centralized Recordkeeping 

All official personnel records must be maintained by the Human Resources Department. 

Department Heads and supervisors are not permitted to maintain their own personnel files or 

shadow files. The City’s official personnel file, housed within HR, is the sole repository for 

employment records. This practice ensures legal compliance, proper retention, confidentiality, 

and consistent documentation. 

The only exception to this policy is for working documents maintained temporarily by 

supervisors during a performance evaluation period (e.g., notes regarding employee 

performance, examples of work, or informal documentation used in preparing a formal 
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evaluation). These documents are not considered part of the official personnel file and must be 

handled as follows: 

• At the conclusion of the performance review period, any such materials should either be 

securely destroyed or submitted to HR as supplemental documentation to the official 

evaluation, if appropriate. 

• Under no circumstances should these materials be used to maintain unofficial disciplinary 

records or files outside the HR structure. 

Supervisors are responsible for notifying HR of any documents, positive or negative, that should 

be reviewed for potential inclusion in the official personnel record. 

17.2 Maintenance of Separate and Restricted Files 

Certain sensitive materials must be maintained in separate, restricted-access files. These include: 

• Medical Records: All medical records, including doctor’s notes, FMLA certifications, 

ADA documentation, and workers’ compensation materials, must be maintained in a 

confidential file separate from the general personnel file in accordance with the 

Americans with Disabilities Act (ADA) and the Health Insurance Portability and 

Accountability Act (HIPAA). 

• Background Checks and Drug Test Results: These documents must also be maintained 

separately from the main personnel file, accessible only to individuals authorized by law 

or policy. 

The Human Resources Department is responsible for ensuring that these separate files are 

securely maintained and access is limited only to those with a legal or operational need. 

17.3 Access to Personnel Records 

Internal access to personnel records is limited to the Mayor, City Administrator, Human 

Resources, and other designated officials with a legitimate business need. Supervisors may 

request to review an employee’s file when making employment decisions (e.g., evaluations, 

promotions, disciplinary action), but such access must be coordinated through Human Resources. 

Employees may request to review their own personnel file by submitting a written request to 

Human Resources. Such review will be conducted in the presence of HR, and copies may be 

provided upon request in accordance with applicable laws. 

17.4 Release of Information to External Parties 

Personnel and employment records will not be released to external parties except as required by 

law (e.g., court order, subpoena) or with written authorization from the employee. 

All inquiries from third parties regarding current or former employees (e.g., reference checks, 

employment verifications) must be directed to Human Resources. Unless authorized by the 

employee in writing, the City will confirm only the dates of employment and positions held.  

If a current or former employee requests a reference or release of additional employment-related 

information, they must submit a written request and signed release to Human Resources. The 

City may provide additional information in writing, at its discretion, after obtaining the proper 

release and ensuring no legal liability exists. 
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Any employee found to have released confidential personnel information without proper 

authorization may be subject to disciplinary action, up to and including termination. 

17.5 Subpoenas and Sunshine Law Requests 

In the event of a subpoena or formal request for personnel records under the Missouri Sunshine 

Law (Chapter 610, RSMo), the City will respond in accordance with applicable legal 

requirements. The Human Resources Department is responsible for coordinating the review and 

response process in consultation with the City Administrator and legal counsel, as appropriate. 

Records that contain personally identifiable information such as Social Security numbers, 

personal contact information, or medical records must be redacted or withheld from disclosure 

unless required by court order. Employees will be notified when their records are released, unless 

doing so would violate the law or compromise a legal process. 

All such requests and responses shall be documented and securely retained by the Human 

Resources Department. 
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18. AMERICAN WITH DISABILITIES ACT 
The City of Willard complies with the Americans with Disabilities Act (ADA), as amended by 

the ADA Amendments Act (ADAAA), and all applicable state and local fair employment 

practices laws and is committed to providing equal employment opportunities to qualified 

individuals with disabilities. Consistent with this commitment, the City will provide a reasonable 

accommodation to disabled applicants and employees if the reasonable accommodation would 

allow the individual to perform the essential functions of the job, unless doing so would create an 

undue hardship on the City. 

 

18.1 Requesting a Reasonable Accommodation 

If you believe you need accommodation because of your disability, you are responsible for 

requesting a reasonable accommodation from your supervisor or the HR Department. You may 

make the request orally or in writing. The City encourages employees to make their request in 

writing and to include relevant information, such as: 

• A description of the accommodation you request. 

• The reason you need accommodation. 

• How the accommodation will help you perform the essential functions of your job. 

 

After receiving your oral or written request, the City will engage in an interactive dialogue with 

you to determine the precise limitations of your disability and explore potential reasonable 

accommodations that could overcome those limitations. The City encourages you to suggest 

specific reasonable accommodations that you believe would allow you to perform your job. 

However, the City is not required to make the specific accommodation requested by you and 

may provide alternative effective accommodation, to the extent any reasonable accommodation 

can be made without imposing an undue hardship on the City. 

 

18.2 Medical Information 

The City may ask you to provide supporting documents from your health care provider(s) 

regarding the nature of your disability and the nature of your limitations, or take other steps 

necessary to help us determine viable options for reasonable accommodation. We will then work 

with you to determine whether your disability can be reasonably accommodated, and if it can be 

accommodated, we will explore alternatives with you and endeavor to implement a mutually 

agreeable accommodation. 
 

The City will keep confidential any medical information obtained in connection with your 

request for reasonable accommodation and pursuant to 17.2 any such records shall be separately 

maintained in the personnel record. 

 

18.3 Determinations 

The City makes determinations about reasonable accommodations on a case-by-case basis 

considering various factors and based on an individualized assessment in each situation. The City 

strives to make determinations on reasonable accommodation requests expeditiously and will 

inform the individual once a determination has been made. If you have any questions about a 
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reasonable accommodation request you made, please contact your supervisor or the HR 

Department. 

 

18.4 No Retaliation 

Individuals will not be retaliated against for requesting accommodation in good faith. The City 

expressly prohibits any form of discipline, reprisal, intimidation, or retaliation against any 

individual for requesting an accommodation in good faith. 

 

The City is committed to enforcing this policy and prohibiting retaliation against employees and 

applicants who request accommodation in good faith. If employees or applicants feel that they or 

someone else may have been subjected to conduct that violates this policy, they should report it 

immediately to their supervisor, the HR Department or the City Administrator; a dated written 

report is strongly recommended. Please refer to 7.9.3 for additional information about making a 

complaint 

 

18.5 Administration of This Policy 

The HR Department is responsible for the administration of this policy. If you have any 

questions regarding this policy or questions about disability accommodations that are not 

addressed in this policy, please contact your supervisor or the HR Department. 

 

318

Item # 5B.



 

87 

 

19. OUTSIDE EMPLOYMENT 
Full-time employees of the City of Willard must obtain written approval from the City 

Administrator prior to engaging in any outside employment. This approval must be renewed 

whenever there is a material change in the nature, scope, or schedule of the outside work. 

Outside employment will not be approved if it: 

• Occurs during the employee’s scheduled City work hours, 

• Requires the use of City equipment, vehicles, resources, uniforms, or confidential 

information, 

• Creates a real or perceived conflict of interest with the duties of the employee’s City 

position, 

• Reflects poorly on the integrity, professionalism, or reputation of the City, 

• Results in excessive fatigue or otherwise impairs the employee’s ability to perform their 

City duties effectively and safely. 

• Other concerns arise in the nature, duration, applicability or the additional employment 

being sought. 

Employees are prohibited from receiving compensation, honoraria, or material gain from 

individuals or organizations for work performed as part of their official City duties or during 

City-paid time. Any personal or outside business activity must remain clearly separate from City 

responsibilities. 

Employees found to be engaging in outside employment without required approval or in 

violation of this policy may be subject to disciplinary action, up to and including termination. 

Please refer to Appendix E for Outside Employment Disclosure and Request Form 
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20: COMPUTER, TECHNOLOGY, AND SOCIAL MEDIA ACCEPTABLE USE 

POLICY 

20.1 Purpose and Scope 

This policy establishes rules for the responsible use of the City of Willard’s computer systems, 

software, internet, email, mobile devices, and official social media platforms. It applies to all 

City-issued equipment and any system or platform accessed in the course of work by employees 

or officials. 

Covered systems include but are not limited to: computers, laptops, servers, phones, tablets, 

software programs, voice mail, email, internet access, City social media pages, and all City-

managed platforms. This policy also applies to use of personal devices and social media when 

used to perform City business or represent the City. 

20.2 Acceptable Use of City Technology and Systems 

City-owned technology and systems are provided to support official City operations. Incidental 

personal use is permitted during non-working hours (e.g., lunch breaks), provided such use does 

not interfere with City business, violate any laws or policies, or create additional cost or liability 

for the City. 

Users must not: 

• Use City systems for any illegal or unethical purpose, including fraud, harassment, 

defamation, or accessing obscene, hateful, or pornographic content. 

• Install or use unlicensed software or unauthorized applications. 

• Use City equipment for commercial gain or political activity. 

• Attempt to bypass or disable security protocols. 

• Download content that could introduce viruses or malware. 

• Access another employee’s files, email, or documents without authorization. 

20.3 Passwords and Data Security 

Users must protect login credentials and data. Passwords are not to be shared. If written down, 

they must be stored securely. IT shall be notified immediately in the event of suspected system 

compromise, breach, or virus infection. All data created or stored on City systems is the property 

of the City and may be accessed, audited, or retained in accordance with law and policy. 

20.4 Monitoring and No Expectation of Privacy 

Employees should have no expectation of privacy in the use of City-owned systems. The City 

reserves the right to monitor, retrieve, and review all communications, internet use, emails, and 

data created, transmitted, or received on City systems. 
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20.5 Department Responsibilities and High-Security Systems 

Department heads are responsible for ensuring employees are informed about the use of 

specialized systems (e.g., law enforcement databases or federal access portals). Departments 

must follow any heightened standards or additional federal/state rules specific to those platforms. 

20.6 Social Media Use 

Social media usage, whether official or personal, must be consistent with City policy and the 

2024 Social Media Ordinance. All official City pages, including those operated by departments, 

are subject to centralized oversight and must: 

• Limit posting privileges to authorized individuals, except in emergencies where police, 

public works, or emergency management may post. 

• Prohibit deletion of posts or blocking of users except by those expressly authorized under 

the ordinance. 

• Represent the City in a professional and accurate manner. 

Employees posting about the City or its operations using personal pages and/or profiles must 

clearly state that the views expressed are their own. An acceptable phrase includes: 

“The views expressed here are my own and do not necessarily reflect the views of the City of 

Willard.” 

Only individuals specifically and officially authorized under City policy or regulation may post, 

share, or transmit official communications on behalf of the City. While employees retain their 

First Amendment rights to comment, express opinions, or engage in discussion, unauthorized 

individuals are strictly prohibited from representing, advancing, creating, sharing, or issuing any 

official position of, for or by the City on any platform. 

20.7 Violations 

Violations of this policy may result in disciplinary action up to and including termination. 

Serious offenses, including those that violate state or federal law, may be referred to outside 

authorities as may be applicable by the circumstances. 
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21. EMERGENCY DECLARATION 
In the event of a declared emergency, exempt employees who are required to work in response to 

the emergency may be eligible for overtime compensation as outlined in this policy. 

Purpose 

The purpose of this policy is to provide a fair and consistent mechanism to compensate exempt 

employees who are required to work extended hours during significant emergencies or disasters, 

and to ensure the City is positioned to recover those costs from eligible state or federal programs 

where applicable. 

21.1 Applicability 

This policy applies when the Mayor issues a local emergency declaration, which is automatically 

recognized under this section. Additionally, if a declaration is made by an external authority 

(such as the Governor, President, or FEMA) and the City of Willard or its operations are clearly 

impacted by the event, the Board of Alders may, by resolution, declare concurrence with the 

external declaration, thereby extending the applicability of this policy to that emergency. 

21.2 Eligibility 

All exempt employees who are required to work during the declared emergency may be eligible 

for overtime compensation. This includes all department heads, supervisory staff, and exempt 

personnel whose job duties are directly or indirectly involved in emergency response, 

coordination, restoration, or recovery activities during the emergency. 

21.3 Compensation for Overtime 

Eligible exempt employees will be compensated for all hours worked in excess of forty (40) 

hours during a designated workweek at 1.5 times their regular hourly rate. The regular 

hourly rate shall be calculated by dividing the employee’s annual salary by 2,080. 

21.4 Documentation Requirements 

To qualify for overtime pay under this policy: 

• Employees must complete and submit a detailed timesheet documenting all hours worked 

during the emergency. 

• Timesheets must be submitted to the Chief Financial Officer or designee in a timely 

manner, as directed. 

• Documentation should be sufficiently detailed to support the City’s ability to seek state or 

federal reimbursement (e.g., FEMA reimbursement) for disaster-related costs. Incomplete 

or vague records may result in denial of compensation. 

21.5 Retroactive Declaration 

In some cases, it may be necessary to determine eligibility and compensation after the 

emergency has occurred. The City Administrator, in coordination with the Mayor and Board of 

Alders, may authorize the application of this policy retroactively, provided the emergency meets 

the conditions outlined in Section 20.1 and adequate documentation is available. 
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22. ADMINISTRATION 
The City of Willard’s organizational chart illustrates the relationships between positions within 

departments and across the organization. These relationships may include reporting structures 

such as the City Administrator to Department Heads, and Department Heads to Supervisors and 

employees. The chart also helps clarify the alignment of responsibilities, functions, and chains of 

command. 

The official organizational chart is maintained by Human Resources and shall be reviewed and 

revised any time a new position is created, eliminated, or structurally reorganized. The 

organizational chart is provided as Appendix F to this manual. Appendix F may be updated 

administratively at any time to reflect current structure and assignments without requiring 

reapproval or readoption of the full personnel manual by the Board of Alders. 

Employees should follow the organizational structure when seeking direction, resolving work-

related issues, or escalating concerns. In most cases, an employee’s immediate Supervisor or 

Department Head should be the first point of contact for guidance on tasks, clarification of 

responsibilities, or addressing challenges. 

The City Administrator has the authority to hire, discipline, and discharge City employees in 

accordance with applicable laws, policies, and procedures. 

23. ADMINISTRATIVE UPDATES TO PERSONNEL MANUAL 
To ensure the City of Willard’s personnel policies remain current with evolving legal 

requirements, regulatory standards, and industry best practices, the City Administrator is 

authorized to make administrative updates to the Personnel Manual, in whole or in part, without 

requiring reapproval or formal readoption of the entire manual by the Board of Alders. 

Administrative updates must be reviewed and approved in advance by the City’s legal counsel to 

ensure compliance with applicable laws and regulations. Upon legal review and approval, such 

updates shall be documented in the form of a memo titled Personnel Policy Update, issued by 

the City Administrator through Human Resources, and distributed to all staff. 

The memo shall specify: 

• The section(s) updated 

• The reason for the update 

• The effective date of the change 

• Instructions, if any, for implementation 

Nothing in this section shall permit administrative changes that materially alter the terms of 

employment for any employee or group of employees without consultation with legal counsel 

and, where appropriate, Board notification or approval. 

323

Item # 5B.



 

92 

 

APPENDICES 

 

 
A. CODE OF ETHICS 

B. OUTSIDE EMPLOYMENT DISCLOSURE AND REQUEST FORM 

C. ORGANIZATIONAL CHART 

D. EMPLOYEE RECEIPT AND ACCEPTANCE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

324

Item # 5B.



 

93 

 

Appendix A – Code of Ethics 

Overview and Values 

City of Willard employees are expected to uphold the highest standards of ethics and 

professionalism, reflecting the trust placed in them by the community. This Code of Ethics 

outlines key responsibilities and behavioral expectations that support efficient operations, 

safeguard public trust, and ensure a respectful, inclusive, and legally compliant workplace. 

In delivering public service, the City values: 

• Integrity and excellence in all actions; 

• Transparency and openness to diverse perspectives; 

• Respect for diversity in people and approach. 

This appendix covers general conduct expectations and specific ethical provisions. 

Definitions 

• Appointing Authority: A person authorized to make final hiring decisions and approve 

or deny personnel-related transactions. 

• Supervisor: The employee responsible for directly overseeing another employee’s work, 

including timekeeping, evaluations, and discipline. 

• Equipment, Materials, and Supplies: City-owned or issued items such as phones, 

computers, vehicles, tools, keys, and office supplies. 

• Gratuity: Any gift, favor, discount, service, or hospitality not paid for at fair market 

value. 

• Staff/Employee: These terms are used interchangeably throughout this document. 

1. Professional Conduct 

City employees must demonstrate integrity, courtesy, and professionalism in all dealings with 

citizens, coworkers, and the public. They must refrain from conduct, on or off duty, that 

discredits the City or impairs job performance. 

Employees must: 

• Perform duties with honesty and impartiality; 

• Avoid any real or perceived conflict of interest; 

• Obey applicable laws, policies, and procedures; 

• Conduct themselves in ways that promote public confidence in City government. 

Unacceptable behaviors include: 

• Profanity, abuse, threats, or discriminatory slurs; 

• False or harmful gossip about employees or residents; 
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• Physical aggression or intimidation; 

• Appearing at work in a condition unsafe for duty (e.g., intoxication); 

• Harassment or discrimination based on any protected class; 

• Retaliation against individuals reporting misconduct. 

2. Arrests and Criminal Charges 

Employees must notify their supervisor within five (5) days of any arrest, conviction, plea of 

guilty, or court-ordered sentence for a misdemeanor or felony offense. Incarceration does not 

justify use of leave. Absences caused by incarceration may be grounds for termination. 

The City Administrator will review each case to determine if continued employment is 

appropriate. 

3. Confidential Information 

Employees must not disclose or use confidential information acquired in the course of 

employment except as authorized. Breach of confidentiality is grounds for discipline, including 

termination. 

4. Gratuities and Gifts 

Employees and their immediate households may not accept gifts, favors, or services from any 

person or entity: 

• Doing business with the City; 

• Regulated by the City; or 

• Whose interests may be substantially affected by the employee’s job duties. 

Permitted exceptions include: 

• Unsolicited promotional items (e.g., pens, notepads) valued under $25; 

• Public awards, trophies, or contest prizes; 

• Meals offered to all attendees at conferences or public-interest events; 

• Vendor-provided meals or training open to all clients. 

All questionable gratuities must be reported to the employee’s supervisor immediately. 

5. Use of City Position 

Employees must not use their role with the City to improperly influence, coerce, or pressure 

others for personal benefit. Authority must be exercised professionally, fairly, and respectfully. 

6. Non-Retaliation 

Retaliation against any individual who raises concerns, reports misconduct, or participates in an 

investigation is strictly prohibited. 

The City will investigate all reports of retaliation. Verified retaliation will result in disciplinary 

action, up to and including termination. 
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7. Solicitation 

Employees may not solicit or sell goods or services during working hours or at their work 

location. Exceptions may be made for charitable or educational efforts (e.g., Girl Scout cookies, 

school fundraisers), but must be discreet and non-disruptive. 

8. Use of City Property and Resources 

Employees must use City equipment, facilities, and supplies solely for City business. Examples 

include vehicles, phones, internet access, office equipment, and tools. 

Misuse, theft, or negligent damage may result in discipline and personal liability. 

Other key provisions: 

• Employees must report all lost or stolen City property immediately. 

• Personal phone calls must be minimal and non-disruptive. 

• All work products created for the City belong to the City. 

• Employees may not use their own personal devices or software for City work without 

supervisor approval. 

Supervisors or the City Administrator may inspect workspaces and City-owned devices as 

needed for business or compliance purposes. 

9. Staff Responsibilities 

Employees are expected to: 

• Read and understand City policies; 

• Cooperate fully with investigations; 

• Use time and leave appropriately and responsibly; 

• Be punctual and meet performance standards; 

• Follow lawful instructions from supervisors; 

• Refrain from falsifying records (e.g., timesheets, expense reports); 

• Not use personal devices to secretly record work conversations unless authorized by 

management. 

10. Computer, Email, and Internet Use 

All internet and system use must be work-related. Employees may not install unauthorized 

software or use systems for personal gain, illegal activity, or offensive content. 

Prohibited uses include: 

• Accessing or downloading obscene, hateful, or illegal content; 

• Discrimination, harassment, or threatening communications; 
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• Using City systems for personal sales, chain emails, or political messages; 

• Software or media piracy; 

• Circumventing security or introducing malware. 

The City may monitor computer use at any time. 

11. Romantic Relationships 

Romantic relationships between supervisors and their direct reports are strictly prohibited. Such 

relationships create a conflict of interest and must be disclosed and addressed immediately by 

HR. 

Inappropriate conduct includes: 

• Romantic emails or gifts in the workplace; 

• Adult jokes or suggestive content; 

• Unreported relationships within supervisory chains. 

 

If you have questions or concerns about any portion of the Code of Ethics, contact the City 

Administrator or Human Resources immediately. 
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Appendix B – Employee Offboarding Checklist (Sample) 
 

To be completed by HR in collaboration with Department Head and IT prior to employee's final 

day. 

 

Employee Name: ____________________ 
Position: ____________________ 
Department: ____________________ 
Separation Date: ____________________ 

 

A. Property & Equipment Return 

•  

B. IT Notification and Access Control 

•  

C. Final HR Review 

•  

 

Prepared By: ____________________ 
 

Date Completed: ____________________ 

Checklist to be retained in personnel file. Contact HR for questions or updates. 
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Appendix C – Outside Employment Disclosure and Request Form 
 

City of Willard 
 

Outside Employment Disclosure and Request for Approval 

This form must be completed and submitted for approval prior to engaging in any outside 

employment. Approval must be renewed annually or upon any change in outside employment 

status. This form is required under Section 17 of the Personnel Manual. 

 
Employee Information 

 

• Name: ___________________________________________ 

 

• Department: ______________________________________ 

 

• City Position Title: _________________________________ 

 

• Supervisor’s Name: ________________________________ 

 
Outside Employment Details 

• Name of Outside Employer/Business: _______________________________________ 

 

• Type of Work Performed: _________________________________________________ 

 

• Employer Address/Location: ______________________________________________ 

 

• Schedule (Days/Hours): __________________________________________________ 

 

• Start Date of Outside Employment: _________________________________________ 

 

• Is this employment expected to be: 

☐ Temporary 

☐ Ongoing/Long-Term 

 
Disclosure Questions (check all that apply): 

☐ The outside work will occur only outside of scheduled City work hours. 
☐ No City equipment, vehicles, resources, uniforms, or confidential information will be used. 
☐ The outside employment will not impair my ability to perform City duties. 
☐ The work is not with a vendor, contractor, or entity regulated by the City. 
☐ There is no conflict of interest, real or perceived. 
☐ I understand that any changes to this arrangement must be re-disclosed. 

 

Please describe how you will ensure there is no conflict with your City responsibilities: 
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Employee Signature 

 

I certify that the above information is true and complete. I understand that failure to disclose or 

obtain approval for outside employment may result in disciplinary action. 
 

Signature: ____________________________ Date: _______________ 

 

 
 

Supervisor Review 

☐ I have reviewed this request and recommend: 

☐ Approval 

☐ Denial 
 

Comments: ___________________________________________________________ 
 

Supervisor Signature: ______________________ Date: _______________ 

 

 
 

City Administrator Final Decision 

☐ Approved 
☐ Denied 
 

Conditions (if any): ___________________________________________________ 
 

City Administrator Signature: ___________________ Date: _______________ 
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Appendix D – Organizational Chart 
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Appendix E. EMPLOYEE RECEIPT AND ACCEPTANCE 
I hereby acknowledge receipt of the City of Willard Employee Policy Manual. I understand that 

it is my continuing responsibility to read and know its contents. I also understand and agree that 

the Employee Policy Manual is not an employment contract for any specific period of 

employment or for continuing or long‐term employment. Therefore, I acknowledge and 

understand that unless I have a written employment agreement with the City of Willard that 

provides otherwise, I have the right to resign from my employment with the City of Willard at 

any time with or without notice and with or without cause, and that the City of Willard has the 

right to terminate my employment at any time with or without notice and with or without cause. 

I have read, understand and agree to all of the above. I have also read and understand the City of 

Willard Employee Manual. I agree to return the City of Willard Employee Manual upon 

termination of my employment. 

 

Signature _____________________________________________ 

Print Name ____________________________________________ 

Date ________________________ 

 

CONFIDENTIALITY POLICY AND PLEDGE 

 

Any information that an employee learns about the City of Willard or its staff as a result of 

working for the City of Willard that is not otherwise publicly available constitutes confidential 

information. Employees may not disclose confidential information to anyone who is not 

employed by the City of Willard or to other persons employed by the City of Willard who do not 

need to know such information to assist in rendering services. The disclosure, distribution, 

electronic transmission or copying of the City of Willard’s confidential information is prohibited. 

Any employee who discloses confidential information will be subject to disciplinary action 

(including possible termination), even if they do not actually benefit from the disclosure of such 

information. 

 

I understand the above policy and pledge not to disclose confidential information. 

 

Signature _____________________________________________ 

 

Print Name ____________________________________________ 

 

Date ________________________ 
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City Leave Policy – PTO & ETO System (Calendar-Year Based) 

Definitions 

• Paid Time Off (PTO) – A single leave bank for hourly (non-exempt) employees used 
for vacation, illness, personal needs, and other approved absences. 

• Exempt Time Off (ETO) – A flexible leave bank for exempt (salary) employees that 
replaces compensatory time. 

• Calendar Year – January 1 through the last pay period ending in December. All 
accruals, usage limits, carryover, and payout rules are based on the Calendar Year. 

• Years of Service (YOS) – Continuous employment with the City, calculated from the 
employee’s most recent date of hire. 

Salary (Exempt) Employee Leave – ETO 

 Eligibility 

All full-time exempt (salary) employees are eligible for Exempt Time Off (ETO). 

 ETO Front-Load at Anniversary Date 

Upon hire, and all anniversaries to follow, exempt employees receive: 

• 160 hours of ETO 

ETO Accrual - ETO accrues each pay period based on Years of Service: 

Years of Service Front-Load (Jan 1) Additional Annual Accrual 
Per-Pay Accrual 

(26 pays) 
Max Balance 

0–1 years 160 hrs 104 hrs 4.00 hrs 240 hrs 

1–2 years 160 hrs 144 hrs 5.54 hrs 280 hrs 

3–5 years 160 hrs 184 hrs 7.08 hrs 320 hrs 

6–9 years 160 hrs 224 hrs 8.62 hrs 400 hrs 

10+ years 160 hrs 264 hrs 10.15 hrs 500 hrs 

Accrual continues even when the employee reaches the maximum balance, up to the 
year-end payout threshold. 

 First Year Annual Usage Limit 

Exempt employees may use up to 160 hours of ETO in their first Calendar Year. 

Carryover 

Exempt employees may carry over up to 500 hours of ETO into the next Calendar Year. 
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Year-End Payout for Hours Above 500 

At the end of the last pay period in December: 

• Any ETO hours above 500 will be paid out at the employee’s regular hourly rate  

Separation of Employment 

ETO up to current Maximum Allowable Balance hours is not paid out upon separation. 
Only hours above your current Maximum Allowable Balance according to YOS that 
were eligible for payout at year-end may be paid. 

Use of ETO 

• ETO may be used in 15-minute increments. 

• ETO must be approved by the Department Head. 

• ETO is not tied to hours worked and is not compensatory time. 

Hourly (Non-Exempt) Employee Leave – PTO 

Eligibility - All full-time hourly (non-exempt) employees are eligible for Paid Time Off (PTO). 

PTO Accrual - Hourly employees accrue PTO based on Years of Service: 

Years of Service Annual PTO Accrual Per-Pay Accrual (26 pays) Max Carryover 

0–1 years 104 hours 4.00 hours 280 hrs 

2–4 years 144 hours 5.54 hours 320 hrs 

5–9 years 184 hours 7.08 hours 400 hrs 

10+ years 224 hours 8.62 hours 500 hrs 

*These accruals include the former personal days and sick leave. 

PTO Carryover 

• Hourly employees may carry over up to 240 hours of PTO into the next Calendar 
Year. 

• Carryover is calculated at the last pay period in December. 

 PTO Payout at Separation 

Hourly employees will be paid for all unused PTO up to 160 hours upon separation, 
provided they meet the requirements of the City’s separation policy. 

PTO Usage 

• PTO may be used in 15-minute increments. 

• PTO may be used for any purpose: vacation, illness, personal needs, 
appointments, or family care. 
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• PTO must be approved by the Department Head. 

• PTO may only be used up to 80 hours consecutively, any requests that exceed 
the allotted time will need to be approved in writing by the department head 
and/or the City Administrator. Approval will be based on business needs and 
potential disruption to the day-to-day ongoings for the City. 

Overtime 

Hourly employees receive: 

• 1.5× overtime pay for all hours worked over 40 in a workweek. 

• Hourly employees do not earn compensatory time. 

Holidays (Updated) 

Observed Holidays 

The City observes the following holidays: 

• New Year’s Day 
• Martin Luther King Jr. Day 
• President’s Day 
• Memorial Day 
• Juneteenth 
• Independence Day 
• Labor Day 
• Columbus Day 
• Veterans Day 
• Thanksgiving Day 
• Friday after Thanksgiving 
• Christmas Eve 
• Christmas Day 
• New Years Eve 

 

Holiday Pay Rules 

A. If the City is closed and you are not scheduled to work - Employees will receive: 

• 8 hours of holiday pay at their regular rate, regardless of their normal schedule. 

B. If you work on the holiday - Employees required to work on a City-recognized holiday 
will receive: 

• 2× their regular hourly rate for all hours worked on the holiday 

C. If you normally do not work that day and your schedule is unchanged - If the holiday 
falls on a day the employee is not normally scheduled to work, and the employee’s 
schedule is not adjusted: 

• The employee receives no holiday pay 

• The employee receives no additional compensation 
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D. No schedule manipulation - Departments may not adjust an employee’s schedule 
solely to avoid or increase holiday pay. 

E. Overtime Interaction - Holiday hours do not count toward overtime calculations. Only 
hours actually worked count toward overtime thresholds. 

Summary Table 

Scenario Pay Outcome 

City closed, employee not working due to closure  8 hours at regular rate 

Employee works on holiday 2× regular rate for all hours worked 

Employee not scheduled that day, schedule unchanged No holiday pay 

Schedule changed to avoid or increase holiday pay Not permitted 
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City Leave Policy – PTO & ETO System (Calendar-Year Based) with comp time 
 
Definitions 

• Paid Time Off (PTO) – A single leave bank for hourly (non-exempt) employees used 
for vacation, illness, personal needs, and other approved absences. 

• Exempt Time Off (ETO) – A flexible leave bank for exempt (salary) employees that 
works alongside compensatory time. 

• Calendar Year – January 1 through the last pay period ending in December. All 
accruals, usage limits, carryover, and payout rules are based on the Calendar Year. 

• Years of Service (YOS) – Continuous employment with the City, calculated from the 
employee’s most recent date of hire. 

Salary (Exempt) Employee Leave – ETO 
Eligibility 
All full-time exempt (salary) employees are eligible for Exempt Time Off (ETO). 
First-Year ETO Front Load 

• Upon hire, exempt employees receive a one-time front-load of 160 hours of ETO. 
This front-load applies only during the employee’s first Calendar Year. 

• Beginning the following January 1, exempt employees transition to the standard 
accrual system described in Section 3.3. 

ETO Accrual (Ongoing) 
After the first year, exempt employees accrue ETO each pay period based on Years of 
Service: 

Years of Service Additional Annual Accrual Per Pay Accrual (26 pays) Max Balance 

0–1 years 104 hrs 4.00 hrs 240 hrs 

1–2 years 144 hrs 5.54 hrs 280 hrs 

3–5 years 184 hrs 7.08 hrs 320 hrs 

6–9 years 224 hrs 8.62 hrs 400 hrs 

10+ years 264 hrs 10.15 hrs 500 hrs 

Accrual continues even when the employee reaches the maximum balance, up to the 
year-end payout threshold. 
 
First-Year Annual Usage Limit 
Exempt employees may use up to 160 hours of ETO in their first Calendar Year. 
Carryover 
Exempt employees may carry over up to 500 hours of ETO into the next Calendar Year. 
Year-End Payout for Hours Above 500 
At the end of the last pay period in December: 

• Any ETO hours above 500 will be paid out at the employee’s regular hourly rate. 
Separation of Employment 
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ETO up to the employee’s Maximum Allowable Balance is not paid out upon separation. 
Only hours above the Maximum Allowable Balance that were eligible for year-end payout 
may be paid. 
Use of ETO 

• ETO may be used in 15-minute increments. 
• ETO must be approved by the Department Head. 
• ETO is not tied to hours worked and does not replace compensatory time. 

Compensatory Time – Exempt Employees 
Exempt employees may earn compensatory time (“comp time”) for extraordinary 
operational needs. 
Comp Time Rules for Exempt Employees: 

• Maximum balance: 160 hours 
• Accrual rate: Straight time (1 hour worked = 1 hour comp time) 
• Approval: Must be approved by the City Administrator 
• Use order: Comp time should be used before ETO when practical 
• Payout: All unused exempt comp time is paid out at separation at the employee’s 

regular hourly rate 
Comp time is a separate bank from ETO and does not affect ETO accruals, balances, or 
usage limits. 
Hourly (Non-Exempt) Employee Leave – PTO 
Eligibility 
All full-time hourly (non-exempt) employees are eligible for Paid Time Off (PTO). 
PTO Accrual 
Hourly employees accrue PTO based on Years of Service: 

Years of Service Annual PTO Accrual Per Pay Accrual (26 pays) Max Carryover 

0–1 years 104 hours 4.00 hours 280 hrs 

2–4 years 144 hours 5.54 hours 320 hrs 

5–9 years 184 hours 7.08 hours 400 hrs 

10+ years 224 hours 8.62 hours 500 hrs 

These accruals include the former personal days, vacation sick leave. 
PTO Carryover 
Hourly employees may carry over up to 160 hours of PTO into the next Calendar Year. 
Carryover is calculated at the last pay period in December. 
PTO Payout at Separation 
Hourly employees will be paid for all unused PTO up to 160 hours upon separation, 
provided they meet the requirements of the City’s separation policy. 
PTO Usage 

• PTO may be used in 15-minute increments. 
• PTO may be used for any purpose: vacation, illness, personal needs, appointments, 

or family care. 
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• PTO may only be used up to 80 hours consecutively; requests exceeding 80 hours 
require written approval from the Department Head and/or City Administrator based 
on business needs and operational impact. 

Overtime 
Hourly employees receive: 

• 1.5× overtime pay for all hours worked over 40 in a workweek. 
• Hourly employees do not earn compensatory time. 

Section 5. Holidays (Updated) 
5.1 Observed Holidays 
The City observes the following holidays: 

• New Year’s Day 
• Martin Luther King Jr. Day 
• President’s Day 
• Memorial Day 
• Juneteenth 
• Independence Day 
• Labor Day 
• Columbus Day 
• Veterans Day 
• Thanksgiving Day 
• Friday after Thanksgiving 
• Christmas Eve 
• Christmas Day 
• New Years Eve 

 
5.2 Holiday Pay Rules 
A. If the City is closed and you are not scheduled to work - Employees will receive: 

• 8 hours of holiday pay at their regular rate, regardless of their normal schedule. 
B. If you work on the holiday - Employees required to work on a City-recognized holiday 
will receive: 

• 2× their regular hourly rate for all hours worked on the holiday 
C. If you normally do not work that day and your schedule is unchanged - If the holiday 
falls on a day the employee is not normally scheduled to work, and the employee’s 
schedule is not adjusted: 

• The employee receives no holiday pay 
• The employee receives no additional compensation 

D. No schedule manipulation - Departments may not adjust an employee’s schedule 
solely to avoid or increase holiday pay. 
E. Overtime Interaction - Holiday hours do not count toward overtime calculations. Only 
hours actually worked count toward overtime thresholds. 
5.3 Summary Table 

Scenario Pay Outcome 
City closed, employee not working due to closure  8 hours at regular rate 
Employee works on holiday 2× regular rate for all hours worked 
Employee not scheduled that day, schedule unchanged No holiday pay 
Schedule changed to avoid or increase holiday pay Not permitted 
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Monday Morning Clerk Verification (To be completed every Monday at the start of shift) 

• Clerk Name: __________________________ 
• Employee Name:__________________________ 
• Date: __________________ 
• Time: __________________ 
• Equipment Inventory Verified:  

o Phone   Yes ☐ No ☐ 
o Vehicle   Yes ☐ No ☐ 
o Fuel Card   Yes ☐ No ☐ 

• Fuel Level Verified: ¼ ☐ ½ ☐ ¾ ☐ Full ☐       Refueled Yes ☐ No ☐ 
• Millage out __________________ 
• Millage return __________________ 

Clerk Initials: __________________ Employee Initials: __________________ 
Notes___________________________________________________________________ 
 
 
Monday Morning Clerk Verification (To be completed every Monday at the start of shift) 

• Clerk Name: __________________________ 
• Employee Name:__________________________ 
• Date: __________________ 
• Time: __________________ 
• Equipment Inventory Verified:  

o Phone   Yes ☐ No ☐ 
o Vehicle   Yes ☐ No ☐ 
o Fuel Card   Yes ☐ No ☐ 

• Fuel Level Verified: ¼ ☐ ½ ☐ ¾ ☐ Full ☐       Refueled Yes ☐ No ☐ 
• Millage out __________________ 
• Millage return __________________ 

Clerk Initials: __________________ Employee Initials: __________________ 
Notes___________________________________________________________________ 
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Standby, On-Call, and Take-Home Vehicle Policy 
 

1. Purpose 

This policy establishes the rules, responsibilities, and compensation structure for 
employees assigned to standby duty, called out after normal working hours, or issued a 
take-home vehicle. It ensures operational readiness, accountability, and consistent 
expectations across departments. 

2. Standby Compensation 
Employees assigned to standby duty will receive a flat daily rate as follows: 
 

• Regular workdays: $10 per day 
• Weekends and designated City holidays: $30 per day 

 
Standby pay applies to employees required to remain available for immediate response 
outside their normal work schedule. 

 
3. On-Call Compensation 
 
3.1 Weekday Call-Outs 
Employees called out during the regular work week will receive: 

• A minimum of two (2) hours at their overtime rate 
• Additional calls during the same call-out period are compensated only for actual 

time worked beyond the initial minimum. 
 

3.2 Weekend & Holiday Call-Outs 
Employees called out on weekends or designated holidays will receive: 
 

• A minimum of three (3) hours at their overtime rate 
• Additional calls during the same call-out period are compensated only for actual 

time worked beyond the initial minimum. 
 

3.3 On-Call Period Definition 
A On-Call period begins when the employee is contacted and ends when the employee 
returns home or their normal standby location. Multiple calls within this period do not 
trigger additional minimums. 
 
4. Response Requirements 
Employees assigned to standby duty must: 
 

• Remain reachable by phone 
• Respond within the required timeframe and live within 20 miles 
• Remain fit for duty (no alcohol or impairing substances) 
• Maintain possession of the assigned City phone/device 

 
Failure to meet response requirements may result in disciplinary action. 342
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5. Take-Home Vehicle Responsibilities 
Employees issued a take-home vehicle must: 

• Use the vehicle for business purposes only, unless otherwise approved 
• Keep the vehicle clean, fueled, and in safe operating condition 
• Report maintenance issues immediately 
• Use assigned fuel cards only for the designated vehicle 
• Secure the vehicle and all equipment at all times 

 
6. Weekly Vehicle & Phone Check-In Requirement 
All employees assigned a take-home vehicle or City-issued phone must report to the Public 
Works office every Monday morning, or the next business day in instance of a holiday, 
at the start of the workday to complete the following with a Public Works Clerk: 
 

• Check in/out their assigned vehicle for the week 
• Verify possession and condition of the assigned equipment 
• Confirm fuel level, mileage, and equipment inventory 
• Report any damage, missing equipment, or operational issues 
•  

Failure to complete the Monday check-in may result in loss of take-home privileges or 
disciplinary action. 
 
7. Residency Requirement 
Employees in roles supporting critical infrastructure (e.g., electric, water/wastewater 
operators, emergency response personnel) may be required to live within a 20 mile radius 
of their designated reporting location to ensure timely response. 
 
7.1 Grandfather Clause 
Employees employed by the City prior to the adoption of this policy are exempt from the 
residency requirement and will not be required to relocate. The residency requirement 
applies only to new hires or employees who voluntarily move outside the required radius 
after the policy’s effective date. 
 
7.2 On-Call Assignment When No Employees Reside Within the Required Radius 
If no actively employed staff members meet the residency requirement for on-call 
coverage, the next closest qualified employee will be assigned on-call duties. The 
assignment will be determined by Human Resources or the City Administrator, based on 
proximity, operational needs, and the employee’s ability to respond in a timely manner. 
 
8. Accidents, Damage, and Reporting 
Employees must report any accidents, damage, or traffic citations involving a City vehicle 
as soon as safely possible. Employees must cooperate fully with investigations. Unsafe 
driving or repeated violations may result in loss of vehicle privileges. 
 
9. Equipment & Confidentiality 
Employees must protect all tools, documents, and electronic devices stored in City 
vehicles. Vehicles must remain locked when unattended. 
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10. Return of Vehicle and Equipment 
Employees must return the take-home vehicle, keys, fuel cards, and all assigned 
equipment: 
 

• Upon request 
• When privileges are suspended 
• When job duties change 
• Upon separation from employment 

 
All items must be returned in good condition. 
 
 
11. Policy Violations 
Misuse of a take-home vehicle, failure to meet standby or On-Call expectations, or failure 
to comply with check-in requirements may result in disciplinary action up to and including 
termination. Employees may be held financially responsible for negligent damage
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ON CALL 10 MILES 
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20 MILES 

 

 

 

 

 

 

 

 

 

 

 

 

30 MILE
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Fleet Vehicle Daily Log (One sheet per vehicle, per day) 
Vehicle Number / Unit ID: _________________________ Date: __________________________ 
 
A. Start-of-Day Information 

• Driver Name: __________________________ 
• Start Time: __________________________ 
• Starting Mileage: __________________________ 
• Fuel Level (Start): ¼ ☐ ½ ☐ ¾ ☐ Full ☐ 
• Passengers (if any): __________________________________________ 

B. End-of-Day Information 
• End Time: __________________________ 
• Ending Mileage: __________________________ 
• Fuel Level (End): ¼ ☐ ½ ☐ ¾ ☐ Full ☐ 

C. Trip Details (Optional - if leaving the City of Willard) 

Time Out Time In 
Purpose of Trip 

(Daily work, out of town 
assignment, call-out) 

Passengers Mileage Out Mileage In 

________ _______ ___________________ _____________ ___________ __________ 

_______ _______ ___________________ _____________ ___________ __________ 

_______ _______ ___________________ _____________ ___________ __________ 

 
D. Vehicle Condition & Issues 
Check all that apply: 

• New Damage Noticed: Yes ☐ No ☐ 
• Warning Lights On: Yes ☐ No ☐ 
• Mechanical Issues: Yes ☐ No ☐ 
• Tires OK: Yes ☐ No ☐ 
• Interior Clean: Yes ☐ No ☐ 
• Exterior Clean: Yes ☐ No ☐ 

If Yes to any issues, describe below: 
Issue Description: __________________________________________________________________ 
E. Notes (Anything unusual, fuel purchases, equipment concerns, etc.) 
____________________________________________________________________________________
____________________________________________________________________________________ 
F. Signatures 
Driver Signature: __________________________  
Clerk Initials: __________________________ 
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CITY OF WILLARD 
Human Resources | Job Description | City Administrator 

Position: City Administrator/Chief Administrative Officer 
Department: Administration 
Status: Full-time Exempt 
Reports to: Mayor & Board of Aldermen 
Supervises : Department Directors, Department Heads, and assigned administrative staff  
 
 
Position Summary – 
The City Administrator serves as the Chief Administrative Officer of the City of Willard and 
is responsible for the efficient administration and coordination of all municipal operations, 
programs, services, and personnel in accordance with Missouri statutes, City ordinances, 
and policies established by the Mayor and Board of Aldermen.  
  
The City Administrator provides executive leadership for City departments, oversees 
implementation of Board policies, develops and administers the annual budget, 
coordinates capital improvement and infrastructure projects, promotes economic 
development, manages risk and organizational performance, and serves as the primary 
administrative liaison between elected officials, City staff, residents, businesses, 
developers, and partner agencies.  
  
The City Administrator is expected to exercise independent judgment, strategic leadership, 
sound fiscal management, and professional administrative expertise while advancing the 
City's mission, vision, and long-term goals.  
 
Essential Duties and Responsibilities 

Executive Leadership and Administration  

• Directs and coordinates the daily operations of all City departments and functions. 
• Implements policies, ordinances, resolutions, and directives established by the 

Mayor and Board of Aldermen.  
• Establishes organizational goals, priorities, and performance expectations.  
• Evaluates departmental effectiveness and recommends operational improvements.  
• Develop and implement strategic initiatives to improve municipal services.  
• Coordinates activities among City departments to ensure efficient service delivery.  
• Advises elected officials on municipal operations, policy matters, and 

organizational needs.  
• Prepares agendas, reports, recommendations, and supporting materials for Board 

meetings, work sessions, and special meetings.  
• Attends and participates in Board meetings and other official functions.  
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CITY OF WILLARD 
Human Resources | Job Description | City Administrator 

Financial Management  
• Prepares and administers the City's annual operating and capital budgets.  
• Monitors revenues, expenditures, and financial performance.  
• Develops long-range financial plans and budget forecasts.  
• Recommends fiscal policies and financial strategies.  
• Oversees purchasing, procurement, and contract administration activities.  
• Identifies and pursues grant opportunities and external funding sources.  
• Ensures compliance with applicable financial regulations, audit requirements, and 

internal controls.  
• Reviews and recommends capital expenditures and infrastructure investments.  

 
Personnel Administration and Human Resources  

• Oversees personnel administration for all City departments.  
• Recommends organizational structures, staffing levels, and workforce development 

initiatives.  
• Directs employee recruitment, retention, training, and performance management 

programs.  
• Administers personnel policies and procedures.  
• Ensures compliance with federal, state, and local employment laws.  
• Investigates or coordinates investigations involving employee concerns, grievances, 

or disciplinary matters.  
• Promotes a positive organizational culture and professional work environment.  

  
Public Works, Infrastructure, and Capital Improvements   

• Oversees implementation of the City's Capital Improvement Program.  
• Coordinates major public infrastructure and facility improvement projects.  
• Reviews engineering studies, construction projects, and development-related 

infrastructure proposals.  
• Works closely with Public Works staff, engineers, contractors, and consultants.  
• Monitors project schedules, budgets, and regulatory compliance.  
• Assists with long-range planning for transportation, utilities, facilities, parks, and 

public infrastructure.  
  
Economic Development and Community Development  

• Leads and coordinates economic development initiatives on behalf of the City.  
• Works with developers, business owners, investors, and community organizations.  
• Promotes commercial, industrial, residential, and mixed-use development 

opportunities.  
• Assists with development agreements, incentives, and redevelopment projects.  
• Represents the City in regional economic development activities and partnerships.  
• Identifies opportunities to strengthen the City's tax base and economic vitality.  
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CITY OF WILLARD 
Human Resources | Job Description | City Administrator 

Public Relations and Community Engagement  
• Serves as the City's chief administrative spokesperson unless otherwise directed by 

the Mayor.  
• Responds to citizen concerns and inquiries that cannot be resolved at the 

departmental level.  
• Maintains effective relationships with residents, businesses, community 

organizations, and media representatives.  
• Oversees public information, communications, newsletters, social media, and 

public outreach efforts.  
• Represents the City at public meetings, civic events, and community functions.  
• Encourages transparency, public engagement, and customer service excellence.  

  
Intergovernmental Relations  

• Maintains cooperative relationships with federal, state, county, school district, 
utility, and regional agencies.  

• Represents the City on boards, committees, commissions, and intergovernmental 
organizations as assigned.  

• Coordinates municipal interests with partner agencies and regional stakeholders.  
• Advocates for City priorities and interests at the regional and state level.  

  
Risk Management and Legal Coordination  

• Coordinates risk management activities throughout the organization.  
• Works with legal counsel regarding litigation, claims, contracts, and regulatory 

matters.  
• Ensures compliance with applicable laws, ordinances, and regulations.  
• Monitors organizational risks and recommends corrective actions as necessary.  
• Assists with emergency management planning and continuity of operations.  

  
Boards, Commissions, and Special Projects  

• Serves as staff liaison to assigned boards and commissions.  
• Coordinates special projects, studies, and organizational initiatives.  
• Conducts research, prepares reports, and presents recommendations.  
• Assists elected officials with special assignments and community priorities.  

  
Other Duties  

• Performs all duties assigned by Missouri statutes, City ordinances, and policies.  
• Safeguards City assets and promotes responsible stewardship of public resources.  
• Performs other duties as assigned by the Mayor and Board of Aldermen. 
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CITY OF WILLARD 
Human Resources | Job Description | City Administrator 

Minimum Qualifications 
Education  

• Bachelor's degree in Public Administration, Business Administration, 
Political Science, Management, Finance, Planning, or a closely related field.  

Experience  
• Five (5) years of progressively responsible management experience in 

municipal government, public administration, or a related field, including at 
least three (3) years of supervisory responsibility. 

Licenses  
• Valid Missouri Driver's License or ability to obtain within thirty (30) days of 

employment.  
 

Preferred Qualifications  

• Master's Degree in Public Administration (MPA), Business Administration (MBA), 
Public Policy, Planning, or related field.  

• Experience serving in a municipal executive leadership role.  
• Experience in budgeting, capital improvement planning, economic development, 

grant administration, and infrastructure management.  
• Professional credentialing through municipal management organizations.  

Knowledge, Skills, and Abilities 

Knowledge Of… 
• Municipal government operations and administration  
• Strategic planning and organizational development  
• Municipal finance, budgeting, and accounting principles  
• Economic development and community development practices  
• Public works and infrastructure management  
• Human resources administration and employment law  
• Public procurement and contract administration  
• Risk management and regulatory compliance  
• Missouri municipal statutes and local government practices  
• Public meeting procedures and governmental transparency requirements  

Ability To… 
• Provide effective executive leadership  
• Build productive relationships with elected officials, staff, and the public  
• Analyze complex organizational and financial issues  
• Develop and implement strategic initiatives  
• Manage multiple priorities and projects simultaneously  
• Exercise sound judgment and independent decision-making  
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CITY OF WILLARD 
Human Resources | Job Description | City Administrator 

• Communicate effectively both orally and in writing  
• Maintain confidentiality and professionalism  
• Resolve conflict and facilitate collaboration  
• Prepare and present reports, recommendations, and public presentations  

 
Physical Requirements 

• Ability to sit, stand, walk, bend, climb, and reach as necessary.  
• Ability to operate standard office equipment and computer systems.  
• Ability to travel throughout the City and surrounding region.  
• Ability to communicate effectively in person, by telephone, and electronically.  

Working Conditions 

• This position requires regular attendance at evening meetings, community events, 
emergency situations, and special functions. 

• The position involves both office and field work, including visits to construction 
sites, municipal facilities, and project locations. 

• Work may be performed under varying weather conditions and may require 
extended hours during emergencies or major projects 

Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary.  

 

Print Name __________________________________________ 

Signature ____________________________________________     Date_____________________ 

 

352

Item # 5B.



CITY OF WILLARD 
Human Resources | Job Description | Parks and Recreation 

Position: Activities & Marketing Coordinator 
Department: Parks and Recreation 
Status: Full-Time, Exempt 
Reports to: Director of Parks and Recreation 
 
Position Summary – 
The Activities & Marketing Coordinator is responsible for overseeing recreation 
programming, community events, public engagement initiatives, marketing efforts, website 
administration, social media management, and promotional activities for the Parks and 
Recreation Department. This position develops and implements programs and events that 
enhance quality of life, increase community participation, and support the department's 
mission while ensuring effective communication and public outreach. 

Essential Duties and Responsibilities 

• Develop, coordinate, implement, and evaluate recreation programs for youth, 
adults, seniors, and families.  

• Plan, organize, and oversee community events, festivals, celebrations, camps, and 
special activities.  

• Manage department marketing initiatives, public outreach efforts, and promotional 
campaigns.  

• Maintain and update department websites, online registration platforms, and digital 
communication tools.  

• Develop social media content, newsletters, flyers, brochures, press releases, and 
promotional materials.  

• Coordinate sponsorship opportunities, partnerships, and community engagement 
initiatives.  

• Conduct program evaluations and analyze participation trends to identify 
opportunities for growth and improvement.  

• Maintain registration records, participation statistics, reports, and departmental 
documentation.  

• Assist with budget preparation, revenue tracking, and program planning.  
• Respond to citizen inquiries, participant concerns, and community feedback.  
• Coordinate volunteers, instructors, vendors, and event support personnel.  
• Assist department leadership with strategic planning, community outreach, and 

operational initiatives.  
• Respond to emergencies, special event needs, and after-hours operational 

requirements as necessary.  
• Perform related duties as assigned.  
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CITY OF WILLARD 
Human Resources | Job Description | Parks and Recreation 

Minimum Qualifications 

• High school diploma or GED required.  
• Associate's degree in Parks and Recreation, Communications, Marketing, Public 

Relations, Event Management, or related field preferred.  
• Minimum of 3 years of experience in recreation programming, event coordination, 

marketing, communications, or related field.  
• Valid driver's license required.  
• Computer literacy required, including proficiency with office software, website 

management tools, social media platforms, and data management systems.  
• Experience with graphic design, content creation, or digital communications 

preferred.  

Knowledge, Skills, and Abilities 

• Knowledge of recreation programming, community engagement, event 
coordination, and marketing principles.  

• Ability to manage multiple projects, programs, and events simultaneously.  
• Strong written and verbal communication skills.  
• Ability to develop creative marketing and promotional strategies.  
• Strong organizational and project management abilities.  
• Ability to communicate professionally with citizens, vendors, staff, and community 

organizations.  
• Ability to analyze participation and marketing data to improve services and 

outreach.  
• Strong customer service and public relations skills.  

Physical Requirements 

• Ability to lift, carry, push, or pull 50 pounds or more as needed.  
• Frequent standing, walking, bending, and mobility during events and programs.  
• Ability to work indoors and outdoors in varying weather conditions.  
• Must be physically capable of assisting with event setup, operations, and program 

activities.  
• Evening, weekend, and on-call availability required.  

Working Conditions 

• Combination of office, athletic facility, park, and event environments. 
• Exposure to weather, athletic activities, crowds, and outdoor recreation conditions. 
• May require evening, weekend, holiday, or emergency work.  
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CITY OF WILLARD 
Human Resources | Job Description | Parks and Recreation 

Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary.  

 

Print Name __________________________________________ 

Signature ____________________________________________     Date_____________________ 
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CITY OF WILLARD 
Human Resources | Job Description | Parks and Recreation 

Position: Aquatics & Facilities Coordinator 
Department: Parks and Recreation 
Status: Full-Time, Exempt 
Reports to: Director of Parks and Recreation 
 
Position Summary – 
The Aquatics & Facilities Coordinator is responsible for overseeing aquatic operations, 
recreation facility scheduling, facility rentals, safety programs, risk management initiatives, 
and staff training activities. This position ensures the safe and effective operation of 
municipal aquatic facilities and recreation buildings while supporting departmental 
planning, facility utilization, compliance efforts, and operational improvements throughout 
the Parks and Recreation system.  

Essential Duties and Responsibilities 

• Oversee daily operations of municipal aquatic facilities, including pool programs, 
swim lessons, aquatic fitness programs, and special events.  

• Recruit, train, schedule, supervise, and evaluate seasonal aquatic staff, lifeguards, 
instructors, and facility attendants.  

• Coordinate facility reservations, rentals, scheduling, and public use of recreation 
facilities, pavilions, and community spaces.  

• Maintain compliance with health department regulations, aquatic safety standards, 
and operational requirements.  

• Oversee departmental safety programs, emergency action plans, and risk 
management initiatives.  

• Coordinate CPR, First Aid, AED, lifeguard, and safety certification tracking for 
department staff.  

• Conduct facility inspections to identify maintenance, operational, compliance, and 
safety concerns.  

• Coordinate facility repairs, maintenance requests, and operational improvements 
with Parks Maintenance staff.  

• Investigate accidents, incidents, and safety concerns and prepare related reports 
and documentation.  

• Maintain facility utilization records, program statistics, inspection records, and 
operational reports.  

• Assist with budget preparation, operational forecasting, and facility planning efforts.  
• Assist department leadership with facility development, safety planning, and 

operational initiatives.  
• Respond to emergencies, after-hours facility issues, and weather-related operational 

needs.  
• Perform related duties as assigned.  
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CITY OF WILLARD 
Human Resources | Job Description | Parks and Recreation 

Minimum Qualifications 

• High school diploma or GED required.  
• Associate's degree in Parks and Recreation, Recreation Administration, Facility 

Management, or related field preferred.  
• Minimum of 3 years of experience in aquatics, recreation operations, facility 

management, or related field.  
• Valid driver's license required.  
• Computer literacy required, including proficiency with office software, scheduling 

systems, and data management tools.  
• CPR, First Aid, AED, and Lifeguard certifications preferred or ability to obtain within 

one year of hire.  

Knowledge, Skills, and Abilities 

• Knowledge of aquatic operations, recreation facilities, safety procedures, and risk 
management practices.  

• Ability to manage multiple operational responsibilities and facility schedules 
simultaneously.  

• Knowledge of emergency response procedures and safety compliance 
requirements.  

• Strong organizational, administrative, and problem-solving skills.  
• Ability to communicate professionally with staff, participants, vendors, and the 

public.  
• Ability to develop and implement operational improvements and safety initiatives.  
• Strong leadership and staff development capabilities.  
• Ability to work independently and make sound operational decisions.  

Physical Requirements 

• Ability to lift, carry, push, or pull 75 pounds or more as needed.  
• Frequent standing, walking, bending, and mobility during events and programs.  
• Ability to work indoors and outdoors in varying weather conditions.  
• Must be physically capable of assisting with event setup, operations, and program 

activities.  
• Evening, weekend, and on-call availability required.  

Working Conditions 

• Combination of office, aquatic facility, recreation facility, and outdoor environ-
ments.  

• Exposure to weather, water environments, chemicals, recreation activities, and po-
tentially hazardous conditions.  

• May require evening, weekend, holiday, or emergency work. 357
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CITY OF WILLARD 
Human Resources | Job Description | Parks and Recreation 

Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary.  

 

Print Name __________________________________________ 

Signature ____________________________________________     Date_____________________ 
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CITY OF WILLARD 
Human Resources | Job Description | Parks and Recreation 

Position: Sports Coordinator 
Department: Parks and Recreation 
Status: Full-Time, Exempt 
Reports to: Director of Parks and Recreation 
 
Position Summary – 
The Sports Coordinator is responsible for overseeing youth and adult athletic 
programming, league administration, sports facility scheduling, tournament coordination, 
volunteer management, and athletic program development. This position ensures the 
effective operation of municipal sports programs while promoting community engagement, 
participant safety, program growth, and quality recreational opportunities. The position 
supports departmental planning, budgeting, facility utilization, and operational 
improvements throughout the Parks and Recreation Department. 

Essential Duties and Responsibilities 

• Develop, coordinate, implement, and evaluate youth and adult sports leagues, 
tournaments, clinics, and athletic programs. 

• Schedule and coordinate the use of athletic fields, courts, gymnasiums, and other 
recreation facilities. 

• Recruit, train, supervise, and support volunteer coaches, officials, instructors, and 
program staff. 

• Coordinate league schedules, game operations, tournament logistics, and program 
administration. 

• Monitor athletic facilities and coordinate maintenance needs with Parks staff. 
• Ensure compliance with departmental policies, safety standards, and program 

regulations. 
• Assist with sponsorship development, community partnerships, and program 

promotion. 
• Maintain program records, registration data, participation statistics, and financial 

documentation. 
• Assist with budget preparation, program forecasting, and operational planning. 
• Respond to participant concerns, facility issues, and operational challenges. 
• Prepare reports, recommendations, and administrative documentation. 
• Assist with special events, community activities, and departmental initiatives as 

assigned. 
• Respond to emergencies, weather-related events, and after-hours operational 

needs as required. 
• Perform related duties as assigned. 
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Human Resources | Job Description | Parks and Recreation 

Minimum Qualifications 

• High school diploma or GED required. 
• Associate's degree in Parks and Recreation, Sports Management, Recreation 

Administration, or related field preferred. 
• Minimum of 3 years of experience in recreation, athletics, sports programming, 

event coordination, or related field. 
• Valid driver's license required. 
• Computer literacy required, including proficiency with office software, registration 

systems, and data management tools. 
• CPR, First Aid, and AED certifications preferred or ability to obtain within one year of 

hire. 

Knowledge, Skills, and Abilities 

• Knowledge of athletic programming, league administration, recreation operations, 
and facility scheduling. 

• Ability to coordinate multiple programs, events, and operational priorities 
simultaneously. 

• Strong organizational and project management skills. 
• Ability to communicate effectively with participants, volunteers, staff, officials, and 

community members. 
• Ability to analyze participation trends and recommend program improvements. 
• Strong customer service and conflict resolution skills. 
• Ability to work independently while contributing to departmental goals 

Physical Requirements 

• Ability to lift, carry, push, or pull 50 pounds or more as needed. 
• Frequent standing, walking, bending, and mobility during athletic events and facility 

inspections. 
• Ability to work indoors and outdoors in varying weather conditions. 
• Must be physically capable of assisting with program setup, event operations, and 

facility oversight. 
• Evening, weekend, and on-call availability required. 

Working Conditions 

• Combination of office, athletic facility, park, and event environments. 
• Exposure to weather, athletic activities, crowds, and outdoor recreation conditions. 
• May require evening, weekend, holiday, or emergency work.  
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Human Resources | Job Description | Parks and Recreation 

Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary.  

 

Print Name __________________________________________ 

Signature ____________________________________________     Date_____________________ 
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CITY OF WILLARD 
Human Resources | Job Description | Public Works 

Position: Water - Sewer Supervisor 
Department: Public Works / Water - Sewer Division  
Status: Full-Time, Exempt 
Reports to: Director of Public Works or Assistant of Public Works 
 
Position Summary – 
The Water / Sewer Supervisor is responsible for supervising the daily operation, 
maintenance, and repair of the City's water distribution and wastewater collection 
systems. This position oversees utility crews, coordinates maintenance and infrastructure 
projects, ensures regulatory compliance, and promotes safe and efficient utility 
operations. The Water / Sewer Supervisor serves as a working supervisor who regularly 
performs field inspections and assists crews while providing leadership and direction. 

Essential Duties and Responsibilities 

• Supervise and coordinate daily activities of water and sewer personnel.  
• Plan, assign, and inspect work related to water distribution and wastewater 

collection systems.  
• Oversee maintenance and repair of water mains, service lines, valves, hydrants, 

sewer mains, manholes, lift stations, and related infrastructure. 
• Respond to and coordinate emergency repairs involving water main breaks, sewer 

backups, service interruptions, and utility failures.  
• Conduct field inspections to ensure work quality, efficiency, and compliance with 

established standards.  
• Assist with utility infrastructure improvement projects and system upgrades.  
• Monitor utility system performance and recommend maintenance or operational 

improvements.  
• Coordinate utility locates and ensure compliance with Missouri One Call 

requirements.  
• Maintain inventory of materials, parts, equipment, and supplies.  
• Train, mentor, and evaluate utility personnel.  
• Enforce safety procedures and conduct regular safety meetings and training.  
• Prepare reports, maintenance records, and operational documentation.  
• Assist with budget preparation, project planning, and equipment replacement 

recommendations.  
• Coordinate with contractors, developers, engineers, regulatory agencies, and other 

city departments.  
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• Participate in the development and implementation of departmental policies and 
procedures.  

• Serve in an on-call capacity and respond to emergencies outside normal business 
hours.  

• Perform related duties as assigned 

Minimum Qualifications 

• High school diploma or GED required.  
• Minimum of five (5) years of experience in water distribution, wastewater collection, 

utilities, public works, or a closely related field.  
• Supervisory, lead worker, or crew leader experience preferred.  
• Valid driver's license required.  
• CDL preferred or ability to obtain within a specified timeframe.  
• Water Distribution and/or Wastewater Collection certifications preferred or ability to 

obtain within a designated timeframe. 

Knowledge, Skills, and Abilities 

• Knowledge of water distribution and wastewater collection systems, equipment, 
and maintenance practices.  

• Knowledge of utility construction methods, repair techniques, and infrastructure 
components.  

• Knowledge of applicable safety regulations, including excavation, trenching, 
confined space entry, and traffic control.  

• Ability to supervise, motivate, and develop employees.  
• Ability to diagnose utility system issues and recommend corrective action.  
• Ability to read and interpret utility maps, plans, specifications, and technical 

documents.  
• Strong organizational, communication, and problem-solving skills.  
• Ability to prepare reports and maintain accurate records.  
• Proficiency with computers, work order systems, and standard office software 

Physical Requirements 

• Ability to lift, carry, push, and pull up to 75 pounds. 
• Frequent standing, walking, climbing, kneeling, bending, and working in confined 

spaces. 
• Ability to inspect utility infrastructure in various weather and field conditions. 
• Ability to operate vehicles, equipment, and tools used in utility operations. 
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• Ability to respond to emergencies and after-hours callouts 

Working Conditions 

• Combination of office and field environments. 
• Regular exposure to weather extremes, traffic, excavation sites, wastewater 

systems, chemicals, and construction hazards. 
• Requires use of personal protective equipment (PPE). 
• Subject to after-hours call-outs, emergency response, and on-call duties. 

Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary.  

 

Print Name __________________________________________ 

Signature ____________________________________________     Date_____________________ 
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Position: Sewer Technician 1       
Department: Public Works / Sewer Division 
Status: Full-Time, Non-Exempt 
Reports to: Water – Sewer Supervisor 
 
Position Summary – 
The Sewer Technician 1 performs entry-level maintenance, inspection, repair, and 
operational duties related to the city’s wastewater collection system. This position 
supports the installation, maintenance, and repair of sewer lines, lift stations, manholes, 
and related infrastructure to ensure safe and efficient wastewater services for the 
community. Work is performed under direct supervision and may include emergency 
response, preventative maintenance, and compliance with safety and environmental 
regulations. 

Essential Duties and Responsibilities 

• Assist with the inspection, maintenance, cleaning, and repair of sewer lines, 
manholes, lift stations, and related wastewater infrastructure. 

• Operate and maintain equipment such as jet trucks, vacuum trucks, pumps, hand 
tools, and sewer maintenance machinery. 

• Respond to sewer backups, overflows, blockages, and emergency service calls. 
• Perform routine sewer line cleaning and preventative maintenance activities. 
• Assist with locating sewer lines and diagnosing system issues. 
• Support excavation, pipe replacement, and repair projects. 
• Conduct basic inspections and document maintenance activities. 
• Follow all safety procedures related to confined space entry, traffic control, 

trenching, and hazardous environments. 
• Assist with after-hours, weekend, or emergency call-outs as required. 
• Maintain equipment, tools, and vehicles in safe working order. 
• Communicate with supervisors, team members, and the public in a professional 

manner. 
• Perform related duties as assigned 

Minimum Qualifications 

• High school diploma or GED required. 
• Valid driver’s license required. 
• CDL or ability to obtain is preferred but not required. 
• Prior experience in construction, utilities, maintenance, or public works preferred 

but not required. 
• Ability to obtain required certifications, including confined space and safety training 
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Knowledge, Skills, and Abilities 

• Basic knowledge of sewer systems, maintenance tools, and equipment preferred. 
• Ability to learn wastewater collection system operations. 
• Ability to perform physically demanding labor in various weather conditions. 
• Knowledge of workplace safety procedures. 
• Ability to follow verbal and written instructions. 
• Strong teamwork and communication skills. 
• Basic recordkeeping abilities 

Physical Requirements 

• Frequent lifting of up to 50 pounds or more. 
• Ability to stand, walk, bend, kneel, climb, and work in confined spaces. 
• Ability to work outdoors in all weather conditions. 
• Exposure to wastewater, chemicals, odors, and hazardous environments. 
• Ability to work extended hours or respond to emergencies 

Working Conditions 

• Outdoor field environment with exposure to traffic, excavation sites, sewer systems, 
and adverse weather. 

• May involve confined space entry, exposure to biological hazards, and use of 
personal protective equipment (PPE). 

• On-call availability may be required. 

Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary.  

 

Print Name __________________________________________ 

Signature ____________________________________________     Date_____________________ 
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Position: Sewer Technician II 
Department: Public Works / Sewer Division 
Status: Full-Time, Non-Exempt 
Reports to: Water/Sewer Supervisor 
 
Position Summary – 
The Sewer Technician II performs skilled maintenance, inspection, repair, and operational 
duties within the City’s wastewater collection system. This position operates with greater 
independence than Sewer Technician I and is responsible for diagnosing issues, leading 
smaller projects, and assisting with training entry-level staff. Work includes maintaining 
sewer lines, lift stations, and related infrastructure to ensure safe, efficient, and compliant 
wastewater operations. 

Essential Duties and Responsibilities 

• Perform advanced inspection, maintenance, cleaning, and repair of sewer lines, 
manholes, lift stations, and related infrastructure. 

• Operate and maintain specialized equipment such as jet/vac trucks, CCTV 
inspection systems, pumps, and heavy machinery. 

• Diagnose system issues including blockages, inflow/infiltration, line failures, and 
structural defects. 

• Lead or assist with excavation, pipe installation, and repair projects. 
• Respond to sewer backups, overflows, and emergency service calls with minimal 

supervision. 
• Conduct and document CCTV inspections and condition assessments of sewer 

lines. 
• Train and assist Sewer Technician I employees and other staff as needed. 
• Ensure compliance with safety procedures, including confined space entry, 

trenching, and traffic control standards. 
• Maintain accurate records of maintenance, inspections, and repairs. 
• Assist with mapping, locating utilities, and identifying system improvements. 
• Perform preventative maintenance and support long-term infrastructure planning. 
• Maintain tools, equipment, and vehicles in safe working conditions. 
• Communicate effectively with supervisors, team members, and the public. 
• Participate in on-call rotations and after-hours emergency response. 
• Perform related duties as assigned. 

Minimum Qualifications 

• High school diploma or GED required. 
• Minimum of 2–3 years of experience in sewer maintenance, utilities, construction, 

or related field. 
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• Valid driver’s license required. 
• CDL required or ability to obtain within a specified timeframe. 
• Experience operating sewer maintenance equipment preferred. 
• Ability to obtain required certifications (confined space, safety, wastewater 

certifications) 

Knowledge, Skills, and Abilities 

• Working knowledge of wastewater collection systems and maintenance practices. 
• Ability to operate and troubleshoot specialized sewer equipment. 
• Knowledge of safety procedures related to confined spaces, excavation, and 

hazardous environments. 
• Ability to read maps, locate utilities, and interpret basic system layouts. 
• Strong problem-solving and troubleshooting skills. 
• Ability to work independently and lead small crews or projects. 
• Good communication and documentation skills. 
• Ability to train and mentor entry-level staff. 

Physical Requirements 

• Frequent lifting of 50–75 pounds or more. 
• Ability to stand, walk, bend, climb, kneel, and work in confined spaces. 
• Ability to work outdoors in all weather conditions. 
• Exposure to wastewater, chemicals, odors, and hazardous environments. 
• Ability to work extended hours and respond to emergencies. 

Working Conditions 

• Outdoor field environment including roadways, excavation sites, and sewer 
systems. 

• Exposure to traffic, biological hazards, and adverse weather conditions. 
• Requires use of personal protective equipment (PPE). 
• On-call availability may be required 

Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary.  

 

Print Name __________________________________________ 

Signature ____________________________________________     Date_____________________ 
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Position: Water Technician 1       
Department: Public Works / Water Division 
Status: Full-Time, Non-Exempt 
Reports to: Water – Sewer Supervisor 
 

Position Summary -  

The Water Technician I performs entry-level work in the maintenance, repair, and operation 
of the City’s water distribution system. This position assists with installation, inspection, 
and maintenance of water mains, service lines, hydrants, valves, and related infrastruc-
ture. Work is performed under direct supervision and includes routine maintenance, emer-
gency response, and adherence to safety and regulatory standards. 

Essential Duties and Responsibilities 

• Assist with installation, maintenance, and repair of water mains, service lines, hy-
drants, valves, and meters. 

• Perform routine flushing of hydrants and distribution lines. 
• Assist in locating water lines and identifying system issues such as leaks or pres-

sure problems. 
• Support excavation, pipe laying, and backfilling operations. 
• Respond to water leaks, main breaks, and emergency service calls. 
• Operate basic tools, equipment, and machinery used in water system mainte-

nance. 
• Maintain tools, equipment, and vehicles in safe working condition. 
• Follow all safety procedures, including trenching, traffic control, and confined 

space protocols. 
• Assist with meter reading, installation, and maintenance as needed. 
• Document work activities and assist with recordkeeping. 
• Participate in on-call rotations and after-hours emergency response. 
• Communicate effectively with supervisors, team members, and the public. 
• Perform related duties as assigned. 

Minimum Qualifications 

• High school diploma or GED required. 
• Valid driver’s license required. 
• CDL or ability to obtain within a specified timeframe may be required. 
• Prior experience in construction, utilities, or public works preferred but not re-

quired. 
• Ability to obtain required certifications, including water operator certifications and 

safety training. 
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Knowledge, Skills, and Abilities 

• Basic knowledge of water systems and maintenance tools preferred. 
• Ability to learn water distribution operations and procedures. 
• Ability to perform physically demanding labor in various weather conditions. 
• Knowledge of workplace safety practices. 
• Ability to follow verbal and written instructions. 
• Strong teamwork and communication skills. 
• Basic recordkeeping abilities. 

Physical Requirements 

• Frequent lifting of up to 50 pounds or more. 
• Ability to stand, walk, bend, kneel, and perform manual labor. 
• Ability to work outdoors in all weather conditions. 
• Exposure to water, mud, chemicals, and hazardous environments. 
• Ability to work extended hours and respond to emergencies. 

Working Conditions 

• Outdoor field environment including roadways, excavation sites, and utility sys-
tems. 

• Exposure to traffic, weather, and construction hazards. 
• Requires use of personal protective equipment (PPE). 
• On-call availability may be required. 

Disclaimer 

This job description is intended to provide a general overview of the position and does not 
represent an exhaustive list of all duties, responsibilities, or qualifications. The City re-
serves the right to modify or assign additional duties as necessary. 

 

Print Name __________________________________________ 

Signature ____________________________________________     Date_____________________ 
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Position: Water Technician II       
Department: Public Works / Water Division 
Status: Full-Time, Non-Exempt 
Reports to: Water – Sewer Supervisor 
 
Position Summary – 
The Water Technician II performs skilled work in the maintenance, repair, and operation of 
the City’s water distribution system. This position operates with increased independence 
and responsibility, including diagnosing system issues, operating specialized equipment, 
and leading smaller projects. The Water Technician II also assists with training entry-level 
staff and ensuring compliance with safety and regulatory standards. 

Essential Duties and Responsibilities 

• Perform advanced maintenance, installation, and repair of water mains, service 
lines, hydrants, valves, and meters. 

• Diagnose and repair leaks, pressure issues, and system failures. 
• Operate specialized equipment such as leak detection devices, valve exercisers, 

and heavy machinery. 
• Lead or assist with excavation, pipe installation, and infrastructure repair projects. 
• Conduct hydrant flushing programs and system maintenance activities. 
• Assist with system mapping, valve exercising, and infrastructure inspections. 
• Respond to water main breaks, service interruptions, and emergency calls with 

minimal supervision. 
• Train and assist Water Technician I staff as needed. 
• Ensure compliance with safety procedures including trenching, confined space en-

try, and traffic control. 
• Maintain accurate records of maintenance, inspections, and repairs. 
• Maintain tools, equipment, and vehicles in safe working condition. 
• Participate in on-call rotations and after-hours emergency response. 
• Communicate effectively with supervisors, team members, and the public. 
• Perform related duties as assigned. 

Minimum Qualifications 

• High school diploma or GED required. 
• Minimum of 2–3 years of experience in water systems, utilities, construction, or re-

lated field. 
• Valid driver’s license required. 
• CDL required or ability to obtain within a specified timeframe. 
• Experience operating water system maintenance equipment preferred. 
• Ability to obtain required water operator certifications and safety training. 
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Knowledge, Skills, and Abilities 

• Working knowledge of water distribution systems and maintenance practices. 
• Ability to operate and troubleshoot specialized equipment. 
• Knowledge of safety procedures related to excavation, confined spaces, and haz-

ardous environments. 
• Ability to read maps and locate underground utilities. 
• Strong problem-solving and troubleshooting skills. 
• Ability to work independently and lead small crews or projects. 
• Good communication and documentation skills. 
• Ability to train and mentor entry-level staff. 

Physical Requirements 

• Frequent lifting of 50–75 pounds or more. 
• Ability to stand, walk, bend, climb, kneel, and perform physically demanding tasks. 
• Ability to work outdoors in all weather conditions. 
• Exposure to water systems, chemicals, mud, and hazardous environments. 
• Ability to work extended hours and respond to emergencies. 

Working Conditions 

• Outdoor field environment including roadways, excavation sites, and water systems. 
• Exposure to traffic, weather, and construction hazards. 
• Requires use of personal protective equipment (PPE). 
• On-call availability required. 

Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary. 

 

Print Name __________________________________________ 

Signature ____________________________________________     Date_____________________ 
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Position: Streets Technician I       
Department: Public Works / Streets Division 
Status: Full-Time, Non-Exempt 
Reports to: Streets Supervisor 
 
Position Summary –  
The Streets Technician I performs entry-level manual labor in the construction, 
maintenance, and repair of city streets, sidewalks, drainage systems, and related 
infrastructure. This position works under direct supervision and supports daily operations 
through routine maintenance, basic equipment operation, and emergency response. 
Essential Duties and Responsibilities 

• Assist with street, alley, sidewalk, curb, and gutter maintenance and repairs. 
• Perform pothole patching, crack sealing, and asphalt/concrete repairs. 
• Assist with maintenance of stormwater systems including ditches, culverts, and 

inlets. 
• Support installation and repair of street signs and traffic control devices. 
• Set up traffic control zones, including cones, barricades, and signage. 
• Operate hand tools, power tools, and light equipment. 
• Assist with snow and ice removal operations (if applicable). 
• Load, unload, and transport materials and equipment. 
• Perform general cleaning of streets, right-of-ways, and public areas. 
• Respond to storm damage, debris removal, and roadway hazards. 
• Maintain tools, equipment, and vehicles in safe working condition. 
• Follow all safety procedures and work zone regulations. 
• Participate in on-call rotations and after-hours emergency response. 
• Perform related duties as assigned. 

 
Minimum Qualifications 

• High school diploma or GED preferred. 
• Valid driver’s license required. 
• CDL or ability to obtain within a specified timeframe may be required. 
• Prior experience in construction or public works preferred but not required. 

 
 Knowledge, Skills, and Abilities 

• Basic knowledge of street maintenance methods and tools preferred. 
• Ability to perform physically demanding labor in all weather conditions. 
• Ability to follow instructions and work effectively in a team environment. 
• Basic understanding of workplace safety practices. 
• Willingness to learn equipment operation and maintenance techniques. 
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Physical Requirements 
• Frequent lifting of 50 pounds or more. 
• Ability to stand, walk, bend, kneel, and perform manual labor for extended periods. 
• Ability to work outdoors in all weather conditions. 
• Exposure to traffic, dust, noise, and heavy equipment. 

Working Conditions 
• Outdoor field environment including roadways, construction zones, and public 

right-of-ways. 
• Exposure to weather extremes, traffic hazards, and construction-related risks. 
• Requires use of personal protective equipment (PPE). 
• On-call availability may be required. 

 
Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary. 
 
Print Name __________________________________________ 
Signature ____________________________________________     Date_____________________ 
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Position: Streets Technician I       
Department: Public Works / Streets Division 
Status: Full-Time, Non-Exempt 
Reports to: Streets Supervisor 
 
Position Summary –  
The Street Technician I performs entry-level manual labor in the construction, 
maintenance, and repair of city streets, sidewalks, drainage systems, and related 
infrastructure. This position works under direct supervision and supports daily operations 
through routine maintenance, basic equipment operation, and emergency response. 
 
Essential Duties and Responsibilities 

• Assist with street, alley, sidewalk, curb, and gutter maintenance and repairs. 
• Perform pothole patching, crack sealing, and asphalt/concrete repairs. 
• Assist with maintenance of stormwater systems including ditches, culverts, and 

inlets. 
• Support installation and repair of street signs and traffic control devices. 
• Set up traffic control zones, including cones, barricades, and signage. 
• Operate hand tools, power tools, and light equipment. 
• Assist with snow and ice removal operations (if applicable). 
• Load, unload, and transport materials and equipment. 
• Perform general cleaning of streets, right-of-ways, and public areas. 
• Respond to storm damage, debris removal, and roadway hazards. 
• Maintain tools, equipment, and vehicles in safe working condition. 
• Follow all safety procedures and work zone regulations. 
• Participate in on-call rotations and after-hours emergency response. 
• Perform related duties as assigned. 

 
Minimum Qualifications 
High school diploma or GED preferred. 

o Valid driver’s license required. 
o CDL or ability to obtain within a specified timeframe may be required. 

• Prior experience in construction or public works preferred but not required 
Knowledge, Skills, and Abilities 

• Basic knowledge of street maintenance methods and tools preferred. 
• Ability to perform physically demanding labor in various weather conditions. 
• Knowledge of workplace safety practices, especially in traffic zones. 
• Ability to follow verbal and written instructions. 
• Strong teamwork and communication skills. 
• Ability to learn operation of equipment and maintenance techniques. 375
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Physical Requirements 

• Frequent lifting of 50 pounds or more. 
• Ability to stand, walk, bend, kneel, lift, and perform manual labor for extended 

periods. 
• Ability to work outdoors in all weather conditions. 
• Exposure to traffic, heavy equipment, dust, noise, and hazardous environments. 
• Ability to work extended hours, including nights, weekends, and emergencies. 

 
Working Conditions 

• Outdoor field environment including roadways, construction zones, and public 
right-of-ways. 

• Exposure to weather extremes, traffic hazards, and construction-related risks. 
• Requires use of personal protective equipment (PPE). 
• On-call availability may be required. 

 
Disclaimer - This job description is intended to provide a general overview of the position 
and does not represent an exhaustive list of all duties, responsibilities, or qualifications. 
The City reserves the right to modify or assign additional duties as necessary. 
 
Print Name __________________________________________ 
Signature ____________________________________________     Date_____________________ 
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_________________________________________________________________________  

 
 
TO:    THE BOARD OF ALDERS  
 
FROM:   CITY OF WILLARD  
SUBJECT:  
 
SANITARY SEWER UPDATE (STEVE BODENHAMER) (7MIN) 

 
BOARD OF ALDERS MEETING   
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CITY OF WILLARD 

INTERNAL MEMORANDUM 

DATE: June 22, 2026 

TO: Mayor Smith and BOA  

FROM: S. D. Bodenhamer 

RE: Sanitary Sewer Project Status 

 

COMMUNITY FUNDING PARTNERSHIP (94 Lift Station and Force Main) 

Status of components: 

 Construction 

o Young’s General Contracting has installed approximately 7500 feet of 18-inch HDPE 

pipe along Old Willard Road.   

 

o Young’s General Contracting has two crews working. 

 Finance 

o   We have submitted Partial Payment Request # 8 to the EPA in the amount of 

$159,156.38. 

 

  

MEADOWS CONNECTION TO CITY OF SPRINGFIELD 

Status of components: 

 Construction 

o JD Wallace Contracting has installed all 15-inch and 8-inch PVC gravity main.  

 

o JD Wallace Contracting has experienced a delay installing the flow meter at the 

Springfield Airport  Lift Station due the provision of an incorrect signal cable.  The 

correct cable is expected to arrive in 3–4 weeks. 

 

o During this delay, JD Wallace Contracting will work on clean-up and site restoration.  

This delay will still keep with-in the August 30 completion date. 
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_________________________________________________________________________  

 
 
TO:    THE BOARD OF ALDERS  
 
FROM:   CITY OF WILLARD  
SUBJECT:  
 

PRELIMINARY FINDINGS MEADOWS/VILLA UPDATE 
(RAY LYNCH) 

 
BOARD OF ALDERS MEETING   
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_________________________________________________________________________  

 
 
TO:    THE BOARD OF ALDERS  
 
FROM:   CITY OF WILLARD  
SUBJECT:  
 
A RESOLUTION OF THE BOARD OF ALDERMEN OF THE CITY OF WILLARD, MISSOURI, 

ESTABLISHING, AUTHORIZING, AND GOVERNING THE USE, INTERPRETATION, AND 
ADMINISTRATION OF JOB DESCRIPTIONS FOR MUNICIPAL POSITIONS 

 

 
BOARD OF ALDERS MEETING   
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RESOLUTION NO. 26-8 

A RESOLUTION OF THE BOARD OF ALDERMEN OF THE CITY OF WILLARD, MISSOURI, 

ESTABLISHING, AUTHORIZING, AND GOVERNING THE USE, INTERPRETATION, AND 

ADMINISTRATION OF JOB DESCRIPTIONS FOR MUNICIPAL POSITIONS 

 

WHEREAS, the City of Willard, Missouri ("City"), is a municipal corporation organized 

under the laws of the State of Missouri; and 

WHEREAS, the City is authorized under applicable provisions of the Revised Statutes of 

Missouri (RSMo) to employ personnel and prescribe duties necessary for the proper 

administration of municipal operations; and 

WHEREAS, the City desires to establish general administrative guidelines for identifying the 

essential functions, duties, and qualifications of municipal positions; and 

WHEREAS, the City recognizes that operational needs, regulatory requirements, and 

organizational structures may change and require flexibility in the assignment and 

performance of job duties; and 

WHEREAS, the City finds it necessary and appropriate to establish a uniform policy 

governing the use, interpretation, and administration of job descriptions for municipal 

employees. 

 

NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF ALDERMEN OF THE CITY OF 

WILLARD, MISSOURI, AS FOLLOWS: 

SECTION I: Job descriptions are hereby established as administrative tools to assist in the 

effective management of municipal personnel. Such job descriptions are for general 

informational and operational purposes only and shall not be deemed exhaustive or 

limiting.  

SECTION II: The Mayor, City Administrator, Department Heads, or their duly authorized 

designees are hereby authorized and directed to develop, revise, interpret, and implement 

job descriptions; assign, reassign, or modify duties and responsibilities; determine essential 

job functions; and take any actions necessary, desirable, convenient, or appropriate to carry 

out the intent and purpose of this resolution. 

SECTION III: Job descriptions shall not constitute a comprehensive listing of all duties. 

Employees shall perform such other duties as may be assigned, whether or not such duties 

are specifically contained within a job description. 
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SECTION IV: All job descriptions and related employment practices shall be administered in 

compliance with applicable federal and state laws, including but not limited to the Revised 

Statutes of Missouri (RSMo), the Fair Labor Standards Act (FLSA), the Americans with 

Disabilities Act (ADA), and applicable Equal Employment Opportunity laws. To ensure the 

City of Willard’s job descriptions remain current with evolving legal requirements, 

regulatory standards, and industry best practices, the City Administrator is authorized to 

make administrative updates to the job descriptions, in whole or in part, without requiring 

reapproval or formal readoption of the entire job description by the Board of Alders. 

Administrative updates must be reviewed and approved in advance by the 

City’s legal counsel to ensure compliance with applicable laws and regulations. 

Upon legal review and approval, such updates shall be documented in the form of a memo 

titled Job Description - title Update, issued by the City Administrator through Human 

Resources, and distributed to all staff."  

SECTION V: Nothing contained in any job description or related document shall be 

construed to create a contract of employment, confer any property interest in employment, 

or alter the at-will status of City employees. 

SECTION VI: The City expressly reserves all management rights, including but not limited to 

the right to determine staffing levels and organizational structure, assign work and direct 

employees, and discipline or terminate employees in accordance with applicable law. 

SECTION VII: This Resolution shall take effect immediately upon its passage. 

 

PASSED by the Board of Aldermen of the City of Willard, Missouri, on this ____ day of 

__________, 2026. 

 

___________________________________ 

Troy Smith, Mayor 

 

___________________________________ 

Courtney Myers, City Clerk 
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_________________________________________________________________________  

 
 
TO:    THE BOARD OF ALDERS  
 
FROM:   CITY OF WILLARD  
SUBJECT:  
 

AN ORDINANCE ESTABLISHING A STANDBY, ON-
CALL AND TAKE-HOME VEHICLE POLICY FOR STAFF 

OF THE CITY OF WILLARD EXCEPT POLICE 
PERSONNEL 

 
BOARD OF ALDERS MEETING   
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First Reading: 6/22/26     Second Reading: 6/22/26  
Bill No: 26-24                     Ordinance No: 260622 
 

AN ORDINANCE ESTABLISHING A STANDBY, ON-CALL AND TAKE-HOME 

VEHICLE POLICY FOR STAFF OF THE CITY OF WILLARD EXCEPT POLICE 

PERSONNEL  

WHEREAS, the City of Willard recognizes the need for clear, consistent, and 

enforceable rules governing standby duty, on-call response, and the issuance and use 

of take-home vehicles for City staff; and 

WHEREAS, the City seeks to ensure operational readiness, accountability, and proper 

stewardship of City resources through a formal policy governing these responsibilities; 

and 

WHEREAS, the Board of Aldermen finds it necessary and appropriate to adopt a written 

Standby, On-Call, and Take-Home Vehicle Policy to guide employee expectations and 

departmental procedures; and 

WHEREAS, the policy attached hereto includes provisions addressing compensation, 

response requirements, residency expectations, equipment accountability, weekly 

check-ins, and vehicle use. 

NOW, THEREFORE, BE IT ORDAINED BY THE BOARD OF ALDERMEN OF THE 

CITY OF WILLARD, MISSOURI, AS FOLLOWS: 

SECTION I. Adoption of Standby, On-Call, and Take-Home Vehicle Policy 

The City of Willard hereby adopts the Standby, On-Call, and Take-Home Vehicle Policy 

attached hereto and incorporated herein as if fully set out in this Ordinance. Said policy 

shall govern all City employees except police personnel, who operate under separate 

departmental policy. 

SECTION II. Administrative Authority 

The City Administrator and/or Human Resources is authorized to interpret, administer, 

and enforce the policy, including: 

 Determining eligibility for standby and on-call assignments 

 Approving take-home vehicle issuance 

 Revoking privileges for policy violations 

 Updating forms, logs, and check-in procedures consistent with the adopted policy 
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SECTION III. Effective Date 

This Ordinance shall be in full force and effect from and after its passage and 

approval. 

Read two times and passed at a meeting of the Board of Alders of the City of 

Willard, Missouri, on the 22ND day of June 2026. 

 

_______________________________ 

Mayor 

ATTEST: 

_______________________________ 

City Clerk 
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