BLUE EARTH CITY COUNCIL
REGULAR CITY COUNCIL MEETING AGENDA
FOR TUESDAY, FEBRUARY 22, 2022, AT 5:00 PM
CITY COUNCIL CHAMBERS
1 Call to Order by the Mayor
1.1 Roll Call
1.2 Determination of a Quorum
1.3 Pledge of Allegiance
2

Meeting Opened to the Public, Welcome by Mayor Scholtes

3

Approval of the Minutes
3.1 Minutes from the Work Session and Council Meeting of Monday, February 7, 2022

4

Consent Agenda, License, and Permits
4.1 Appoint Andrew Moen to the Library Board
4.2 Public Works Department Seasonal Part Time Hire James Anderson

5

Correspondence

6

Public Hearings

7

Reports from Staff Members
7.1 City Attorney, FLG Law (Frundt)
7.1.1 Memo Re: Conveyance of Real Property from City to HRA
7.1.1.1 Quit Claim Deed
7.1.1.2 Ordinance 22-__ Conveyance of Real Property (First Reading)
7.1.2 Resolution 22-03 Resolution Accepting Donation to the City of Blue Earth
Community Library and Fossil Discovery Center
7.1.3 Charter Amendments
7.1.3.1 Ordinance 22-___ Ordinance to Amend Charter – Real Estate Blank
Vote (First Reading)
7.1.3.2 Ordinance 22-___ Ordinance to Amend Charter – Real Estate
Unanimous (First Reading)
7.1.3.3 Ordinance 22-___ Ordinance to Amend Charter – Recall Blank Vote
(First Reading)
7.1.3.4 Ordinance 22-___ Ordinance to Amend Charter – Recall Unanimous
(First Reading)
7.2 City Engineer, Bolton & Menk (Brown)
7.2.1 Project Updates
7.3 Library Director Report
7.4 Monthly Liquor Sales

8

Reports from Boards and Commissions
8.1 Library Board (Cole) Minutes 1-10-22
8.2 Economic Development Authority (Scholtes & Cole) Minutes 1-13-22
8.3 Housing and Redevelopment Authority (Scholtes) Minutes 1-11-22
8.4 Senior Center Board (Cassem) Minutes 7-13-21
8.5 Faribault County Fitness Center Board (Erichsrud) Minutes 1-10-22
8.6 Board of Public Works (Hanna)
8.7 Other Boards and Commissions
8.7.1 Joint Fire Service Advisory (Erichsrud)

8.7.2
8.7.3
8.7.4
8.7.5
8.7.6
8.7.7
8.7.8
8.7.9
9

Planning Commission (Scholtes) Minutes 12-9-21
Charter Commission (Scholtes)
Board of Zoning Adjustment and Appeals (Council)
Board of Building Appeals (Gaylord)
Joint Airport Zoning Board (Gaylord)
Blue Earth Airport Advisory Commission (Hanna)
Board of Review (Council)
Joint Animal Control (Kennedy & Fletcher)

Reports from Standing Committees of the Council
9.1 Parks and Recreation Subcommittee (Gaylord) Meeting 2-23-22
9.2 Street Improvement Subcommittee (Erichsrud & Cassem)
9.3 Rural Entrepreneurial Venture Subcommittee (Huisman) Minutes 1-13-22

10 Old Business
10.1
Blue Earth PD Body Worn Camera Policy
10.1.1 Resolution 22-04 Resolution to Adopt Body Worn Camera Policy
10.2
Personnel Policy
10.3
APRA Airport Grant Agreement
10.3.1 Resolution 22-05 Resolution Authorizing MNDOT to Execute Agreement for
Federal Airport Expenses Reimbursement
11 New Business
11.1
MMUA Safety Manuals
11.1.1 AWAIR Program
11.1.2 Bloodborne Pathogens
11.1.3 Employee Right to Know
11.1.4 Excavation and Trenching
11.1.5 Hazardous Energy Control Lockout/Tagout
11.1.6 Permit Required Confined Spaces
11.1.7 Personal Protective Equipment
11.1.7.1Resolution 22-06 Resolution to Adopt Job Safety and Training Manuals
11.2
Liquor Store Payroll Adjustments
11.3
Geshe Lot Split and Variance Request
12 Transfer of Funds and Other Budgetary Matters
12.1
Investment Schedule
12.2
Year to Date Budget Summary
13 Payment of Claims and Approval of Claims and Appropriations
13.1
Consideration of Payment of the Bills
14 City Administrator’s Report
14.1
Payroll Summary
14.2
Administrator Report
14.2.1 Next Work Session Agenda Items
14.2.1.1Library Annual Report
15 Adjournment
By Order of the Blue Earth City Council
City Administrator Mary Kennedy
Post at City Hall Friday, February 18, 2022, through Tuesday, February 22, 2022
Distribute to Mayor & Councilmembers, Media & File

CITY OF BLUE EARTH MINUTES
CITY COUNCIL WORKSESSION
Monday, February 7, 2022 @ 4:30 P.M.
CALL TO ORDER
Mayor Scholtes called the meeting to order at 4:30 P.M
ROLL CALL
Mayor Scholtes noted that Councilmembers Gaylord, Huisman,
Erichsrud, Cole and Hanna are present. Absent Councilmember Cassem.
STAFF PRESENT
City Attorney David Frundt and City Administrator Mary Kennedy.
PUBLIC PRESENT
Fiona Green, Faribault County Register.
Old BUSINESS
Nothing
NEW BUSINESS
Scholtes brought forth the remaining chapters of the Personnel Policy
with recommended revisions. Kennedy addressed the remaining sections
starting with Section 21.
Kennedy indicated that most revisions were in line with the League
of Minnesota Cities model Personnel Policy. Kennedy also noted that
sections had been removed from the main policy and added as Exhibits
to the end, these including a Harassment Policy and the Family Medical
Leave Act Policy.
Huisman Inquired if employees would be brought in to review the
Personnel Policy and obtain signatures, Kennedy advised that she will
make the necessary recommended changes and return with those changes
for approval of the Council before calling an employee meeting to
review the updated policy changes with personnel.
Mayor Scholtes adjourned the Work Session at 4:49 pm.

CITY OF BLUE EARTH MINUTES
CITY COUNCIL MEETING
Monday, February 7, 2022, 5:00 P.M.
CALL TO ORDER
Mayor Scholtes called the meeting to order at 5:00 P.M.
ROLL CALL
Councilmembers Gaylord, Huisman, Erichsrud,
Present. Absent: Councilmember Cassem.

Cole

and

Hanna

Staff
David Frundt, City Attorney; Wes Brown, City Engineer; and Mary
Kennedy, City Administrator.
DETERMINATION OF A QUORUM
Quorum present.
PLEDGE OF ALLEGIANCE
Mayor Scholtes led the Pledge of Allegiance.
Changes to Agenda
No Changes
MEETING OPEN
Fiona Green,
Chuck Hunt,
Steenrod and

TO THE PUBLIC
Faribault County Register; Stacy Huntington, KBEW;
David Kittleson, Dar Holmseth, AB Russ, Barrett
Ashley Newson, National Park Service.

Scholtes brought forth the 2021 Deer Hunt Recap, Officer Haugh
implied the hunt saw an increase in applications from the previous
year. The Blue Earth 2021 Deer Control Program saw a total of 18
applicants with 18 selected hunters, with 105 days in the season,
and 11 does taken. Haugh reviewed the sighting numbers submitted
by the hunters, reminding the Council that the numbers don’t
reflect how many deer are in the city limits, rather the total
number counted. Overall, it was another successful city-wide hunt,
with the Council indicated they would like to see the program
continue.
Next, Scholtes addressed Chief Fletcher and the Body Worn Camera
Policy. The Body Worn Camera Draft Policy and Policy
Requirements were included in the packet, with a color-coded
policy showing the changes made that Fletcher felt were
necessary. There are three mandated Public Hearings, this being

the second reading. Fletcher implied he will likely update the
policy again before the third reading.
Scholtes brought forth the National Park Service/Active Living
Coalition addressing Dave Kittleson and Dar Holmseth. Holmseth
reviewed the history of the Coalition and how it was started,
mentioning the effects COVID-19 had on the progress of the
project in 2020, advising that the mission statement is to
promote a way of life that integrates physical activity into
everyday routines and builds partnerships that encourage safe
walking, biking, and other physical activity to gain health
benefits and improve quality of life. Holmsteth addressed
Barrett Steenrod and Ashley Newson of the National Parks
Service. Newson reviewed survey results with the Council. The
survey was taken in May and June of 2021 by Blue Earth residents
and non-residents. The survey had a total of 137 responses and
results shared in the infographic are specific to Blue Earth
residents only. Steenrod reviewed the mapping and the impacts
that people are facing along the trails such as access to
Steinberg Park, 14th Street access, Hwy 169 Corridor between 7th &
14th Street and access to Blue Earth Area High School.
APPROVAL OF MINUTES
Minutes from the Work Session & Council Meeting of Tuesday,
January 18, 2022.
Motion by Hanna, second by Gaylord to approve the Minutes from
the Council Meeting of Monday, January 18, 2022. The motion was
approved unanimously.
Consent Agenda
Scholtes addressed the Consent Agenda with the following items:
Channel
Kennedy
Channel
parking

One Food Bank Facility Use Agreement.
advised this being the updated 2022 agreement with the
One Food Bank Facility for the use of the Ag Center
lot.

Ten Talents Consumption & Display.
Kennedy addressed the Ten Talents Consumption & Display permit,
suggesting that this being so when events are taking place
alcohol can be brought in by the event coordinators and served.
Ten Talents is a rental hall, the permit is good for the
serving/pouring, not for the resale of these items.
Motion by Gaylord, second by Erichsrud to approve the Consent
Agenda. The motion was approved unanimously.

Correspondence
Scholtes addressed AB Russ. Russ informed the Council that he
would like to plant wildflowers in the wooded area along Leland
Parkway on the north side across from the sledding hill,
suggesting he would pay for the seeds and the turning of the
dirt. Scholtes reminded the Council that the bike trail is along
that same area. Scholtes advised Russ that he should discuss
location with Dave Kittleson in terms of locations to avoid the
flowers being destroyed if too close to the trail. Russ
indicated that this year he will be testing the flowers in a
small, plotted location.
Motion by Erichsrud, second by Gaylord to approve the planting
of flowers along Leland Parkway on the north side across from
the sledding hill. The motion was approved unanimously.
Thank You Card for the Blue Earth Police Department.
Senior Center Newsletter and Menu.
Board of Appeal and Equalization Meeting Date for 3:00 pm on
April 18th.
Public Hearing
Frundt addressed the sale of the two lots at the housing
development, 102 Bluestem Drive, and 106 Bluestem Drive.
Ordinance 22-02 For the sale of 102 Bluestem Drive to E&J
Rentals, this being the second reading.
Motion by Huisman, second by Hanna to approve Ordinance 22-02
for the Sale of 102 Bluestem Drive to E&J Rentals.
Scholtes requested a roll call.
Roll Call:
Councilmember Gaylord
Councilmember Huisman
Councilmember Erichsrud
Councilmember Cassem
Councilmember Hanna
Councilmember Cole
Mayor Scholtes
The motion was passed.

Aye
Aye
Aye
Absent
Aye
Aye
Aye

106 Bluestem Drive
Ordinance 22-03 for the Sale of 106 Bluestem Drive to JM
Development this being the second Reading.
Motion by Huisman, second by Gaylord to approve Ordinance 22-03
106 Bluestem Drive Sale to JM Development.
Scholtes requested a roll call.
Roll Call:
Councilmember Gaylord
Councilmember Huisman
Councilmember Erichsrud
Councilmember Cassem
Councilmember Hanna
Councilmember Cole
Mayor Scholtes
The motion was passed.

Aye
Aye
Aye
Absent
Aye
Aye
Aye

REPORTS FROM STAFF
City Attorney David Frundt: Frundt brought forth the Charter
Commission’s Recommendation of the amendments to Section 5.13 The recall and Section 12.02 – Real Property.
Scholtes read the Charter committee’s recommendation to the
Council.
Recommendation Section 5.13 shall be amended to state the
following:
Section 5.13-The Recall- Any five (5) qualified voters may form
themselves a committee for the purpose of bringing about the
recall of any elected official, including City Councilmembers
and Board of Public Works members of the City. The committee
shall certify to the City Clerk- Administrator for the name of
the official whose removal is sought, a statement of grounds for
removal due to misfeasance or malfeasance in office by said
official in not more than two hundred fifty words (250), and
their intentions to bring about the recall. A copy of this
certificate shall be attached to each signature paper and no
signature paper shall be into circulation previous to such
certification. The Petition shall require the greater of two
hundred fifty (250) signatures or qualified voters or ten
percent (10%) of the total number of qualified voters who cast
their votes in the last election.
Amendment to Section 12.02 – Real Property
Section 12.02 – Real Property- shall be amended to state the
following:

Amendment to Section 12.02 – Real Property interested owned by
the City may be conveyed by the Mayor and City ClerkAdministrator by authority of a resolution dule to adopted by
the City Council. The proceeds of any conveyance shall be used
as far as possible to retire any outstanding indebtedness
incurred by the City in the purchase, construction or
improvements of this or other real property used for the same
public purpose. If there is no such outstanding indebtedness,
the City Council may by resolution designate some of the public
use by the proceeds. A resolution for conveyance of real estate
to other public corporations upon such terms as the City Council
may deem appropriate.
Real property interest held in the name of political subdivision
or statutory entity of the City with statutory authority to own
and hold real property interest in its name alone may be convey
any and all such interests by the authority of a resolution of
its governing board or body without approval of the City
Council.
Frundt addressed Section 5.13 – Recall, with the recommendation
that the Charter be brought into compliance with the Minnesota
State Constitution as it relates to recall elections.
Next, Frundt reviewed Section 12.02 – Real Property suggesting
that this this brought forward to the Charter by staff for the
consideration of changing how real estate transactions are
handled by removing the requirement of the ordinance for real
property, and instead only following the statutory requirement
of requiring a resolution. Implying this discussion had taken
place at the previous Charter Commission meeting and the
recommendation to the Council had been developed.
Frundt indicated that he will continue to research the proper
method of doing the change so that everything is done correctly
and bring forth an ordinance for a first reading at the next
Council meeting, implying to the Council at the time of the
second reading the vote would have to pass at a 7-0 vote for the
ordinance to move forth. Scholtes indicated that at that time
everyone would have to be here for it to pass.
Gaylord suggested that by passing Section 12.02 this takes away
the Council’s authority, implying that it seems little by little
the authority of the Council is being taken away. The
Councilmembers are elected by the residents to represent them,
and they should have a say in what happens in terms of the city,
the Council should have the final say.

City Engineer Wes Brown: Brown reviewed the project updates,
starting with the status of the 2022 street project with the
bidding of the project set for March 16th, and Council approval
of bids at the March 22nd Council meeting. Next, Brown reviewed
the sanitary sewer lines on north end of 1st and Ramsey Streets
and that intersects with Gorman Street suggesting that there is
no sewer running through there. Brown indicated that the depth
of the sewer on 1st Street is not adequate to serve the
properties in that location. During the inspection they looked
at other options to serve those properties and determined when
the time comes to replace Ramsey Street, the block between 1st
and 2nd going south, depth would be able to be obtained. The
recommendation would be holding off on that block until a future
time where Ramsey Street can be reconstructed.
Scholtes questioned locations of services. Brown indicated that
there is no sanitary main with the services running to some
location but are unsure of were.
Motion by Gaylord, second by Hanna to approve the change to the
2022 street project construction plan. The motion was approved
unanimously.
Next, Brown addressed in addition the 2022 Street project change
would be the addition to some work needing to be done,
suggesting that there is a forced main which is a pressured
sewer line that is located on the corner of Rice and 4th Street
that comes from the lift station on 2nd Street and dumps into a
manhole on that intersection and drains down 4th Street and past
Holland connecting to the sewer that connects out to the
wastewater plant. The line starts out at a 12” to an 18” to a
24” with this being a major truck sewer interceptor that goes
down 4th Street. It was found with the amount of flow and gas
release all the manholes along this area are in deteriorating
conditions, with this being outside the project limits
recommending the seven manholes be rehabbed. Brown indicated the
cost estimate would be around $60,000 range.
Motion by Gaylord, second by Huisman to approve the change to
the manholes on 4th street. The motion was approved unanimously.
Senior Center Monthly report.

REPORTS FROM BOARDS AND COMMISSIONS
Economic Development Authority Meeting 2-10-2022
Housing and Redevelopment Authority Meeting 2-14-2022
Rural Entrepreneurial Venture Meeting 2-10-22
Joint Fire Service Advisory Meeting 2-3-22
Planning Commission Meeting 2-17-22

Charter Commission Minutes 2-12-21
Motion by Gaylord, second by Cole to approve the reports from
the Boards and Commissions. The motion was passed unanimously.
Old Business
Scholtes addressed the Faribault County Register February City
Column featuring the Public Works Department Jamie Holland.
New Business
Nothing
Transfer of Funds and Other Budgetary Matters.
Investment Schedule.
Payment of Claims and Approval of Claims and Appropriations.
Consideration of payment of the bills.
Motion by Erichsrud, second by Gaylord to pay the bills.
The motion was approved unanimously.
City Administrator's Report.
Payroll Summary 1.26.22.
Administrators Report
Kennedy advised that the Lighting & Energy project has not been
completed, and that Anderson Electric would be finishing the
project.
Huisman inquired and if the city had received any updates from
the humane society. Kennedy implied that there have been no
updates.
Next Work Session Agenda Items
Motion by Huisman, second Erichsrud by to adjourn the meeting.
The motion was approved unanimously. Mayor Scholtes adjourned
the City Council Meeting at 6:52 P.M.

TO:
FROM:
SUBJECT:
DATE:

City Council
Mary Kennedy, City Administrator
Ordinance 22-__ Conveyance of Real Property
22 February 2022

The First Reading of an Ordinance to Convey Real Property is before you this evening for the
following properties:
Tract 1: 21.200.3180
717 3rd Street E
Tract 2: 21.200.5780
1015 5th Street E
Tract 3: 21.017.1120
810 S Gorman Street
Tract 4: 21.577.0670
926 S Galbraith Street

When the HRA obtained these tax forfeited properties from Faribault County at the end of 2021,
they were mistakenly deeded to the City of Blue Earth.
The HRA intends to demolish the structures on all four of these properties to mitigate blight and
has the funds budgeted to do so.

RESOLUTION NO. 22- 03
A RESOLUTION ACCEPTING A DONATION
TO THE CITY OF BLUE EARTH
COMMUNITY LIBRARY AND FOSSIL DISCOVERY CENTER
WHEREAS, the City of Blue Earth is generally authorized to accept donations of real and
personal property pursuant to Minnesota Statutes Section 465.03 et seq. for the benefit of its
citizens and is specifically authorized to accept gifts.
WHEREAS, the following persons and entities have offered to contribute the following set forth
below to the City:
Name of Donor
James Pollard

Description
Acrocanthosaurus Skull Cast
Acrocanthosaurus Arm Cast
Long Case Display
48” Display Case
124” Wood and Glass Display
50” x 30” Mission Oak 10 - Drawer Display
49” x 28” x 17” Oak Display
60” English Walnut Display

WHEREAS, all such donations have been contributed to the City for the benefit of its citizens,
as allowed by law; and
WHEREAS, the City Council finds that it is appropriate to accept the donations as offered.
NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCLI OF THE CITY OF
BLUE EARTH, MINNESOTA AS FOLLOWS:
1. The donations described above are accepted and shall be used to establish and/or operate
services either alone or in cooperation with others, as allowed by law.
2. The city clerk is hereby directed to issue receipts to each donor acknowledging the city’s
receipt of the donor’s donation.
Passed by the City Council of Blue Earth, Minnesota this 22nd day of February 2022.
Signed:

Attest:

__________________________
Richard Scholtes
Mayor

_______________________
Mary Kennedy
City Administrator

ORDINANCE NO 22-_____
CITY OF BLUE EARTH
AN ORDINANCE TO AMEND SECTION 12.02 OF
THE BLUE EARTH CITY CHARTER
The City Council of the City of Blue Earth does hereby ordain to submit to the voters an
amendment of Section 12.02 of the Blue Earth City Charter as follows:

SECTION I.
That Section 12.02 of the Blue Earth City Charter is hereby amended to read as follows:
SECTION 12.02 - REAL PROPERTY – All real property interests owned by the City may
be conveyed by the Mayor and City Clerk-Administrator by authority of a resolution duly
adopted by the City Council. The proceeds of any conveyance shall be used as far as
possible to retire any outstanding indebtedness incurred by the City in the purchase,
construction, or improvement of this or other real property used for the same public
purposes. If there is no such outstanding indebtedness, the City Council may by resolution
designate some public use of the proceeds. A resolution for conveyance of real property
may provide for the conveyance of real estate to other public corporations upon such terms
as the City Council may deem appropriate.
Real property interests held in the name of a political subdivision or statutory entity of the
City with statutory authority to own and hold real property interests in its name alone may
be conveyed by authority of a resolution of its governing board or body without approval
of the City Council.
SECTION II.
That the language for amendment of Section 12.02 of the Blue Earth City Charter set forth
in Section I herein shall be submitted to the qualified voters at the next general election for
adoption by election.

SECTION III.
That this Ordinance shall become effective 90 days after passage and publication of this
Ordinance.
PASSED AND ADOPTED BY THE CITY COUNCIL OF THE CITY OF
BLUE EARTH BY A VOTE OF _____ 7THS ON THIS ____ DAY OF
_____________, 2022
BY:

ATTEST:

_______________________________
Richard Scholtes
Mayor

________________________
Mary Kennedy
City Administrator

Seal

ORDINANCE NO 22-_____
CITY OF BLUE EARTH
AN ORDINANCE TO AMEND SECTION 12.02 OF
THE BLUE EARTH CITY CHARTER
The City Council of the City of Blue Earth does hereby ordain to submit to the voters an
amendment of Section 12.02 of the Blue Earth City Charter as follows:

SECTION I.
That Section 12.02 of the Blue Earth City Charter is hereby amended to read as follows:
SECTION 12.02 - REAL PROPERTY – All real property interests owned by the City may
be conveyed by the Mayor and City Clerk-Administrator by authority of a resolution duly
adopted by the City Council. The proceeds of any conveyance shall be used as far as
possible to retire any outstanding indebtedness incurred by the City in the purchase,
construction, or improvement of this or other real property used for the same public
purposes. If there is no such outstanding indebtedness, the City Council may by resolution
designate some public use of the proceeds. A resolution for conveyance of real property
may provide for the conveyance of real estate to other public corporations upon such terms
as the City Council may deem appropriate.
Real property interests held in the name of a political subdivision or statutory entity of the
City with statutory authority to own and hold real property interests in its name alone may
be conveyed by authority of a resolution of its governing board or body without approval
of the City Council.
SECTION II.
That the language for amendment of Section 12.02 of the Blue Earth City Charter set forth
in Section I herein shall be submitted to the qualified voters at the next general election for
adoption by election.

SECTION III.
That this Ordinance shall become effective 90 days after passage and publication of this
Ordinance.
PASSED AND ADOPTED BY THE CITY COUNCIL OF THE CITY OF
BLUE EARTH BY A UNANIMOUS VOTE OF 7-0 ON THIS ____ DAY OF
_____________, 2022
BY:

ATTEST:

_______________________________
Richard Scholtes
Mayor

________________________
Mary Kennedy
City Administrator

Seal

ORDINANCE NO 22-_____
CITY OF BLUE EARTH
AN ORDINANCE TO AMEND SECTION 5.13 OF
THE BLUE EARTH CITY CHARTER
The City Council of the City of Blue Earth does hereby ordain to submit to the voters an
amendment of Section 5.13 of the Blue Earth City Charter as follows:
SECTION I.
That Section 5.13 of the Blue Earth City Charter is hereby amended to read as follows:
SECTION 5.13 – THE RECALL – Any five (5) qualified voters may form themselves a
committee for the purpose of bringing about the recall of any elected official, including
City Council members and Board of Public Works members of the City. The committee
shall certify to the City Clerk-Administrator the name of the official whose removal is
sought, a statement of grounds for removal due to nonfeasance or malfeasance in office by
said official in not more than two hundred fifty (250) words, and their intention to bring
about the recall. A copy of this certificate shall be attached to each signature paper and no
signature paper shall be put into circulation previous to such certification. The Petition
shall require the greater of two hundred fifty (250) signatures or qualified voters or ten
percent (10%) of the total number of qualified voters who cast their votes in the last
election.
SECTION II.
That the language for amendment of Section 5.13 of the Blue Earth City Charter set forth
in Section I herein shall be submitted to the qualified voters at the next general election for
adoption by election.
SECTION III.
That this Ordinance shall become effective 90 days after passage and publication of this
Ordinance.
PASSED AND ADOPTED BY THE CITY COUNCIL OF THE CITY OF
BLUE EARTH BY A VOTE OF ____ 7THS ON THIS ____ DAY OF
_____________, 2022
BY:

ATTEST:

_______________________________
Richard Scholtes
Mayor

________________________
Mary Kennedy
City Administrator

ORDINANCE NO 22-_____
CITY OF BLUE EARTH
AN ORDINANCE TO AMEND SECTION 5.13 OF
THE BLUE EARTH CITY CHARTER
The City Council of the City of Blue Earth does hereby ordain to submit to the voters an
amendment of Section 5.13 of the Blue Earth City Charter as follows:
SECTION I.
That Section 5.13 of the Blue Earth City Charter is hereby amended to read as follows:
SECTION 5.13 – THE RECALL – Any five (5) qualified voters may form themselves a
committee for the purpose of bringing about the recall of any elected official, including
City Council members and Board of Public Works members of the City. The committee
shall certify to the City Clerk-Administrator the name of the official whose removal is
sought, a statement of grounds for removal due to nonfeasance or malfeasance in office by
said official in not more than two hundred fifty (250) words, and their intention to bring
about the recall. A copy of this certificate shall be attached to each signature paper and no
signature paper shall be put into circulation previous to such certification. The Petition
shall require the greater of two hundred fifty (250) signatures or qualified voters or ten
percent (10%) of the total number of qualified voters who cast their votes in the last
election.
SECTION II.
That the language for amendment of Section 5.13 of the Blue Earth City Charter set forth
in Section I herein shall be submitted to the qualified voters at the next general election for
adoption by election.
SECTION III.
That this Ordinance shall become effective 90 days after passage and publication of this
Ordinance.
PASSED AND ADOPTED BY THE CITY COUNCIL OF THE CITY OF
BLUE EARTH BY A UNANIMOUS 7–0 VOTE ON THIS ____ DAY OF
_____________, 2022
BY:

ATTEST:

_______________________________
Richard Scholtes
Mayor

________________________
Mary Kennedy
City Administrator

February 2022

Upcoming Events
BEA READS

1860: As the clash between the states rolls slowly to a boil, Elizabeth Packard, housewife and mother of
six, is facing her own battle. The enemy sits across the table and sleeps in the next room. Her husband.

Zoom with author April 11
Friends of the Library Books Sale

April City Wide Garage Sales

Fossil Discovery Center
Ongoing Fundraising Efforts for the Pteranodon Exhibit

The Nelson family chosen for summer dig in Wyoming

New Exhibit dug from the permafrost of Siberia arriving soon

Meetings
City Council Library annual report March 7
City Personnel Policy meeting March 8
Library Board March 14
Friends of the Library March 14

Friends of the Library
The Friends of the Library voting campaign for the library banners has ended. The winners are.
Dr. Suess, Laura Ingalls Wilder, Mark Twain, William Kent Krueger.

Library Statistics

January
Circulation

1574

Overdrive

65

e book
Overdrive e

108

audio
Mobile

104

Patrons
ILL

11

borrowed
Ill

21

Loaned
In house

125

computer
use
WiFi

4438

Library Statistics
Blue Earth Community Library
Jan

Feb

Mar

Apr

May

June

July

Aug

Sep

Oct

Circulation

2011 1884

2079

1623

1508

2329

2255

2620

1995

1779

Interlibrary
loan

24

23

29

40

34

51

49

33

45

16

Interlibrary
borrowed

17

25

16

13

20

11

9

15

20

17

Ebook
Checkout

87

81

147

92

88

77

85

87

87

57

Eaudio
Checkout

91

90

103

99

78

87

89

75

96

95

WIFI
Sessions

1313 1297

1646

1542

1744

4461

4788

4346

3942

3534

In House
Computer
Sessions

103

145

132

137

184

197

187

189

152

114

November Days Closed
Veterans Day
Nov. 11th
Thanksgiving holiday
Nov. 25th-27th

Eva Gaydon
Library Director

LIQUOR STORE SALES REPORT
FOR COUNCIL MEETING FEBRUARY 22, 2022
January
2021
Month Sales

$

January
2022
138,820

Month Sales

Year to Date

$
$
$

138,820
(104,455)
34,365

Expenses

$

29,528

PROFIT

$

4,837

Revenues
Sales
Cost of Goods
Total Revenues

$
$
$

113,438
(84,600)
28,838

Expenses

$

26,115

PROFIT

$

2,723

December
2020
$

December
2021
200,050

Month Sales

Year to Date

Revenues
Sales
Cost of Goods
Total Revenues

$
$
$

Expenses

$

PROFIT

$

113,438

Year to Date

Revenues
Sales
Cost of Goods
Total Revenues

Month Sales

$

$

180,064

Year to Date

Revenues
Sales
Cost of Goods
Total Revenues

$
$
$

352,540

Expenses

$

335,838

155,038

PROFIT

$

138,773

2,008,219
(1,500,641)
507,578

1,864,653
(1,390,041)
474,612

Library Board Minutes
January 10, 2022
I.

Meeting called to order by President Hunt at 4:10 pm
Attending: Hunt, Cole, Gaydon, Hanson, Holmseth,Orvedal (Lyon for FOL)

II.

Election of officers: President Hunt (Orvedal, Cole) - approved unanimously
Vice President Hanson (Holmseth, Dikken) - approved unanimously
Secretary Holmseth (Orvedal, Cole) - approved unanimously

III.

Approval of December minutes (Cole, Dikken) - approved unanimously

IV.

Approval of bills (Orvedal, Hanson) - approved unanimously

V.

Director’s report:
Gaydon gave updates on the library for the 2021 year. Hours for the library
decreased 28% from 2019; curbside and home delivery service were added; they
provided external WiFi access; circulated mobile hotspots; and held special events
including make & take crafts. 2021 also saw the revamping of the parking lot with the
addition of green space, benches and tables as well as new LED lighting, roof repairs
and the addition of rotating history displays from Jim Pollard. Permanent and rotating
collections of fossils from Pollard are also on exhibit generating the adoption of the new
name for the library as “Blue Earth Community Library and Fossil Discovery Center.
BEA Reads will be in April and the summer theme will be “Ocean Water”.

VI.

FOL update - Cindy discussed the addition of a new member and shared the balance in
the FOL account is $15,332.49. She updated about the little free libraries, the quilt, book
sale during city wide garage sale, fundraising for the outdoor wall hangings, and the
annual valentine’s tea (Feb 12). She also reported about the 501c3 status for FOL for
the purpose of accepting donations.

VII

Old Business - Hunt gave an update about the Pteranodon to be placed in the library
hopefully by October.
A motion was made to move forward with the purchase of the Pteranodon with funds
provided by the Friends of the Library. (Hanson, Orvedal) - approved unanimously
A motion was made to approve the Donor Statement for Jim Pollard. (Cole, Orvedal) approved unanimously
A motion was made to approve the Fossil Discovery Center Permanent Loan/Display
Agreement as presented with the edits provided by Hunt (Orvedal, Hanson) - approved
unanimously

VIII.

New Business A motion was made to approve Andrew Moen as a library board member. (Hanson,
Cole) - approved unanimously

IX.

X.

Other - Cole informed the board that Gaydon has been late turning in invoices to the
city. In accordance with the city’s Internal Control Policy, all invoices need to be paid
within 35 days which requires invoices to be promptly submitted. Gaydon was directed
to make sure all invoices and revenue collected are submitted on time.
Adjournment (Holmseth, Orvedal) - at 5:15 pm.

Blue Earth
Economic Development Authority

Blue Earth Economic Development Authority
Regular Board Meeting

Thursday, January 13, 2022, at 7:15 am
Official Proceedings
Minutes:
I.

Call to Order
Chair Laehn called the meeting to order at 7:16 a.m. in the Blue Earth City Council
Chambers.

II.

Roll Call and Determination of a Quorum
Members present: Peggy Olson, Lissia Laehn, Jamie Jones, Bill Rosenau, and
Rick Scholte Absent: Dan Ristau and Wendy Cole.
City staff:
CEDA staff:

Mary Kennedy - City Administrator
Amy Schaefer – Economic Development Specialist

Also Present: Hanna Haggarty, VISTA; Emily Davis, CEDA; Fiona Green, Register;
Dr. Bob Bogan and Dr. Zach Adams, Makotah Veterinary Center.
A quorum was determined to be present.
III.

Approval of Agenda
Kennedy made the following changes to the agenda: Adding Ag Center Storage Units.
Move Dr. Bob Bogan and Dr. Zach Adams; Makotah Veterinary Center to beginning of
meeting.
Move Business Spotlight: El Tio to end of meeting.
Motion by Scholtes, second by Jones, to approve the changes to the agenda. The
motion was approved unanimously.

IV.

Consent Items
The following items were included under Consent Items for approval.
a) Regular Meeting Minutes December 9, 2021, and Special Meeting of December 14,
2021.
b) Bills and Financials December 2021
c) Correspondence and Loan/Grant Updates
Motion by Scholtes, second by Jones, to approve the consent Items.
The motion was approved unanimously.

V.

Old Business
a) Schaefer addressed Dr. Bogan & Dr. Adams. Dr. Adams gave his background history.
Dr. Bogan thanked the EDA members for their support in helping fill the
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veterinarian position and plans to be on staff for the next three years.

New Business
a) SMIF Donation Request.
Schaefer informed the EDA that the SMIF donation request was something that had
been given a donation of $500 in previous years, inquiring if the EDA would like to
continue to contribute the donation again this year.
Motion by Olson, second by Jones to approve the donation of $500.00 to the
SMIF donation request. The motion was approved unanimously.
b) 2022 Advertising
Schaefer brought forth the 2022 Advertising, recommending that for 2022 there be a
consideration of change with resident recruitment becoming more important. Schaefer
recommended using Geofencing in the marketing efforts, also including the quotes from
Flying Buttress Media for 30 second commercials. Rosenau suggesting that he is a little
skeptical and would like additional information on cost and what is being offered.
Schaefer added that there are a lot of variables on cost, location, and target types.
Currently Schaefer is looking for authorization to spend time in her research.
Schaefer addressed The Connect Magazine as also a recommended choice as it has a
large audience throughout Southern Minnesota for advertising that has additionally
featured some local business from Blue Earth and could demonstrate to be a good
opportunity to explore.
c) St. Luke’s Training Program Request.
Schaefer addressed the training program request, suggesting that St. Luke’s is
recommending the TMA training course for one of their staff members to obtain. The
cost of the course is divided between the training program and St Luke’s with the
program’s allocation being $193.00.
Motion by Scholtes, second by Rosenau to approve the allocation of $193.00 from
the Training Program to help offset the TMA Course for a St Luke’s staff member.
The motion was approved unanimously.
d) Forgivable Loan Application
Schaefer addressed the forgivable loan application submitted by Jazmin Sahr Operating
Manager at Cabin Coffee that is also purchasing Cabin Coffee and is requesting a
forgivable loan of $25,000.00.
Motion by Jones, second by Scholtes to approve the $25,000.00 forgivable loan
application request submitted by Jazmin Sahr. The motion was approved
unanimously.
Ag Center Storage
Kennedy brought forth the Ag Center Storage, suggesting that her and Greenside have
advised business utilizing the basement as open storage that they will need to remove
items if it is not a contracted storage in their agreements. Kennedy asked for guidance
on the golf net that is owned by Mn Iowa, with this item taking up a lot of space.
Kennedy reminded the EDA that the building is a business facility and would like to
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keep it that way. Scholtes recommended creating an area for the net and charging rent
for the storage, making it fair to the other tenants. Kennedy included that Greenside will
be working with the Sentence to Serve to work through clean up phases of this project.
VI.

Old Business
a) Work Plan
Schaefer brought forth the Work Plan, suggesting that the document outlines goals of
the EDA providing priorities and direction for the EDA staff and CEDA. Schaefer noted
that if there were any additional items that the EDA would like addressed to contact her
with those requests and she would add them appropriately to the list.
b) Revised Training Program.
Schaefer addressed the EDA through the Training Financing Program inquiring if it was
felt there was any needs to make changes to the program such as grant monies
available, amounts per business, per year or lifetime allocations. Scholtes felt that by
limiting it, it might cause business to pick and choose and that wouldn’t be a fair way to
allocate, agreeing that it be closed for the year after the $5,000 per year program cap
has been reached by the EDA.
c) Workforce Group
Schaefer implied that the Workforce presentation had been presented five times to a
various group of leaders in Blue Earth, suggesting that from the people that had
attended had chosen to create a group to identify and dig into the issues business are
facing. The hope is to come up with solutions for topics as childcare, resident
recruitment, region marketing, and housing. The group plan is to meet bi-weekly.

VII.

Other Business
Kennedy indicated that Bolton & Menk had completed the review of the
Manske Track and Sickler’s building project at the Golden Spike, with
Bolton & Menk requesting the Sickler’s to complete the contractor
plumbing requirements. The pond is expected to be a small pond,
with keeping the cost at a minimum. Kennedy recommends speaking
with MN Dot for an access from Highway 169 to help create more sellable
lots, instead of the long narrow lots.

VIII.

Staff Reports
a)

EDA Specialist Update

b)

VISTA
Haggerty provided an update in the packet and confirmed that this is her last EDA
meeting.

c)

City Administrator Update
Kennedy provided her update in the packet.

.
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d) Workforce Coordinator Update
Davis indicated that she had given time for the teacher / students to return from their
holiday break before starting with presentations and field trips. With the new quarter
around the corner, she has begun to reach out to teachers with getting ideas to help
match the curriculum being taught. Davis indicated that she has been looking into grant
funding that would make internships available to high school students.
e) Chamber of Commerce Update
Schaefer provided the Chamber update with the absence of Chamber Director Shelly
Poetter, suggesting Shelly has been working on Annual Chamber Banquet and this next
year’s Giant Days and. Holiday Sampler.
e) Business Spotlight / El Tio - Absent
IX.

Adjournment
Motion by Scholtes, second by Olson to adjourn the meeting.
The motion carried unanimously.
Laehn adjourned the meeting at 8:22 AM.
Next regular meeting is scheduled for February 10, 2022, at 7:15 a.m.
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Minutes of HRA Crescent Apartments Board Meeting
Monday, January 10, 2022 at 12:00 pm
1.

Call to Order.
Chair Ken Skaare called the meeting to order at 12:00 p.m. in the Council Chambers at City Hall.

2.

Roll Call.
Members present: Rick Scholtes, Ken Skaare, Dan Mensing and Mark Maher
Staff present: Mary Kennedy-City Administrator, Megan Hanson-Haase-Executive Director/Housing
Manager, Amy Schaefer- Economic Development Specialist, Hanna Haggerty- VISTA

3.

Determination of a Quorum.
A. Public Comment.
There were no public comments to report.

4.

Approval of Minutes.
The minutes from the HRA Crescent Apartments Board meeting of December 13, 2021, were provided in
the HRA packet for the board to review.
MOTION BY MENSING, SECOND BY MAHER, TO APPROVE THE MINUTES OF THE HRA
CRESCENT APARTMENTS BOARD MEETING OF December 13, 2021. THE MOTION WAS
APPROVED UNANIMOUSLY.

5.

Budget update and approval of bills.
A. Bills
The bills to be approved were provided by Megan Hanson-Haase and included in the HRA packet.
MOTION BY MAHER, SECOND BY MENSING TO APPROVE THE CRESCENT APARTMENTS
BILLS AS PRESENTED TO THE BOARD. THE MOTION WAS APPROVED
UNANIMOUSLY.
B. Hanson-Haase provided an update on the First Bank Statement.

6.

Correspondence/Communications.
There was no correspondence.

7.

Old Business.
There was no old business.

8.

New Business.
A. Resolution 22-01 Revenue Recapture
MOTION BY MENSING, SECOND BY MAHER, TO APPROVE RESOLUTION 22-01 PLACING
TRAVIS SMITH INTO REVENUE RECAPTURE. THE MOTION WAS APPROVED
UNANIMOUSLY.

9.

Other Business.
There was no other business.

10.

Director’s Reports.
A. Vacancy Report
Hanson-Haase reported only the two mod-vacant units are not filled, noting two potential residents had
been placed in the St. Luke’s HUD units and others had found other placements, with a current waiting
list of eight individuals.
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11.

Adjournment.
The next Crescent Apartments HRA Board meeting will be held on Monday, February 14, 2022.
MOTION BY MAHER, SECOND BY SCHOLTES, TO ADJOURN THE MEETING. THE MOTION
WAS APPROVED UNANIMOUSLY.
Bierly adjourned the meeting at 12:09 p.m.

___________________________________________
HRA Chair
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Minutes of HRA City Board Meeting
Monday, January 10, 2022, 12:00 p.m.
1.

Call to Order.
Chair Ken Skaare called the meeting to order at 12:09 p.m. in the Council Chambers at City Hall.

2.

Roll Call.
Members present: Rick Scholtes, Ken Skaare, Dan Mensing, and Mark Maher
Staff present: Mary Kennedy-City Administrator, Megan Hanson-Haase-Executive Director/Housing
Manager, Amy Schaefer-Economic Development Specialist, and Hanna Haggerty- VISTA

3.

Determination of a Quorum.
A. Public Comment.
There were no public comments to report.

4.

Approval of Minutes.
The minutes from the HRA Regular Board meeting of December 13, 2021, were provided in the HRA
packet for the board to review.
MOTION BY MENSING, SECOND BY MAHER, TO APPROVE THE MINUTES OF THE HRA
BOARD MEETING OF DECEMBER 13, 2021. THE MOTION WAS APPROVED UNANIMOUSLY.

5.

Budget update and approval of bills.
The financials were provided in the HRA packet for the board to review. Kennedy provided an update on
the IversonRuevers bill, noting Jason Kuboushek with the company is the HRA’s legal counsel on the
APX issue. Kennedy also shared that a local subcontractor had made a data request to ensure that the City
and HRA had paid APX on all pay estimates to date. Mensing noted that a subcontractor on the APX
project had also reached out to him and he’d encourage sub-contractors to contact City Hall.
MOTION BY MENSING, SECOND BY SCHOLTES, TO APPROVE THE BILLS AS PRESENTED
TO THE BOARD. THE MOTION WAS APPROVED UNANIMOUSLY.

6.

Correspondence/Communications.
There was no correspondence.

7.

Old Business
A. Prairie View Lot Sales
Kennedy referred to the City Council’s agreement to sell two lots in the new development at $17,500 each
to Jim Lozinski and Mike Fox. Scholtes updated the board on the intended project and that the Council
made a counter-offer to the developer’s original $12,000.
B. 4th Street House
Kennedy reminded the board that the townhouse on 4th Street has only had two showings. Skaare shared
that there are currently six homes for sale in the 56013 zip code, two being the 4 th Street units, and one
being APX’s duplex unit in the development, the remaining three being single family homes in Blue
Earth, also suggesting that winter months are not always active for selling real estate.
C. 918 S Galbraith
Kennedy inquired the HRA’s interest and willingness in allowing Section 8 vouchers to be accepted at
rental units such as 918 S Galbraith. The board is in favor of accepting Section 8 vouchers.
D. Demo Properties
An update was provided regarding the four tax forfeited properties the HRA acquired in 2021. Kennedy
had not yet arranged a company to provide asbestos testing but would reach out to APEX Envirocare.
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8.

New Business.
A. Marketing Goals for 2022
The board discussed in what ways there would be most value in spending its marketing dollars in 2022.
Kennedy recommended partnering with the EDA on a broader community-wide marketing project.
Schaefer shared that she would be approaching the EDA about a commercial alongside the Chamber of
Commerce.

9.

Other Business.
A. Workforce Group
Schaefer provided a brief update on the outcomes of the latest meetings of the Workforce Group and
invited HRA members to let her know if they were interested in participating.
B. Bluestem Rental
Kennedy inquired with the board if they would like to allow current Bluestem Drive tenants sign another
lease or list the property for sale. The board was in favor of continuing to rent the property as long as the
tenants were happy with the lease.

10.

Director’s Reports.
A. City Administrator Mary Kennedy’s report was included in the packet.
B. Economic Development Specialist Amy Schaefer’s report was included in the packet.

11.

Adjournment.
The next HRA Board meeting will be held on Monday, January 10, 2022.
MOTION BY MENSING, SECOND BY SCHOLTES, TO ADJOURN THE MEETING. THE
MOTION WAS APPROVED UNANIMOUSLY.
Bierly adjourned the meeting at 12:54 p.m.
_________________________________________
HRA Chair
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SENIOR CENTER BOARD MEETING MINUTES
July 13, 2021
The Senior Center Board meeting was called to order by President,
Donna Sohn, at 3pm.
A motion was made and seconded to approve the minutes and bills.
We discussed getting the words “SENIOR CENTER” on the side of our
building. Linda Jahnke is to get ahold of United Builders and have them
put them up.
We got our new commercial vacuum cleaner.
Also discussed the leaking roof and will get Mankato roofing to check it
out and fix it. We also talked about the leak by our window but decided
to table this until the leak in the roof was fixed.
As we had no other business the meeting was adjourned.

Faribault County Fitness Center Board
Minutes
Tuesday Jan 11th, 2022 @ 10:30 AM.
At
Faribault County Fitness Center
Call to order:
David Lein called the meeting to order at 10:32 AM.
Roll Call
Members present: Brent Haase, Chris Ankeny, David Lein, Norm Hall, Staff members,
Mary Kennedy, Michelle Hall, and Councilman, Russ Erichsrud.
Old Business:
a) Minutes from 10-14-2021 were reviewed. Motion to approve the minutes was made
by, Fering, second by Ankeny, all Approved.
b) Hall reported that as the city is updating all the Cities HVAC, and lighting. The Tennis
court lights are done and still waiting for the RB room to be done. Light replacements
have been sitting in the Fitness Center Hallway for over 6 months. Kennedy suggested
Hall talk to Tim Stoner to see if we can look at getting someone else to finish the light
project. Heating and cool is to be done before early April 2022.
c) 2021 Capital equipment. New weights/rack have all arrived and are in place.
New Business:
a) Fering had a request from a member to add a lower basketball rim for the young kids.
After reviewing the idea, the board decided that it would not be a good idea. The kids
would hang on it and break it in no time.
b) A golf Simulator is in the Capital Expense for 2023. Hall asked if one on the board could
help her with exploring the options that might fit our needs. Chris Ankeny offered to
help with the Golf Simulator project.
a) Hall reported that people are letting non-members into the Fitness Center, and there
has been some vandalism, and after hour usage. Some ideas to help with this were:
Review and up-date the Fitness Center Policies, Log the incidents and review more
video, get more video cameras, ask other clubs how they handle vandalism, maybe hire
a part time person, look into getting an app for a phone, to watch camera video, and
posting do not enter Policy violators. Hall will look into all the options.
Mary Kennedy Reported back to me: (I talked with the City Attorney this morning and
he noted that your option for those folks who are entering the gym after they have
been banned would be to provide a no trespassing notice to them via the mail and if
they are caught trespassing we would be able to take matters further as it would be a
criminal offense.)

c) Layne McCleary has asked to resign as a board member. Hall ask Jonah Pirsig if he
would be interested in becoming a Fitness Center Board Member, He agreed. Motion
to was made by Ankeny, second by N. Hall that Pirsig would fill McCleary term. All
Approved.
d) Motion was made by N Hall, that Lein remain as Board Chair, and Haase as Vice Chair.
Second by Fering. All approved. Motion forwarded to City Council.
Building:
b) Hall will look into the cost of adding more cameras. One for aerobic room, outside the
entry door, one more for the weight room and upstairs and Tennis Court.
c) Hall report that one of the light motion sensors upstairs will need to be re-adjusted.
d) Fering asked if the TV’s sound could be Bluetooth? Hall will check with Rob Tvedten.
Hall will also see if we can get a bigger TV monitor to watch camera video in her office.
Programming:
a) Marketing and Membership: Hall reported that she is putting together a 2022
Calendar promotion. We are looking for help to capture images of the Faribault Fitness Center
actives to make a 2022 calendar. The Faribault County Fitness Center invites you to enter the 2022
Calendar Photography Contest (“Contest”). Winning images have the opportunity to be published in
the 2022 Fitness Center calendar.
Please read the following rules carefully!
WHO: The competition is open to all Fitness Center Members, Your entry to the contest constitutes
your agreement to allow your photographs – and your name, for the 2022 Calendar photo contest.
The Faribault County Fitness Center shall have the right to verify, in its sole judgment, winner eligibility.
WHAT: We are looking for striking images of Members activities/workouts at the Fitness Center.
WHEN: Photos may be submitted beginning Now- Nov 10th, 2021. Electronic entries are strongly
encouraged to fitness@bevcomm.net
We will be offering Monthly fitness challenges and what to create a fun and inspirational Calendar for
2022 to go along with each monthly challenge. Thank You in advance.

Also adding monthly workout incentives:

Member Sign up to Win Prizes by doing Motivational Fitness
Monthly Challenges

JAN

Biggest Loser Challenge.
Step on your scale 1st day of the new year. Photo snap your weight. Then do the same thing the last
day of Jan. The top 10 biggest loser will win the
monthly prize

Feb

Running/ Walking Challenge
Run or walk 50 mile this month and win the monthly Prize.

Mar

Improve your Personal Best by 10%
Pick one Cardio (Walking running rowing biking),
One Strength (Deadlift, bench press, squat.)
and one body resistant exercise (Push-ups, Pull- ups, Crunches.) we will test you on the 1st of the
month and again at the end of the month. If you improve 10% you will win the monthly prize.

Apr

Cycling Challenge
Bike 100 miles and win the monthly prize

b) Hall report that we have added personal Trainer.

c) Blue Earth Foundation: Hall reported that the Fitness Center received and grant of
$2,897.40 from the Blue Earth Foundation for the final up-dating of the weights.
The Blue Earth Foundation Also Gave 3 student scholarships for 3 months, (Oct Nov
& Dec 2021).
Other Business: 2022 meeting dates have been set for, Jan. 11th, Apr. 12th, July 12th, and Oct.
11th. @ 10:00 a.m. at the Fitness Center.
Adjourn:
Meeting was adjourned at 11:30 p.m.

Submitted by:
Michelle Hall- Director.

CITY OF BLUE EARTH
PLANNING COMMISSION MINUTES
THURSDAY, DECEMBER 9, 2021 @ 4:00 PM
CITY COUNCIL CHAMBERS AT CITY HALL
Call to Order.
Commissioner Shaffer called the meeting to order at 4:00P.M.
Roll Call.
Commissioners Kim Shaffer, Greg Scheid, Rick Scholtes, Kitty Fletcher, Bill Olson, Kara Drake.
Absent: Paul Smith
Staff present: City Administrator Mary Kennedy.
Consideration of the Minutes.
Commissioners Kim Shaffer brought forth the approval of the minutes for the meeting of
December 10, 2020.
Motion by Commissioner Scholtes, second by Commissioner Fletcher to approve the minutes
from the Planning Commission Meeting of Thursday, October 28, 2021.
The motion passed unanimously.
Old Business
Shaffer brought forth the City Code Design Standard Language (1040.29). Kennedy indicated she
had not done any changes to the language. Kennedy reviewed the past discussion regarding the
requirements for new construction of multi-family dwellings with those requirements including
exterior partitions separating the exterior living and recreational space
Kennedy included examples:
G. Any multi-family dwelling similar in nature to a single-family home, such as a duplex,
triplex, or fourplex, shall require a separately covered front entry for each unit, as shown
in figures G.1, G.2, and G.3 below.
H. Each multiple family dwelling development containing two (2) or more dwelling units
shall feature a physical divider separating the rear deck or patio area, as shown in figure
G.4 below.
G3
G1

G2

G4

Shaffer indicated that without a description of height / length he didn’t feel relying on a picture
didn’t satisfy as a requirement, suggesting that people will interpret that differently,
recommending describing it as well for the code. By describing this will be giving people
numbers to refer to.
Fletcher recommended giving a height requirement. Scholtes recommended 6 ft. due to this
being what the code allows for fencing. Olson recommended with it being the length of the patio.
Fletcher recommended wording it not to exceed. Shaffer recommended height & length be
added to the provision along with the illustration, that would be helpful. Scholtes questioned
roofs that cover patios or decks, with 7 ft. that not giving much. Drake suggested that it would be
a given of interpretation at the time, with that needing to go to zoning. Fletcher questioned if it
would go to an association. Scholtes reminded that this is more for future construction for
contractors. Fletcher implied cover what is concerning and have the item covered.
Kennedy reviewed the language to read as each multiple family dwelling development
containing two (2) or more dwelling units shall feature a physical divider separating the
uncovered rear deck or patio and not to exceed 7 ft in height.
Motion by Commissioner Scholtes, second by Commissioner Fletcher to approve the City Code
Design Standard Language as it has been rewritten.
Kim Shaffer Aye
Rick Scholtes Aye
Greg Scheid Aye
Bill Olson
Aye
Kitty Fletcher Aye
Paul Smith
Absent
Kara Drake Aye
The motion passed unanimously.

Next, Kennedy addressed City Code Screening Setback Language (1040.04) and the setback
requirements for a shared property line in situations such as duplex/townhome, triplex and
fourplex, no changes had been made adding that at the last meeting everyone had seemed fine
with the way it was written.

The suggested City Code language amendment is as follows:
1040.04. Screening
Subd. 11. General Requirements.
A. Easements and Public Right-of-Way. No screening or fencing shall be permitted upon public
right-of-way. No screening or fencing shall be erected upon or within any platted or otherwise
designated easement.
B. Property-line Screening or Fencing. Screening or fencing shall not be erected within the City
of Blue Earth any closer than three (3) feet from the property line. A variance shall be required
for placement of screening or fencing closer to the property line. Where the property line is not
clearly defined and located, a certificate of survey may be required by the Zoning Administrator
or City Administrator to establish the property boundary prior to issuance of a building permit.
Scholtes questioned building permits and or variance. Fletcher mentioned years ago putting a
fence on a property line with the neighbor’s ok was permitted, questioning are we 3 feet in or
what are we using as a guideline. Scholtes added that the reasoning for this is to clarify for the
building of duplexes and defining the expectations and being more specific to this situation.
Kennedy suggested that under the Multi-family units there is a section defining.
C. Shared Property-line Screening or Fencing. Screening or fencing may be erected on the shared
property line between units. A building permit shall be required for placement of screening or
fencing along the property line. Where the shared property line is not clearly defined and located,
a certificate or survey may be required by the Zoning Administrator or City Administrator to
establish the property boundary prior to issuance of a building permit.
Motion by Commissioner Scholtes, second by Commissioner Fletcher to approve the City Code
Screening Language.
Kim Shaffer Aye
Rick Scholtes Aye
Greg Scheid Aye
Bill Olson
Aye
Kitty Fletcher Aye
Paul Smith
Absent
Kara Drake Aye
The motion passed unanimously.

Motion by Scholtes, second by Fletcher to adjourn the meeting. All in favor. Chair Shaffer
adjourned the meeting at 4:30 P.M.

Minutes
January 13, 2022 | 8:30 a.m.
Blue Earth City Hall, Council Chambers
Officers: Marc Meier, Chair; Lissia Laehn, Vice Chair
Members Present: Marc Meier, Lissia Laehn, John Huisman
Staff: Amy Schaefer, Emily Davis, Mary Kennedy
Absent: Annie Nichols, Mandy Fletcher, Shellie Poetter
1. Call Meeting to Order
Chair Meier called the meeting to order at 8:33 am
2. Approve Agenda
Motion by Huisman, second by Laehn to approve the Agenda as presented. Motion passed
unanimously.
3. Approve Consent Agenda
a. Minutes from December 16, 2021
b. Financials & Transactions – approve at January 2022 Meeting
Motion by Laehn, second by Huisman to approve the Consent Agenda as presented. Motion
passed unanimously.
4. New Business
a. Covid-19 Burnout
This item was tabled for a future meeting.
b. Entrepreneur Pop Up
Kennedy introduced an idea to explore further surrounding the concept of established
business owners supporting home-based business entrepreneurs or local residents that
may sell goods or products as a side business or hobby through an informal mentor-based
program. The idea is that REV would build a framework and would work identify both
brick and mortar business mentors and prospective entrepreneurs that would benefit from
a mentor or connector and at the end of a program would host an entrepreneur pop up
shopping event in a similar fashion to a vendor show. Davis recommended aligning the
event with Giant Days, Wine Walk, or another community event to engage an already
captive audience. Laehn inquired how this could fit in with the idea of a business
competition like a local Shark Tank event. Ultimately, the committee agreed that Meier,
Davis, and Kennedy would work together to create a framework to propose to the REV
committee with a goal of proposal to the committee by May. The committee discussed in
what ways this idea is similar to and differs from incubators, coworking spaces, business
competitions, and how much hosting this program and event would cost, with the
committee agreeing the majority of cost would be in advertising the pop-up event.
c. Game of Life
Davis shared an update on the Game of Life event which is scheduled for May 20th at 10
am. Careers that will be recognized will be selected by Davis off the career wheel and
will represent all areas and industries. Davis will bring quotes for booth signage to a
future meeting for committee approval. The committee agreed that REV does not intend

to sponsor or cater a meal for this event. Students will eat school lunch and the
professionals and chaperones will have one hour for a lunch break to have school lunch
or leave the premises for a break. The committee also discussed inquiring with First Bank
to see if they would create “debit cards” for the students to “pay bills” with at the booths.
Davis will check in to this.
5. Old Business
a. New Committee Member
Haggarty introduced Deb Anderson. Anderson approached Haggarty about joining the
committee after Haggarty and Kennedy presented to the Eagles club.
Motion by Laehn second by Huisman to approve Anderson as a committee member and
recommend appointment by City Council. Motion passed unanimously.
b. 2022 Funding
An updated spreadsheet with donation totals for 2022 was included in the packet. Blue
Earth Light and Water agreed to $3,000 donation which was not included on the
spreadsheet, this bringing the year-to-date fundraising total to $12,500.
6. Other Business
a. Welcome Baskets
Laehn reported on the homes that had been sold in the past month, Meier noting that he
had delivered the one Welcome Basket already. Kennedy shared that the Eagles Club
inquired about placing their information and membership application in the basket. The
REV Committee agreed to creating a postcard with volunteer opportunities to include
which could mention Eagles, Kiwanis, Humane Society, etc., but was not in favor of
including applications or an abundance of paper materials. Haggarty reported that there is
$800.00 left of the Small Town Grant. The committee instructed Haggarty to spend the
remaining dollars on Visa Gift Cards which will be used to purchase gifts for the gift
baskets.
b. SHOP Update
A SHOP update was provided in the packet. Davis noted that the subcommittee
consisting of herself, Laehn, and Meier met and agreed that there would be no catered
lunch on the tour day. The date has been set for Tuesday, March 15th. Kennedy agreed to
hosting an Activity Stop with the polaroid camera at the Ag Center for all tour groups.
Davis will work with the Faribault County Register to reprint all of the half sheets for the
polaroid photos and the door signs with updated photos.
c. VISTA Update
Haggarty provided her final update and indicated that she had created a Google Folder
which has been shared with Schaefer and Kennedy. She thanked the committee for the
past year and noted that she has enjoyed her time working with REV.
7. Adjourn Meeting
Motion by Huisman second by Laehn to adjourn.

NEXT MEETING JANUARY 13, 2022.

USE OF BODY WORN CAMERAS
ARTICLE #42

PURPOSE
The primary purpose of using body-worn-cameras (BWCs) is to capture evidence
arising from police-citizen encounters. This policy sets forth guidelines governing the
use of BWCs and administering the data that results. Compliance with these guidelines
is mandatory, but it is recognized that officers must also attend to other primary duties
and the safety of all concerned, sometimes in circumstances that are tense, uncertain,
and rapidly evolving.

POLICY
It is the policy of the Blue Earth Police Department to authorize and require the use of
department-issued body-worn-cameras (BWCs) as set forth below, and to administer
BWC data as provided by law.

SCOPE
This policy governs the use of BWCs in the course of official duties. It does not apply to
the use of squad-based (dash-cam) recording systems noted in Article #21. The Chief
or designee may supersede this policy by providing specific instructions for BWC use to
individual officers or providing specific instructions pertaining to particular events or
classes of events, including but not limited to political rallies and demonstrations. The
chief or designee may also provide specific instructions or standard operating
procedures for BWC use to officers assigned to specialized details, such as carrying out
duties in courts or guarding prisoners or patients in hospitals and mental health
facilities.

DEFINITIONS
Body Worn Camera (BWC) – A camera system that is worn on an individual officer’s
person that records and stores audio and video data.
Data Subject – The image or voice of any person recorded by a BWC, except of the
officer wearing the BWC that captured the data.
Data Transfer – The movement of digital data from a BWC device to the agency digital
evidence storage location.

Digital Evidence – Digital data files from PVRE including BV, ICV, BWC or any other
agency device capable of capturing audio, video, photographs and stored in a digital
format that have an evidentiary value.
Evidentiary Value – Information that may be useful as proof in a criminal prosecution
and related civil or administrative proceeding, further investigation of an actual or
suspected criminal act, or in considering an allegation against a law enforcement
agency or officer.
General Citizen Contact – A formal or informal encounter between an officer and
person(s) that does not have an evidentiary value. Examples including, but not limited
to: assisting a motorist with directions, answering general questions or receiving
generalized concerns from a citizen about crime trends in his or her neighborhood.
Adversarial – Means an officer’s encounter with a person(s) that becomes
confrontational, during which at least one person expresses anger, resentment, or
hostility toward the other, or at least one person directs toward the other verbal conduct
consisting of arguing, threatening, challenging, swearing, yelling, or shouting.
Encounters in which a citizen demands to be recorded or initiates recording on his or
her own are deemed adversarial.
Minnesota Government Data Practices Act (MGDPA) – Refers to Minnesota Statute
13.01, et seq.
Police Video Recording Equipment (PVRE) – Equipment used to record video with or
without audio.
Unintentionally recorded footage - Video recording that results from an officer’s
inadvertence or neglect in operating the officer’s BWC, provided that no portion of the
resulting recording has evidentiary value. Examples of unintentionally recorded footage
include, but are not limited to, recordings made in station house locker rooms,
restrooms, and recordings made while officers were engaged in conversations of a nonbusiness, personal nature with the expectation that the conversation was not being
recorded.
Official duties - For purposes of this policy, means that the officer is on duty and
performing authorized law enforcement services on behalf of this agency.

TRAINING
The Blue Earth Police Department shall provide all employees responsible for the
operation, handling, and management of the BWC equipment and data files with
training to ensure compliance with this policy.

USE AND DOCUMENTATION
Officers shall only use department approved/issued BWC in the performance of official
duties for this agency or when otherwise performing authorized law enforcement
services as an employee of this department.
Officers assigned a patrol shift shall utilize a BWC during their work shift. Officers at the
beginning of their shift, shall conduct a function test to determine if the BWC equipment
issued to them is operating properly. Officer’s noting a malfunction during testing, or any
other time shall report the problem to the Chief of Police. A BWC not working correctly
should be placed out of service and a spare BWC or a BWC from another officer should
be utilized. The officer using a different BWC shall create a “Miscellaneous” call for
service and include in the blotter which camera is being used and the shift the officer is
working.
Whenever an officer fails to record an activity that is required to be recorded under this
policy or fails to record for the entire duration of the activity, the officer must document
the circumstances and reasons for not recording in an incident report or in the call for
service. The Chief of Police shall review these reports and initiate any corrective action
deemed necessary.
Officers should ensure the BWC is worn in one of the approved locations to record
events.
A. Approved BWC wear locations:
1. On the vertical button edge of a uniform shirt or outer jacket.
2. On a dedicated tab of a uniform shirt or outer jacket.
3. On a dedicated tab located on outer body armor carrier.
4. On the pocket of an outer body armor carrier.
5. Other location submitted in writing based on specific circumstances to
the Chief of Police or Designee with a written approval

GENERAL GUIDELINES FOR RECORDING
A. Officers should activate their BWCs when anticipating that they will be
involved in or witness other officers of this agency involved in a pursuit, Terry
stop of a motorist or pedestrian, search, seizure, arrest, use of force,
adversarial contact, and during other activities likely to yield information
having evidentiary value. However, officers need not activate their cameras
when it would be unsafe, impossible, or impractical to do so, but such
instances of not recording must be documented in the ICR and report, if a
report is created.

B. Officers have no affirmative duty to inform people that a BWC is being
operated or that they are being recorded.

C. Once activated, the BWC should continue recording until the conclusion of
the event, or until it becomes apparent that additional recording is unlikely to
capture information having evidentiary value or if the event would be recorded
by another department PVRE system. The officer having charge of a scene
shall likewise direct the discontinuance of recording when further recording is
unlikely to capture additional information having evidentiary value. If the
recording is discontinued while an investigation, response, or incident is
ongoing, officers shall state the reasons for ceasing the recording on camera
before deactivating their BWC, If circumstances change, officers will
reactivate their cameras as required by this policy to capture information
having evidentiary value.
D. Any officer who has been deemed by prosecuting attorneys to be BradyGiglio impaired shall record all citizen contacts regardless of the circumstance
or evidentiary value.
E. Officers shall not intentionally block the BWC’s audio or visual recording
functionality to defeat the purposes of this policy.
F. Notwithstanding any other provision in this policy, officers shall not use their
BWCs to record other agency personnel during non-enforcement related
activities, such as during pre- and post-shift time in squad room, during meal
breaks, briefings, meetings or during other private conversations, unless
recording is authorized by the Chief or designee as part of an administrative
or criminal investigation.

SPECIAL GUIDELINES FOR RECORDING
Officers may, in the exercise of sound discretion, determine:
A. Officers have discretion to record any police-citizen encounter regardless if
the recording would yield information having evidentiary value, unless such
recording is otherwise expressly prohibited.
B. To use their BWC to take recorded statements from persons believed to be
victims and witnesses of crimes, and persons suspected of committing
crimes, considering the needs of the investigation and the circumstances
pertaining to the victim, witness, or suspect.
C. Officers need not record persons being provided medical care unless there is
reason to believe the recording would document information having
evidentiary value. When responding to an apparent mental health crisis or
event, BWCs shall be activated as necessary to document any use of force
and the basis for it, and any other information having evidentiary value, but

need not be activated when doing so would serve only to record symptoms or
behaviors believed to be attributable to the mental health issue.
D. Officers should use their BWC and Squad camera to record their
transportation and the physical transfer of persons in their custody to
hospitals, detox and mental health care facilities, juvenile detention centers,
and jails, but otherwise should not record in these facilities unless the officer
anticipates witnessing a criminal event or being involved in or witnessing an
adversarial encounter or use-of-force incident.
E. Officers should avoid recording law enforcement restricted data on a BWC
that may be in a verbal, written or electronic format. Examples including, but
not limited to: school or medical information, computer screen containing
confidential CJIS information such as: Driver’s Licenses, criminal histories.

DOWNLOADING AND LABELING DATA
A. Each officer using a BWC is responsible for transferring or assuring the proper
transfer of the data from his or her camera to the evidence library. However, if
the officer is involved in a shooting, in-custody death, or other law enforcement
activity resulting in death or great bodily harm, the Chief of Police or an
investigator shall take custody of the officer’s BWC and assume responsibility for
transferring the data from it.
B. Officers shall label the BWC data files at the time of capture or transfer to storage
and should consult with the Chief of Police if in doubt as to the appropriate
labeling. Officers should assign as many of the following labels as are applicable
to each file:
1. Evidence – Criminal: The information has evidentiary value with
respect to an actual or suspected criminal incident or charging
decision.
2. Evidence—force: Whether or not enforcement action was taken, or an
arrest resulted, the event involved the application of force by an officer
of the Blue Earth Police Department of sufficient degree or under
circumstances triggering a requirement for supervisory review.
3. Evidence—property: Whether or not enforcement action was taken,
or an arrest resulted, an officer seized property from an individual or
directed an individual to dispossess property.
4. Evidence—administrative: The incident involved an adversarial
encounter or resulted in a complaint against the officer.
5. Evidence—other: The recording has potential evidentiary value for
reasons identified by the officer at the time of labeling.
6. Training: The event was such that it may have value for training.
7. Not evidence: The recording does not contain any of the foregoing
categories of information and has no apparent evidentiary value.

Recordings of general citizen contacts and unintentionally recorded
footage are not evidence.
C. In addition, officers shall flag each file as appropriate to indicate that it contains
information about data subjects who may have rights under the MGDPA limiting
disclosure of information about them. These individuals include:
1. Victims and alleged victims of criminal sexual conduct and sex
trafficking.
2. Victims of child abuse or neglect.
3. Vulnerable adults who are victims of maltreatment.
4. Undercover officers.
5. Informants.
6. When the video is clearly offensive to common sensitivities.
7. Victims of and witnesses to crimes, if the victim or witness has
requested not to be identified publicly.
8. Individuals who called 911, and services subscribers whose lines were
used to place a call to the 911 system.
9. Mandated reporters.
10. Juvenile witnesses, if the nature of the event or activity justifies
protecting the identity of the witness.
11. Juveniles who are or may be delinquent or engaged in criminal acts.
12. Individuals who make complaints about violations with respect to the
use of real property.
13. Officers and employees who are the subject of a complaint related to
the events captured on video.
14. Other individuals whose identities the officer believes may be legally
protected from public disclosure.
D. Labeling and flagging designations may be corrected or amended based on
additional information.

ADMINISTERING ACCESS TO BWC DATA
A. Data subjects. Under Minnesota law, the following are considered data subjects
for purposes of administering access to BWC data:
1. Any person or entity whose image or voice is documented in the data.
2. The officer who collected the data.
3. Any other officer whose voice or image is documented in the data, regardless
of whether that officer is or can be identified by the recording.
B. BWC data is presumptively private. BWC recordings are classified as private
data about the data subjects unless there is a specific law that provides
differently. As a result:
1. BWC data pertaining to people is presumed private, as is BWC data
pertaining to businesses or other entities.
2. Some BWC data is classified as confidential (see C. below).
3. Some BWC data is classified as public (see D. below).
C. Confidential data. BWC data that is collected or created as part of an active
criminal investigation is confidential. This classification takes precedence over
the “private” classification listed above and the “public” classifications listed
below.
D. Public data. The following BWC data is public:
1. Data documenting the discharge of a firearm by a peace officer in the course
of duty, other than for training or the killing of an animal that is sick, injured, or
dangerous.
2. Data that documents the use of force by a peace officer that results in
substantial bodily harm.
3. Data that a data subject requests to be made accessible to the public, subject
to redaction. Data on any data subject (other than a peace officer) who has
not consented to the public release must be redacted [if practicable]. In
addition, any data on undercover officers must be redacted.
4. Data that documents the final disposition of a disciplinary action against a
public employee.

However, if another provision of the Data Practices Act classifies data as private
or otherwise not public, the data retains that other classification. For instance,
data that reveals protected identities under Minn. Stat. § 13.82, subd. 17 (e.g.,
certain victims, witnesses, and others) should not be released even if it would
otherwise fit into one of the public categories listed above.
E. Access to BWC data by non-employees. Officers shall refer members of the
media or public seeking access to BWC data to Blue Earth City Attorney’s office
who shall process the request in accordance with the MGDPA and other
governing laws. In particular:
1. An individual shall be provided with access and allowed to review recorded
BWC data about him- or herself and other data subjects in the recording, but
access shall not be granted:
a. If the data was collected or created as part of an active investigation.
b. To portions of the data that the agency would otherwise be prohibited
by law from disclosing to the person seeking access, such as portions
that would reveal identities protected by Minn. Stat. § 13.82, subd. 17.
2. Unless the data is part of an active investigation, an individual data subject
shall be provided with a copy of the recording upon request, but subject to the
following guidelines on redaction:
a. Data on other individuals in the recording who do not consent to the
release must be redacted.
b. Data that would identify undercover officers must be redacted.
c. Data on other officers who are not undercover, and who are on duty
and engaged in the performance of official duties, may not be
redacted.

F. Access by peace officers and law enforcement employees. No employee
may have access to the department’s BWC data except for legitimate law
enforcement or data administration purposes:
1. Agency personnel may access and view stored BWC data only when
there is a business need for doing so, including the need to defend against
an allegation of misconduct or substandard performance. Officers may
review BWC recorded data of an incident which they recorded, only for the
purpose of preparing a report, giving a statement, or providing testimony
about the incident.

2. Agency personnel are prohibited from accessing BWC data for nonbusiness reasons and from sharing the data for non-law enforcement
related purposes, including but not limited to uploading BWC digital data
recorded or maintained by this agency onto public and social media
websites. Agency personnel shall document their reasons for accessing
stored BWC data at the time of each access.
3. Agency personnel shall refer members of the media or public seeking
access to BWC recorded data to the responsible authority/data practices
designee, who will process the request in accordance with the MGDPA
and other governing laws. Employees seeking access to BWC recorded
data for non-business reasons may make a request for it in the same
manner as any member of the public.
4. Officers may display portions of BWC data to witnesses as necessary for
purposes of investigation as allowed by Minn. Stat. § 13.82, subd. 15, as
may be amended from time to time. Officers should limit these displays,
including but not limited to: showing only a portion of the video, showing
only screen shots, muting the audio, or playing the audio but not
displaying video, to protect against the incidental disclosure of individuals
whose identities are not public.
5. BWC digital data shall be made available to prosecutors, courts, and other
criminal justice entities as provided by law.
6. BWC data may be shared with other law enforcement agencies only for
legitimate law enforcement purposes that are documented in writing at the
time of the disclosure.

DATA SECURITY SAFEGUARDS
A. All security measures employed by Evidence.com shall be in effect for data
management
B. Officers shall only use agency designated digital data storage, as approved by
the Chief of Police or designee.
C. Personally owned devices, including but not limited to computers and mobile
devices, shall not be programmed or used to access or view or record agency
BWC digital data, without prior approval from the Chief of Police.
D. Officers shall not intentionally edit, destroy, erase or in any manner alter BWC
digital data unless otherwise expressly authorized by the chief or the chief’s
designee.

E. As required by Minn. Stat. § 13.825, subd. 9, as may be amended from time to
time, this agency shall obtain an independent biennial audit of its BWC program.

AGENCY USE OF DATA
The following purposes are approved by the Chief of Police as having a legitimate and
specified law enforcement purpose, for the access to the BWC recorded data as
provided by Minnesota Statute 13.825, subd 7(b).
A. The Chief of Police or Designee may randomly review BWC usage by each
officer to whom a BWC is issued or available for use, to ensure compliance with
this policy, ensure equipment is operating properly and to identify any
performance areas in which additional training or guidance is required.
B. In addition, the Chief of Police and other assigned personnel may access BWC
data for the purposes of reviewing or investigating a specific incident that has
given rise to a complaint or concern about officer misconduct or performance.
C. Nothing in this policy limits or prohibits the use of BWC data as evidence of
misconduct or as a basis for discipline.
D. Officers should contact their supervisors to discuss retaining and using BWC
footage for training purposes. Officer objections to preserving or using certain
footage for training will be considered on a case-by-case basis.
E. Field training officers may review BWC recorded data, recorded by them or their
trainee, with trainees for the purpose of providing coaching and feedback on the
trainee’s performance.

DATA RETENTION
A. All BWC data shall be retained for a minimum period of 90 days. There are no
exceptions for erroneously recorded or non-evidentiary data.
B. Data documenting the discharge of a firearm by a peace officer in the course of
duty, other than for training or the killing of an animal that is sick, injured, or
dangerous, must be maintained for a minimum period of one year.
C. Certain kinds of BWC data must be retained for six years:
1. Data that documents the use of deadly force by a peace officer, or force of a
sufficient type or degree to require a use of force report or supervisory review.
2. Data documenting circumstances that have given rise to a formal complaint
against an officer.

D. Other data having evidentiary value shall be retained for the period specified in
the Records Retention Schedule. When a particular recording is subject to
multiple retention periods, it shall be maintained for the longest applicable period.
E. Subject to Part F (below), all other BWC footage that is classified as nonevidentiary, becomes classified as non-evidentiary, or is not maintained for
training shall be destroyed after 90 days.
F. Upon written request by a BWC data subject, the agency shall retain a recording
pertaining to that subject for an additional time period requested by the subject of
up to 180 days. The agency will notify the requestor at the time of the request
that the data will then be destroyed unless a new written request is received.
G. The department will post this policy on its website.

Category
Use of Force (above escort)
Administrative
Arrest/Charge
Evidence/Criminal
Pursuit
Transport
Traffic Stop
Vehicle Search
Training
Other
Test
Long Term Storage

Retention Period
6 years
6 years if complaint
3 years
3 years
2 years
180 days
180 days
180 days
180 days
90 days
90 days
Manual delete

VIOLATION OF POLICY
If an employee misuses the data covered by this policy or intentionally fails to comply
with or violates this policy, it will be considered misconduct and such behavior may be
grounds for disciplinary action up to and including discharge and criminal penalties
pursuant to Minn. Stat. § 13.09..

RESOLUTION NO. 22-04
CITY OF BLUE EARTH
RESOLUTION TO ADOPT BLUE EARTH
POLICE DEPARTMENT BODY WORN CAMERA POLICY

WHEREAS, the Blue Earth Police Department held three public meetings to review the Body
Worn Camera Policy; and
WHEREAS, the City Council reviewed and approved the Body Worn Camera Policy and data
retention schedule at its City Council meeting on February 22, 2022; and
WHEREAS, the City of Blue Earth has made copies of both the draft policy as well as data
retention schedule available for public view on the city website; and
WHEREAS, the City of Blue Earth promotes citizen input and have allowed for public
comments fulfilling Minnesota statutory requirements,

NOW, THEREFORE BE IT RESOLVED BY THE BLUE EARTH CITY COUNCIL
THAT the policy for "Use of Body Worn Cameras" and data retention shall be adopted and
implemented by Blue Earth Police Department.

Adopted this ______ day of __________________ 2022.

Signed

Attest

____________________________

__________________________

Mayor

City Administrator
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SECTION 1: INTRODUCTION
Purpose

The purpose of these policies is to establish a uniform and equitable system of personnel
administration for employees of the City of Blue Earth. They should not be construed as contract
terms. The policies are not intended to cover every situation that might arise and can be amended
at any time at the sole discretion of the City. These policies supersede all previous personnel
policies.
Except as otherwise prohibited by law, the City of Blue Earth has the right to terminate any
employee at any time for any or no reason. Employees may similarly terminate employment at
any time for any reason.
Scope
These policies apply to all employees of the City. Except where specifically noted, these policies
do not apply to:
1.
2.
3.
4.
5.

Elected Officials
City Attorney
Members of City Boards, Commissions and Committees
Consultants and Contractors
Volunteers, except as specifically noted for paid per-call-firefighters.

If any specific provisions of the Personnel Policies conflict with any current union agreement or
civil service rules, the union agreement or civil service rules will prevail. Union employees are
encouraged to consult their collective bargaining agreement first for information about their
employment conditions. Any policy or portion thereof, that does not conflict with a labor
agreement, will remain in full force and effect, and will continue to govern the actions of all
covered employees. Nothing in these policies is intended to modify or supersede any applicable
provision of state or federal law.
Departments may have special work rules deemed necessary by the supervisor and approved by
the City Administrator for the achievement of objectives of that department. Each employee will
be given a copy of such work rules by the department upon hiring and such rules will be further
explained, and enforcement discussed with the employee by the immediate supervisor.

Equal Employment Opportunity Policy Statement
The City of Blue Earth is committed to providing equal opportunity in all areas of employment,
including but not limited to hiring, demotion, transfer, promotion, recruitment, selection, lay-off,
disciplinary action, termination, compensation, and selection for training. The City of Blue Earth
will not discriminate against any employee or job applicant based on race, color, creed, religion,
national origin, ancestry, sex, sexual orientation, gender identity, disability, age, marital status,
genetic information status with regard to public assistance, veteran status, familial status,
3

membership on a local human rights commission, or lawful participation in the Minnesota
Medical Cannabis Patient Registry.
Data Practices Advisory
Employee records are maintained in a location designated by the City Administrator. Personnel
data is retained in personnel files, finance files, and benefit/medical files. Information is used to
administer employee salary and benefit programs, process payroll, complete state and federal
reports, document employee performance, etc.
Employees have the right to know what data is retained, where it is kept, and how it is used. All
employee data will be received, retained, and disseminated according to the Minnesota
Government Data Practices Act.
Media Requests
All city employees have a responsibility to help communicate accurate and timely information to
the public in a professional manner. Requests for private data or information outside of the scope
of an individual’s job duties should be routed to the appropriate department or to the data
practices authority.
Any employee who identifies a mistake in reporting should bring the error to the city
administrator or other appropriate staff. Regardless of whether the communication is in the
employee’s official city role or in a personal capacity, employees must comply with all laws
related to trademark, copyright, software use, etc.
Except for routine events and basic information readily available to the public, all requests for
interviews or information from the media are to be routed through the city administrator. No city
employee is authorized to speak on behalf of the city without prior authorization from the city
administrator or his/her designee. Media requests include anything intended to be published or
viewable to others in some form such as television, radio, newspapers, newsletters, social media
postings, and websites. When responding to media requests, employees should follow these
steps:
1. If the request is for routine or public information (such as a meeting time or agenda),
provide the information and notify the city administrator of the request.
2. If the request is regarding information about city personnel, potential litigation,
controversial issues, an opinion on a city matter, or if an employee is unsure if the request
is a “routine” question, forward the request to the city administrator. An appropriate
response would be, “I’m sorry, I don’t have the full information regarding that issue. Let
me take some basic information and submit your request to the appropriate person, who
will get back to you as soon as he/she can.” Then ask the media representative’s name,
questions, deadline, and contact information.
All news releases concerning city personnel will be the responsibility of the City Administrator.
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When/if the City Administrator authorizes a staff person to communicate on behalf of the city in
interviews, publications, news releases, on social media sites, and related communications,
employees must:
• Identify themselves as representing the City. Account names on social media sites must
be clearly connected to the City and approved by the City Administrator.
• Be respectful, professional, and truthful when providing information. In most cases, only
factual information (not opinions or editorial comments) should be provided: “The City
finished street cleaning on 16 streets in the northwest corner of the city this past week”
instead of “The City is doing a great job with street cleaning this year!” Corrections must
be issued when needed.
• Generally, not include personal opinions in official city statements. One exception is
communications related to promoting a city service. For example, an employee could
post the following on the City’s Facebook page: “My family visited Hill Park this
weekend and really enjoyed the new band shelter.” Employees who have been approved
to use social media sites on behalf of the city should seek assistance from the city
administrator on this topic.
• Notify the city administrator if they will be using their personal technology (cell phones,
home computer, cameras, etc.) for City business. Employees should be aware that data
transmitted or stored may be subject to the Minnesota Government Data Practices Act.

Personal Communications and Use of Social Media
It is important for City employees to remember that the personal communications of employees
may reflect on the City, especially if employees are commenting on City business or
commenting on issues that implicate their city employment. As city representatives, employees
share in the responsibility of earning and preserving the public’s trust in the City. An employee’s
own personal communications, such as on social media, can have a significant impact on the
public’s belief that all City staff will carry out City functions faithfully and impartially and
without regard to factors such as race, sex/gender, religion, national origin, disability, sexual
orientation, or other protected categories. Nonpersonal communications (performed within one’s
job duties) to members of the public must be always professional. The following guidelines
apply to personal communications, including various forms such as social media (Facebook,
Twitter, Instagram, blogs, YouTube, etc.), letters to the editor of newspapers, and personal
endorsements:
•
•

Do not share any private or confidential information you have access to as a result of
your City position.
Remember what you write, or post is public, and will be so for a long time. It may also be
spread to large audiences. Use common sense when using email or social media sites. It
is a good idea to refrain from sending or posting information or photos you would not
want your boss or other employees to read, or you would be embarrassed to see in the
newspaper. Keep in mind harassment, bullying, threats of violence, discrimination, or
retaliation that would not be permissible in the workplace is not permissible between coworkers online, even if it is done after hours, from home and on home computers.
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•

•
•

•

The City of Blue Earth expects its employees to be fair, courteous, and respectful to
supervisors, co-workers, citizens, customers, and other persons associated with the City.
Avoid using statements, photographs, video or audio that reasonably may be viewed as
malicious, obscene, threatening or intimidating, disparaging, or might constitute
harassment or bullying. Examples of such conduct might include offensive posts meant to
intentionally harm someone’s reputation or posts that could contribute to a hostile work
environment based on sex, race, national origin, age, color, creed, religion, disability,
marital status, familial status, veteran status, sexual orientation, gender identity, or gender
expression, status with regard to public assistance or membership or activity in a local
human rights commission.
If you publish something related to City business, identify yourself and use a disclaimer
such as, “I am an employee of the City of Blue Earth. However, these are my own
opinions and do not represent those of the City of Blue Earth.”
City resources, working time, or official City positions cannot be used for personal profit
or business interests, or to participate in personal political activity. Some examples: a
building inspector could not use the City’s logo, email, or working time to promote
his/her side business as a plumber; a parks employee should not access a park after hours
even though he or she may have a key; a clerk, while working at City Hall, should not
campaign for a friend who is running for City Council.
Personal social media account name or email names should not be tied to the City (e.g.,
City of Blue Earth Cop).

SECTION 2: DEFINITIONS
For the purposes of these policies, the following definitions will apply:
AUTHORIZED HOURS The number of hours an employee was hired to work. Actual hours
worked during any given pay period may be different than authorized hours, depending on
workload demands or other factors, and upon approval of the employee’s supervisor.
BENEFITS Privileges granted to qualified employees in the form of paid leave and/or insurance
coverage.
BENEFIT EARNING EMPLOYEE Employees who are eligible for at least a pro-rated portion
of City provided benefits. Such employees must be year-round employees who work at least 20
hours per week on a regular basis.
DEMOTION The movement of an employee from one job class to another within the City,
where the maximum salary for the new position is lower than that of the employee’s former
position.
DIRECT DEPOSIT As permitted by state law, all City employees are required to participate in
direct deposit.
EMPLOYEE An individual who has successfully completed all stages of the selection process
including the training period.
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EXEMPT EMPLOYEE Employees who are not covered by the overtime provisions of the
federal or state Fair Labor Standards Act.
FICA (Federal Insurance Contributions Act) FICA is the federal requirement that a certain
amount be automatically withheld from employees’ earnings. Specifically, FICA requires an
employee contribution of 6.2% for Social Security and 1.45% for Medicare. The City contributes
a matching 7.65% on behalf of each employee. Certain employees are exempt or partially
exempt from these withholdings (e.g., police officers). These amounts may change if required by
law.
FISCAL YEAR The period from January 1 to December 31
FULL TIME EMPLOYEE Employees who are required to work forty (40) or more hours per
week year-round in an ongoing position.
HOURS OF OPERATION The City’s regular hours of operation are Monday through Friday,
from 8:00 a.m. to 5:00 p.m. but may vary by department and work assignment.
SUPERVISOR An employee who is responsible for managing a department or division of the
City.
NON-EXEMPT EMPLOYEE Employees who are covered by the Federal or State Fair Labor
Standards Act. Such employees are normally eligible for overtime at 1.5 times their regular
hourly wage for all hours worked over forty (40) in any given workweek.
PART TIME EMPLOYEE Employees who are required to work less than twenty-eight (28)
hours per week year-round in an ongoing position.
PAY PERIOD A fourteen (14) day period beginning at 12:00 a.m. (midnight) on Sunday through
11:59 p.m. on Saturday, fourteen (14) days later.
PERA (Public Employees Retirement Association) Statewide pension program in which all City
employees meeting program requirements must participate in accordance with Minnesota law.
The City and the employee each contribute to the employee’s retirement account.
PROMOTION Movement of an employee from one job class to another within the City, where
the maximum salary for the new position is higher than that of the employee’s former position.
RECLASSIFY Movement of a job from one classification to another classification because of a
significant change in the position's duties and responsibilities.
SEASONAL EMPLOYEE Employees who work only part of the year (100 days or less) to
conduct seasonal work. Seasonal employees may be assigned to work a full-time or part-time
schedule. Seasonal employees do not earn benefits or credit for seniority.
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SERVICE CREDIT Time worked for the City. An employee begins earning service credit on the
first day worked for the City. Some forms of leave will create a break in service.
TEMPORARY EMPLOYEE Employees who work in temporary positions. Temporary jobs
might have a defined start and end date or may be for the duration of a specific project.
Temporary employees may be assigned to work a full-time or part-time schedule. Temporary
employees do not earn benefits or credit for seniority.
TRAINING PERIOD A six-month period at the start of employment with the City (or at the
beginning of a promotion, reassignment or transfer) that is designated as a period within which to
learn the job. This is not the case with Management or Police hires, for those individuals the
training period is one year. The training period is the last part of the selection process.
TRANSFER Movement of an employee from one City position to another of equivalent pay
WEAPONS are defined to include all legal or illegal firearms, switchblade knives, or any other
object that has been modified to serve as a weapon or that has the primary purpose of serving as
a weapon.
WORKWEEK A workweek is seven consecutive 24-hour periods. For most employees the
workweek will run from Sunday through the following Saturday. With the approval of the City
Administrator, departments may establish a different workweek based on coverage and service
delivery needs (e.g., police department, fire department).

SECTION 3: CITYWIDE WORK RULES & CODE OF CONDUCT
Conduct as a City Employee
In accepting City employment, employees become representatives of the City and are
responsible for assisting and serving the citizens for whom they work. An employee's primary
responsibility is to serve the residents of Blue Earth. Employees should exhibit conduct that is
ethical, professional, responsive, and of standards becoming of a City employee. To achieve this
goal, employees must adhere to established policies, rules, and procedures and follow the
instructions of their supervisors.
Honesty is an important organizational attribute to our City. Therefore, any intentional
misrepresentation of facts or falsification of records, including personnel records, medical
records, leaves of absence documentation or the like, will not be tolerated. Further, dishonesty in
City positions may preclude workers from effectively performing their essential job duties. Any
violations will result in corrective action, up to and including termination
The following are job requirements for every position at the City of Blue Earth. All employees
are expected to:
•

Always perform assigned duties to the best of their ability.
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•
•
•
•
•

Render prompt and courteous service to the public always.
Read, understand, and comply with the rules and regulations as set forth in these
Personnel Policies as well as those of their departments.
Conduct themselves with decorum toward both residents and staff and respond to
inquiries and information requests with patience and every possible courtesy.
Report any and all unsafe conditions to the immediate supervisor.
Maintain good attendance while meeting the goals set by an employee’s supervisor.

Attendance & Absence
The operations and standards of service in the City of Blue Earth require that employees be at
work unless valid reasons warrant absence. For a team to function efficiently and effectively,
employees must fully understand the goals that have been set for them and the time required to
be on the job. Understanding attendance requirements is an essential function of every City
position.
Employees who are going to be absent from work are required to notify their supervisor as soon
as possible in advance of the absence. In case of unexpected absence, employees should call their
supervisor before the scheduled starting time. If the supervisor is not available at the time, the
employee should leave a message that includes a telephone number where he/she can be reached
and/or contact any other individual who was designated by the supervisor. Failure to use
established reporting process will be grounds for disciplinary action. Departments may establish
more specific reporting procedures.
The employee must call the supervisor on each day of an absence extending beyond one (1) day
unless arrangements otherwise have been made with the supervisor. Employees who are absent
for three (3) days or more and who do not report the absence in accordance with this policy, will
be considered to have voluntarily resigned not in good standing. The City may waive this rule if
extenuating circumstances warranted such behavior. This policy does not preclude the City from
administering discipline for unexcused absences of less than three (3) days.
Access to and Use of City Property
Any employee who has authorized possession of keys, tools, cell phones, pagers, or other Cityowned equipment must register his/her name and the serial number (if applicable) or identifying
information about the equipment with his/her supervisor. All such equipment must be turned in
and accounted for by any employee leaving employment with the City in order to resign in good
standing.
Employees are responsible for the safekeeping and care of all such equipment. The duplication
of keys owned by the City is prohibited unless authorized by the City Administrator. Any
employee found having an unauthorized duplicate key will be subject to disciplinary action.
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Appearance
Departments may establish dress codes for employees as part of departmental rules. Personal
appearance should be appropriate to the nature of the work and contacts with other people and
should present a positive image to the public. Clothing, jewelry, or other items that could present
a safety hazard are not acceptable in the workplace. Please refer to your respective department
dress code.

Conflict of Interest
City employees are to remove themselves from situations in which they would have to act or
decide where that action or decision could be a perceived or actual conflict of interest or could
result in a personal benefit for themselves or a family member. If an employee has any question
about whether such a conflict exists, he/she should consult with the City Administrator.
Falsification of Records
Any employee who makes false statements or commits, or attempts to commit, fraud to prevent
the impartial application of these policies will be subject to immediate disciplinary action up to
and including termination and potential criminal prosecution.

Personal Telephone Calls
Personal telephone calls are to be made or received only when truly necessary (e.g., family, or
medical emergency). They are not to interfere with City work and are to be completed as quickly
as possible. Any personal long-distance call costs will be paid for by the employee. Please refer
to the Cell Phone policy for information on use of cellular phones.
Political Activity
City employees have the right to express their views and to pursue legitimate involvement in the
political system. However, no City employee will directly or indirectly, during hours of
employment, solicit or receive funds for political purposes. Further, any political activity in the
workplace must be pre-approved by the City to avoid any conflict of interest or perception of
bias such as using authority or political influence to compel another employee to apply for or
become a member in a political organization.
Smoking
The City of Blue Earth observes and supports the Minnesota Clean Indoor Air Act. All City
buildings and vehicles, in their entirety, shall be designated as tobacco free, meaning that
smoking in any form (through the use of tobacco products such as pipes, cigars, and cigarettes)
or “vaping” with e-cigarettes and the use of chewing tobacco is prohibited while in a City facility
or vehicle.
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Smoking of any kind, including pipes, cigars, cigarettes, vaping with e-cigarettes, and the use of
chewing tobacco is prohibited for employees while on duty. Employees 18 and over are allowed
to smoke only during their breaks and lunch, and only off City property.

SECTION 4: DRUG FREE WORKPLACE
In accordance with Federal Law, the City of Blue Earth has adopted the following policy on
drugs in the workplace:
A. Employees are expected and required to report to work on time and in appropriate mental
and physical condition. It is the City’s intent and obligation to provide a drug-free, safe
and secure work environment.
B. The unlawful manufacture, distribution, possession, or use of a controlled substance on
City property or while conducting City business is absolutely prohibited. Violations of
this policy will result in disciplinary action, up to and including termination, and may
have legal consequences.
C. The City recognizes drug abuse as a potential health, safety, and security problem.
Employees needing help in dealing with such problems are encouraged to use their health
insurance plans, as appropriate.
D. Employees must, as a condition of employment, abide by the terms of this policy and
must report any conviction under a criminal drug statute for violations occurring on or off
work premises while conducting City business. A report of the conviction must be made
within five (5) days after the conviction as required by the Drug-Free Workplace Act of
1988.

SECTION 5: ORGANIZATION
Job Descriptions and Classifications
The City will maintain job descriptions for each regular position. New positions will be
developed as needed but must be approved by the City Council prior to the position being filled.
A job description is prepared for each position within the City. Each job description will include
position title, department, supervisor’s title, FLSA status (exempt or nonexempt), primary
objective of the position, essential functions of the position, examples of performance criteria,
minimum requirements, desirable training and experience, supervisory responsibilities (if any),
and extent of supervisory direction or guidance provided to position. Good attendance and
compliance with work rules and policies are essential functions of all City positions.
Prior to posting a vacant position, the existing job description is reviewed by the City
Administrator or designee and the hiring supervisor to ensure that the job description is an
accurate reflection of the position and that the stated job qualifications do not present artificial
barriers to employment.
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A current job description is provided to each new employee. Supervisors are responsible for
revising job descriptions as necessary to ensure that the position’s duties and responsibilities are
accurately reflected. All revisions are reviewed and must be approved by the City Administrator.
Assignment of job titles, establishment of minimum qualifications, and the maintenance of job
descriptions and related records is the responsibility of the City Administrator.
Assigning and Scheduling Work
Assignment of work duties and scheduling work is the responsibility of the supervisor subject to
the approval of the City Administrator.

Layoff
The City Administrator will maintain a seniority list. In the event that it becomes necessary to
reduce personnel, temporary employees and those serving a probationary period in affected job
classes will be terminated from employment with the City before other employees in those job
classes. Within these groups, the selection of employees to be retained will be based on merit and
ability as determined by the City Administrator, subject to approval of the City Council. When
all other considerations are equal, the principle of seniority will apply in layoffs and recall from
layoff.

SECTION 6: EMPLOYEE RECRUITMENT & SELECTION
Features of the Recruitment System
All position vacancies will be filled through an open recruitment process. Current employees of
the City of Blue Earth will have the opportunity to interview for any position for which they
apply for employment.
Application for employment will generally be made on application forms provided by the City.
Other materials in lieu of a formal application may be accepted in certain recruitment situations
as determined by the City Administrator or designee. Supplemental questionnaires may be
required in certain situations. All candidates must complete and submit the required application
materials by the posted deadline, to be considered for the position. The deadline for application
may be extended by the City Administrator.
Position vacancies may be filled as needed with the approval of the City Council. The City
Council will approve all new management appointments. Pay rate adjustments, if any, will be
determined by the City Council.
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Testing and Examinations
Applicant qualifications may be evaluated in one or more of the following ways: training and
experience rating; written test; oral test or/and interview; performance or demonstrative test;
physical agility test, or another appropriate job-related exam.

Pre-Employment or Return to Work Medical Exams
The City Administrator or designee may determine that a pre-employment medical examination,
which may include a psychological evaluation, is necessary to determine fitness to perform the
essential functions of any City position. Where a medical examination is required, an offer of
employment is contingent upon successful completion of the medical exam.
When a pre-employment medical exam is required, it will be required of all candidates who are
finalists and/or who are offered employment for a given job class. Information obtained from the
medical exam will be treated as confidential medical records.
All Public Works employees (Street Department and WWTP personnel) must be referred to City
Administration for a Work Well Pre and Return to Work Screen in each of the following
instances:
1. Before approved to begin work for new hires
2. If the employee is returning to work after an absence of thirty days or more (other than
vacation); or
3. If the employee has suffered an on-duty injury
4. If the employee has undergone surgery or a medical operation; or
5. If the employee has been hospitalized for any reason; or
6. If the employee has suffered an off-duty injury
When required, the medical exam will be conducted by a licensed physician designated by the
City with the cost of the exam paid by the City. (Psychological/psychiatric exams will be
conducted by a licensed psychologist or psychiatrist.) The physician will notify the City
Administrator or designee that a candidate either is or isn't medically able to perform the
essential functions of the job, with or without accommodations and whether the candidate passed
a drug test, if applicable. If the candidate requires accommodation to perform one or more of the
essential functions of the job, the City Administrator or designee will confer with the physician
and candidate regarding reasonable and acceptable accommodations.
If a candidate is rejected for employment based on the results of the medical exam, he/she will be
notified of this determination.
The above-mentioned situations and criteria should not be regarded as a comprehensive list of
situations requiring a Work Well Return to Work or Pre-Employment Screening. The City
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reserves the right to require a Work Well Screening or any other examination it deems necessary
for any employee in connection with any absence.
Selection Process
The selection process will be a cooperative effort between the City Administrator or designee
and the hiring supervisor. Any, all, or none of the candidates may be interviewed.
The process for hiring seasonal and temporary employees may be delegated to the appropriate
supervisor. Except where prohibited by law, seasonal and temporary employees may be
terminated by the supervisor at any time.
Background Checks
All finalists for employment with the City will be subject to a background check to confirm
information submitted as part of application materials and to assist in determining the
candidate’s suitability for the position. Except where already defined by state law, the City
Administrator will determine the level of background check to be conducted based on the
position being filled.
Training Period
The training period is an integral part of the selection process and will be used for the purpose of
observing the employee’s work and for training the employee in work expectations. Training
periods apply to new hires, transfers, promotions and rehires. Training periods are six months or
longer in duration.
Employment of Minor
An individual must be sixteen (16) years of age or older to be employed by the City of Blue
Earth. Age certificates or documents verifying an individual’s age, will be required if an
employee’s age is in question.
A minor under the age of eighteen (18) may not be employed under certain conditions and may
not perform certain occupations.
An individual must be sixteen (16) years or older to operate City owned equipment and hold a
valid driver’s license.

SECTION 7: PERFORMANCE REVIEWS
An objective performance review system will be established by the City Administrator or
designee for the purpose of periodically evaluating the performance of City employees. The
quality of an employee’s past performance will be considered in personnel decisions such as
promotions, transfers, demotions, terminations and, where applicable, salary adjustments.
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Performance reviews will be discussed with the employee. While certain components of a
performance evaluation, such as disputed facts reported to be incomplete or inaccurate are
challengeable using the City’s grievance process, other performance evaluation data, including
subjective assessments, are not. For those parts of the performance evaluation system deemed
not challengeable, an employee may submit a written response, which will be attached to the
performance review. Performance reviews are to be scheduled on a regular basis, at least
annually. The form, with all required signatures, will be retained as part of the employee's
personnel file.
During the training period, informal performance meetings should occur frequently between the
supervisor and the employee. Conducting these informal performance meetings provides both
the supervisor and the employee the opportunity to discuss what is expected, what is going well
and not so well.

Signing of the performance review document by the employee acknowledges that the review has
been discussed with the supervisor and does not necessarily constitute agreement. Failure to sign
the document by the employee will not delay processing.

SECTION 8: HOURS OF WORK
Work Hours
Employee work schedules and opportunities to work remotely will be established by supervisors
with the approval of the City administrator. The regular workweek for employees is five eighthour days in addition to a lunch period, Monday through Friday, except as otherwise approved
by the City administrator in accordance with the customs and needs of the individual
departments.
Core Hours
To ensure employee availability and accountability to the public the City serves, all full-time
employees (exempt and non-exempt) are to be at work or available to the public and co-workers
during the hours of 9 a.m. to 3:30 p.m., Monday through Friday, unless away from the work site
for a work-related activity or on approved leave.
Meal Breaks and Rest Periods
A paid fifteen (15) minute paid break is allowed within each four (4) consecutive hours of work.
An unpaid lunch period is provided when an employee works eight or more consecutive hours.
Employees are expected to use these breaks as intended and will not be permitted to adjust work
start time, end time or lunch time by saving these breaks.
Employees working in City buildings will normally take their break at the place provided for that
purpose in each building. Employees working out-of-doors will normally take their break at the
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location of their work or their work assigned building. Employees whose duties involve traveling
throughout the City may stop along the assigned route at a restaurant or other public
accommodation for their fifteen (15) minute break. Exceptions must be approved by the
supervisor or City Administrator.
Departments with unique job or coverage requirements may have additional rules, issued by the
supervisor and subject to approval of the City Administrator, on the use of meal breaks and rest
periods.
Adverse Weather Conditions
City facilities will generally be open during adverse weather. Due to individual circumstances,
each employee will have to evaluate the weather and road conditions in deciding to report to
work (or leave early). Employees not reporting to work for reasons of personal safety will not
normally have their pay reduced as a result of this absence. Employees will be allowed to use
accrued vacation time or compensatory time; or with supervisor approval may modify the work
schedule or make other reasonable schedule adjustments.
Sworn police officers and public works maintenance employees will generally be required to
report to work regardless of conditions.
Decisions to cancel departmental programs (special events, recreation programs, etc.) will be
made by the respective supervisor or the City Administrator.

SECTION 9: COMPENSATION
Scope
Full-time employees of the City will be compensated according to schedules adopted by the City
Council. Unless approved by the Council, employees will not receive any amount from the City
in addition to the pay authorized for the positions to which they have been appointed. Expense
reimbursement or travel expenses may be authorized in addition to regular pay.
Compensation for seasonal and temporary employees will be set by the City Council at the time
of hire, or on an annual basis.
Under the Minnesota Wage Disclosure Protection Law, employees have the right to tell any
person the amount of their own wages. While the Minnesota Government Data Practices Act
(Minn. Stat. §13.43), specifically lists an employee’s actual gross salary and salary range as
public personnel data, Minnesota law also requires wage disclosure protection rights and
remedies to be included in employer personnel handbooks. To that end and in accordance with
Minn. Stat. §181.172, employers may not:
• Require nondisclosure by an employee of his or her wages as a condition of employment.
• Require an employee to sign a waiver or other document which purports to deny an
employee the right to disclose the employee’s wages.
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•
•

Take any adverse employment action against an employee for disclosing the employee’s
own wages or discussing another employee’s wages which have been disclosed
voluntarily.
Retaliate against an employee for asserting rights or remedies under Minn. Stat.
§181.172, Subd. 3.

The City cannot retaliate against an employee for disclosing his/her own wages. An employee’s
remedies under the Wage Disclosure Protection Law are to bring a civil action against the City
and/or file a complaint with the Minnesota Department of Labor and Industry at (651) 284-5070
or (800) 342-5354.
Paychecks
Paychecks are issued every two weeks. Employees are responsible for notifying City
Administrator of any change in status including changes in address, phone number, names of
beneficiaries, marital status, etc. Paychecks will not be given to anyone other than the person for
whom they were prepared, unless the person has a note signed by the employee authorizing the
City to give the other person the check. Checks will be given to the spouse, or another
appropriate immediate family member, in the case of a deceased employee.
Direct Deposit
As provided for in Minnesota law, all employees are required to participate in direct deposit.
Employees are responsible for notifying the City Administrator of any change in status including
changes in address, phone number, names of beneficiaries, marital status, etc.
Time Reporting
Full-time, non-exempt employees are expected to work 40 hours per workweek and will be paid
according to the time reported on their time sheets. To comply with the provisions of the federal
and state Fair Labor Standards Acts, hours worked, and any leave time used by non-exempt
employees are to be recorded daily and submitted to payroll on a biweekly basis. Each time
reporting form must include the signature of the employee and immediate supervisor. Reporting
false information on a time sheet may be cause for immediate termination.
Overtime / Compensatory Time
The City of Blue Earth has established this overtime policy to comply with applicable state and
federal laws governing accrual and use of overtime. The City Administrator will determine
whether each employee is designated as “exempt” or “non-exempt” from earning overtime. In
general, employees in executive, administrative and professional job classes are exempt; all
others are non-exempt.
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Non-Exempt (Overtime-eligible) Employees
All overtime-eligible employees will be compensated at the rate of time and one-half for all
hours worked over 40 in one workweek. Vacation, sick leave and paid holidays do not count
toward “hours worked”. Compensation will take the form of either time and one-half pay or
compensatory time. Compensatory time is paid time off at the rate of one and one-half hours off
for each hour of overtime worked.
For most employees the workweek begins at midnight on Sunday and runs until the following
Saturday night at 11:59 p.m. Supervisors may establish a different workweek based on the needs
of the department, subject to the approval of the City Administrator.
The employee’s supervisor must approve overtime hours in advance. An employee who works
overtime without prior approval may be subject to disciplinary action.
Overtime earned will be paid at the rate of time and one-half on the next regularly scheduled
payroll date, unless the employee indicates on his/her timesheet that the overtime earned is to be
recorded as compensatory time in lieu of payment.
At the City’s discretion, compensatory time may be substituted in lieu of overtime pay. The
maximum compensatory time accumulation for any employee is 40 hours per year. Once an
employee has earned 40 hours of compensatory time in a calendar year, no further compensatory
time may accrue in that calendar year. All further overtime will be paid. Employees may request
and use compensatory time off in the same manner as other leave requests.
All compensatory time will be marked as such on official timesheets, both when it is earned and
when it is used. The Finance Department will maintain compensatory time records. All
compensatory time accrued will be paid when the employee leaves City employment at the
hourly pay rate the employee is earning at that time.
Any Office Specialist that records minutes for the Regular Council meeting and Work Session
will receive overtime for the hours during the meeting.
Exempt (non-overtime-eligible) Employees
Exempt employees are expected to work the hours necessary to meet the performance
expectations outlined by their supervisors. Generally, to meet these expectations, and for reasons
of public accountancy, an exempt employee will need to work 40 or more hours per week.
Exempt employees do not receive extra pay for the hours worked over 40 in one workweek.
Exempt employees are paid on a salary basis. This means that they receive a predetermined
amount of pay each pay period and are not paid by the hour. Their pay does not vary based on
the quality or quantity of work performed, and they receive the full weekly salary for any week
in which any work is performed.
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The City of Blue Earth will only make deductions from the weekly salary of an exempt
employee in the following situations:
• The employee is in a position that does not earn vacation or personal leave and is absent
for a day or more for personal reasons other than sickness or accident.
• The employee is in a position that earns sick leave, receives a short-term disability
benefit or workers’ compensation wage loss benefits and is absent for a full day due to
sickness or disability, but he/she is either not yet qualified to use the paid leave or he/she
has exhausted all of his/her paid leave.
• The employee is absent for a full workweek, and, for whatever reason, the absence is not
charged to paid leave (for example, a situation where the employee has exhausted all of
his/her paid leave or a situation where the employee does not earn paid leave).
• The very first workweek or the very last workweek of employment with the City in
which the employee does not work a full week. In this case, the City will prorate the
employee’s salary based on the time actually worked.
• The employee is in a position that earns paid leave and is absent for a partial day due to
personal reasons, illness, or injury, but:
o Paid leave has not been requested or has been denied.
o Paid leave is exhausted.
o The employee has specifically requested unpaid leave.
• The employee is suspended without pay for a full day or more for disciplinary reasons for
violations of any written policy that is applied to all employees.
• The employee takes unpaid leave under the FMLA.
• The City of Blue Earth may for budgetary reasons implement a voluntary or involuntary
unpaid leave program and, under this program, make deductions from the weekly salary
of an exempt employee. In this case, the employee will be treated as non-exempt for any
workweek in which the budget-related deductions are made.
The City of Blue Earth will not make deductions from pay due to exempt employees being
absent for jury duty or attendance as a witness but will require the employee to pay back to the
City any amounts received by the employee as jury fees or witness fees.
If the City inadvertently makes an improper deduction to the weekly salary of an exempt
employee, the City will reimburse the employee and make appropriate changes to comply in the
future.
All employees, in all departments, are required to work overtime as requested by their
supervisors as a condition of continued employment. Refusal to work overtime may result in
disciplinary action. Supervisors will make reasonable efforts to balance the personal needs of
their employees when assigning overtime work.
Leave Policy for Exempt Employees
Management employees are required to work the number of hours necessary to fulfill their
responsibilities including evening meetings and/or on-call hours. The normal hours of business
for management staff are Monday through Friday, 8 a.m. to 5 p.m., plus evening meetings as
necessary.
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Management employees are required to use paid leave when on personal business or away from
the office for four (4) hours or more, on a given day.
Absences of less than four (4) hours do not require use of paid leave as it is presumed that the
staff member regularly puts in work hours above and beyond the normal 8 a.m. to 5 p.m.
Monday through Friday requirement. Management employees must communicate their absence
to the City Administrator or his/her designee.
If one of the above employees regularly absents themselves from work under this policy and it is
found that there is excessive time away from work which is not justified, the situation will be
handled as a performance issue. If it appears that less than forty (40) hours per week is needed to
fulfill the position’s responsibilities, the position will be reviewed to determine whether a parttime position will meet the needs of the City. Additional notification and approval requirements
may be adopted by the City Administrator for specific situations as determined necessary.
All exempt positions, whether or not management, may require work beyond forty (40) hours per
week. In recognition for working extra hours, these employees may take some time off during
their normal working hours with supervisory approval. The time off for extra hours will not be
on a one-for-one basis.

SECTION 10: BENEFITS
Health and Life Insurance
The City will contribute a monthly amount toward group health and life insurance benefits for
each eligible employee and his/her dependents. The amount to be contributed and the type of
coverage will be determined annually by the City Council. For information about coverage and
eligibility requirements, employees should refer to the summary plan description or contact the
City Administrator.
Retirement
The City participates in the Public Employees Retirement Fund (PERA) to provide pension
benefits for its eligible employees to help plan for a successful and secure retirement.
Participation in PERA is mandatory for most employees, and contributions into PERA begin
immediately. The City and the employee contribute to PERA each pay period as determined by
state law. Most employees are also required to contribute a portion of each paycheck for Social
Security and Medicare (the City matches the employee’s social security and Medicare
withholding). For information about PERA eligibility and contribution requirements contact the
City Administrator.
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SECTION 11: HOLIDAYS
The City observes the following official holidays for all regular full-time and part-time
employees:
New Year's Day
Martin Luther King, Jr. Day
President's Day
Memorial Day
Independence Day

Labor Day
Veteran's Day
Thanksgiving Day
Friday after Thanksgiving
Christmas Day

Juneteenth

Official holidays commence at the beginning of the first shift of the day on which the holiday is
observed and continue for twenty-four (24) hours thereafter.
When a holiday falls on a Sunday, the following Monday will be the “observed” holiday and
when a holiday falls on a Saturday, the preceding Friday will be the “observed” holiday for City
operations/facilities that are closed on holidays.
Full-time employees will receive pay for official holidays at their normal straight time rates,
provided they are on paid status on the last scheduled day prior to the holiday and first scheduled
day immediately after the holiday. Any employee on a leave of absence without pay from the
City is not eligible for holiday pay.
Premium pay of 1.5 times the regular hourly wage for employees required to work on a holiday
will be for hours worked on the “actual” holiday as opposed to the “observed” holiday.
Employees wanting to observe holidays other than those officially observed by the City may
request either vacation leave or unpaid leave for such time off.

SECTION 12: LEAVES
Depending upon an employee’s situation, more than one form of leave may apply during the
same period (e.g., The Family and Medical Leave Act is likely to apply during a worker’s
compensation absence.). An employee will need to meet the requirements of each form of leave
separately. Leave requests will be evaluated on a case-by-case basis.
Except as otherwise stated, all paid time off, taken under any of the City’s leave programs, must
be taken consecutively, with no intervening unpaid leave. The City will provide employees with
time away from work as required by state or federal statutes, if there are requirements for such
time off that are not described in the personnel policies.
Administrative Leave
Under special circumstances, an employee may be placed on an administrative leave pending the
outcome of an internal or external investigation. The leave may be paid or unpaid, depending on
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the circumstances, as determined by the City Administrator with the approval of the City
Council.
Bone Marrow Donation Leave
Employees working an average of 20 or more hours per week may take paid leave, not to exceed
40 hours unless agreed to by the City, to undergo medical procedures to donate bone marrow or
an organ. The 40 hours is over and above the amount of accrued time the employee has earned
The city may require a physician’s verification of the purpose and length of the leave requested
to donate bone marrow or an organ. If there is a medical determination that the employee does
not qualify as a bone marrow or organ donor, the paid leave of absence granted to the employee
prior to that medical determination is not forfeited.
Court Appearances
Employees will be paid their regular wage to testify in court for City-related business. Any
compensation received for court appearances (e.g., subpoena fees) arising out of or in connection
with City employment, minus mileage reimbursement, must be turned over to the City.
Elections/Voting
An employee selected to serve as an election judge pursuant to Minnesota law, will be allowed
time off without pay for purposes of serving as an election judge, provided that the employee
gives the City at least ten (10) days written notice.
All employees eligible to vote at a State general election, at an election to fill a vacancy in the
office of United States Senator or Representative, or in a Presidential primary, will be allowed
time off with pay to vote during the election day. Employees wanting to take advantage of such
leave are required to work with their supervisors to avoid coverage issues.
Funeral Leave
Employees will be permitted to use up to three (3) consecutive working days, with pay, as
funeral leave upon the death of an immediate family member. This paid leave will not be
deducted from the employee’s vacation or sick leave balance. Immediate family is defined as the
employee’s parents, spouse, children, sibling, or grandparents, or spouse’s parents, grandchild, or
the employee’s son-in-law or daughter-in-law, or a ward of the employee’s household. This
leave will not be deducted from accrued sick or vacation leave.
Any additional time off for funeral leave must be approved by the City Administrator.
Funeral Leave must be taken within 30 days of the death.
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Job Related Injury or Illness
All employees are required to report any job-related illnesses or injuries to their supervisor
immediately (no matter how minor). If a supervisor is not available and the nature of injury or
illness requires immediate treatment, the employee is to go to the nearest available medical
facility for treatment and, as soon as possible, notify his/her supervisor of the action taken. In the
case of a serious emergency, 911 should be called.
If the injury is not of an emergency nature, but requires medical attention, the employee will
report it to the supervisor and plan for a medical appointment.
Worker's compensation benefits and procedures to return to work will be applied according to
applicable state and federal laws.
Jury Duty
Regular full-time and part-time employees will be granted paid leaves of absence for required
jury duty. Such employees will be required to turn over any compensation they receive for jury
duty, minus mileage reimbursement, to the City in order to receive their regular wages for the
period. Time spent on jury duty will not be counted as time worked in computing overtime.
Employees excused or released from jury duty during their regular working hours will report to
their regular work duties as soon as reasonably possible or will take accrued vacation or
compensatory time to make up the difference.
Employees are required to notify their supervisor as soon as possible after receiving notice to
report for jury duty. The employee will be responsible for ensuring that a report of time spent on
jury duty and pay form is completed by the Clerk of Court, so the City will be able to determine
the amount of compensation due for the period involved.
Temporary and seasonal employees are generally not eligible for compensation for absences due
to jury duty but can take a leave without pay subject to department head approval. However, if a
temporary or seasonal employee is classified as exempt, he/she will receive compensation for the
jury duty time.
Military Leave
State and federal laws provide protections and benefits to City employees who are called to
military service, whether in the reserves or on active duty. Such employees are entitled to a leave
of absence without loss of pay, seniority status, efficiency rating, or benefits for the time the
employee is engaged in training or active service not exceeding a total of 15 days in any calendar
year.
The leave of absence is only in the event the employee returns to employment with the City as
required upon being relieved from service or is prevented from returning by physical or mental
disability or other cause not the fault of the employee or is required by the proper authority to
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continue in military or naval service beyond the fifteen (15) day paid leave of absence.
Employees on extended unpaid military leave will receive fifteen (15) days paid leave of absence
in each calendar year, not to exceed five years.
Where possible, notice is to be provided to the City at least ten (10) working days in advance of
the requested leave. If an employee has not yet used his/her fifteen (15) days of paid leave when
called to active duty, any unused paid time will be allowed for the active-duty time, prior to the
unpaid leave of absence.
Employees returning from military service will be reemployed in the job that they would have
attained had they not been absent for military service and with the same seniority, status and pay,
as well as other rights and benefits determined by seniority. Unpaid military leave will be
considered hours worked for the purpose of vacation leave and sick leave accruals.
Eligibility for continuation of insurance coverage for employees on military leave beyond fifteen
(15) days will follow the same procedures as for any employee on an unpaid leave of absence.
Employees will be granted up to ten (10) working days of unpaid leave whose immediate family
member is a member of the United States armed forces who has been injured or killed while
engaged in active service. The 10 days may be reduced if an employee elects to use appropriate
accrued paid leave.
Unless the leave would unduly disrupt the operations of the city, employees whose immediate
family member, as a member of the United States armed forces has been ordered into active
service in support of a war or other national emergency, will be granted an unpaid leave of
absence, not to exceed one day’s duration in any calendar year, to attend a send-off or
homecoming ceremony for the mobilized service member.
Regular Leave Without Pay
The City Administrator may authorize leave without pay for up to thirty (30) days. Leave
without pay for greater periods may be granted by the City Council to a maximum of one (1)
year.
Normally employee benefits will not be earned by an employee while on leave without pay.
However, the City’s contribution toward health, and life insurance may be continued, if approved
by the City Council, for leaves of up to ninety (90) days when the leave is for medical reasons
and FMLA has been exhausted.
If an employee is on a regular leave without pay and is not working any hours, the employee will
not accrue (or be paid for) holidays, sick leave, or vacation leave. Employees who are working
reduced hours while on this type of leave will receive holiday pay on a prorated basis and will
accrue sick leave and vacation leave based on actual hours worked.
Leave without pay hours will not count toward seniority and all accrued vacation leave and
compensatory time must normally be used before an unpaid leave of absence will be approved.
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To qualify for leave without pay, an employee need not have used all sick leave earned unless
the leave is for medical reasons. (An employee absent for Parenting Leave is not required to use
sick leave.) Leave without pay for purposes other than medical leave or work-related injuries
will be at the convenience of the City.
Employees returning from a leave without pay for a reason other than a qualified Parenting
Leave or FMLA, will be guaranteed return to the original position only for absences of thirty
(30) calendar days or less.
Employees receiving leave without pay in excess of thirty (30) calendar days, for reasons other
than qualified Parenting Leave or FMLA, are not guaranteed return to their original position. If
their original position or a position of similar or lesser status is available, it may be offered at the
discretion of the City Administrator subject to approval of the City Council.
Pregnancy and Parenting Leave
Employees who work twenty (20) hours or more per week and have been employed more than
one year are entitled to take an unpaid leave of absence under the Pregnancy and Parenting
Leave Act of Minnesota. Female employees for prenatal care, or incapacity due to pregnancy,
childbirth, or related health conditions as well as a biological or adoptive parent in conjunction
with after the birth or adoption of a child as eligible for up to 12 weeks of unpaid leave and must
begin within twelve (12) months of the birth or adoption of the child. In the case where the child
must remain in the hospital longer than the mother, the leave must begin within 12 months after
the child leaves the hospital. Employee should provide reasonable notice, which is at least 90
days. If the leave must be taken in less than three days, the employee should give as much notice
as practicable. In the case of both spouses working for the same employer, each eligible
employee is entitled to 12 weeks of parental leave per 12-month period.
Employees are required to use accrued leave (i.e., sick leave, vacation leave, etc.) during
Parenting Leave If the employee has any FMLA eligibility remaining at the time this leave
commences, this leave will also count as FMLA leave. The two leaves will run concurrently. The
employee is entitled to return to work in the same position and at the same rate of pay the
employee was receiving prior to commencement of the leave. Group insurance coverage will
remain available while the employee is on leave pursuant to the Pregnancy and Parenting Leave
Act, but the employee will be responsible for the entire premium unless otherwise provided in
this policy (i.e., where leave is also FMLA qualifying)
For employees on an FMLA absence as well, the employer contributions toward insurance
benefits will continue during the FMLA leave absence.
Adoptive parents will be given the same opportunities for leave as biological parents (see
provisions for Parenting Leave). The leave must be for the purpose of arranging the child’s
placement or caring for the child after placement. Such leave must begin before or at the time of
the child’s placement in the adoptive home.
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School Conference Leave
Any employee who has worked half-time or more, may take unpaid leave for up to a total of
sixteen (16) hours during any 12-month period to attend school conferences or classroom
activities related to the employee's child (under 18 or under 20 and still attending secondary
school), provided the conference or classroom activities cannot be scheduled during non-work
hours. When the leave cannot be scheduled during non-work hours and the need for the leave is
foreseeable, the employee must provide reasonable prior notice of the leave and make a
reasonable effort to schedule the leave so as not to disrupt unduly the operations of the City.
Employees may choose to use vacation leave hours for this absence but are not required to do so.
Sick Leave
Sick leave is authorized absence from work with pay, granted to qualified full-time and part-time
employees. Sick leave is a privilege, not a right.
Employees are to use this paid leave only when they are unable to work for medical reasons and
under the conditions explained below. Sick leave does not accrue during an unpaid leave of
absence.
•

•

•
•
•

Full-time employees will accumulate sick leave at a rate of eight (8) hours per month,
up to 800 hours. Once a non-union employee accrues 800 hours of sick leave and
does not use any sick leave in the next six (6) months shall receive eight hours to be
used in the same manner as vacation.
Part-time employees regularly scheduled to work at least 30 hours per week will
accrue sick leave on a pro-rated basis of the full-time employee schedule. Employees
who work an annual average of thirty (30) to thirty-nine (39) hours per week will
receive sick leave benefits based on thirty (30) hour work week.
Part-time employees regularly scheduled to work fewer than 30 hours per week will
not earn or accrue sick leave.
Temporary and seasonal employees will not earn or accrue sick leave.
Sick leave may be used only for days when the employee would otherwise have been
at work. It cannot be used for scheduled days off. Sick leave cannot be given away or
traded.

Sick leave may be used as follows:
•
•
•
•

When an employee is unable to perform work duties due to illness or disability
(including pregnancy).
For medical, dental, or other care provider appointments.
When an employee has been exposed to a contagious disease of such a nature that
his/her presence at the workplace could endanger the health of others.
To care for the employee’s injured or ill children, including stepchildren or foster
children, for such reasonable periods as the employee’s attendance with the child may
be necessary.
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•
•
•

To take children, or other family members to a medical, dental, or other care provider
appointment.
To care for an ill spouse, father, father-in-law, mother, mother-in-law, stepparent,
grandparent, grandchild, sister, or brother.
Employees are authorized to use sick leave for reasonable absences for themselves or
relatives (employee’s adult child, spouse, sibling, parent, mother-in-law, father-inlaw, grandchild, grandparent, or stepparent) who are providing or receiving assistance
because they, or a relative, is a victim of sexual assault, domestic abuse, or stalking.
Safety leave for those listed, other than the employee and the employee’s child, is
limited to 160 hours in any 12-month period.

Pursuant to Minn. Stat. §181.9413, eligible employees may use up to 160 hours of sick leave
in any 12-month period for absences due to an illness of or injury to the employee’s adult
child, spouse, sibling, parent, grandparent, stepparent, parent-in-law (mother-in-law and
father-in-law), and grandchild (includes step-grandchild, biological, adopted, or foster
grandchild).
After accrued sick leave has been exhausted, vacation leave may be used upon approval of
the City Administrator, to the extent the employee is entitled to such leave.
To be eligible for sick leave pay, the employee will:
•
•

Communicate with his/her immediate supervisor, as soon as possible after the
scheduled start of the workday, for each day absent.
Keep his/her immediate supervisor informed of the status of the illness/injury or the
condition of the ill family member.
• Submit a physician’s statement upon request.

After an absence, a physician's statement may be required on the employee’s first day back to
work, indicating the nature of the illness or medical condition and attesting to the employee's
ability to return to work and safely perform the essential functions of the job with or without
reasonable accommodation.
Any work restrictions must be stated clearly on the return-to-work form. Employees who have
been asked to provide such a statement may not be allowed to return to work until they comply
with this provision. Sick leave may be denied for any employee required to provide a doctor’s
statement until such a statement is provided.
The City has the right to obtain a second medical opinion to determine the validity of an
employee’s worker's compensation or sick leave claim, or to obtain information related to
restrictions or an employee's ability to work. The City will arrange and pay for an appropriate
medical evaluation when it is required by the City.
Any employee who makes a false claim for sick leave will be subject to discipline up to and
including termination.
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Employees must normally use sick leave prior to using paid vacation, or compensatory time and
prior to an unpaid leave of absence during a medical leave.
Sick leave will normally not be approved after an employee gives notice that he or she will be
terminating employment. Exceptions must be approved by the City Administrator.
Employees who do not notify their supervisor more than 12 hours in advance of an absence from
work will be required to use sick leave.
Sick leave cannot be transferred from one employee to another. Earned sick leave has no cash
value upon termination or retirement.
Vacation Leave
Eligibility
Vacation for non-police personnel is accrued as follows. Full-time employees will earn vacation
leave in accordance with the below schedule.
Earnings and Use
After six months of service, vacation leave may be used as it is earned, subject to approval by the
employee’s supervisor.
Vacation Leave Schedule
Years of Service
0-4
5–9
10 – 14
15 – 19
20+

Annual Accrual
80 Hours
96 Hours
120 Hours
144 Hours
168 Hours

Vacation Leave Police Schedule
Years of Service
0–4
5–9
10 – 14
15 – 19
20+

Annual Accrual
112
128
168
192
224

Accrual Rate
For the purpose of determining an employee’s vacation accrual rate, years of service will include
all continuous time that the employee has worked at the City (including authorized unpaid
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leave). Employees who are rehired after terminating City employment will not receive credit for
their prior service unless specifically negotiated at the time of hire.
An employee will not earn any vacation leave for any pay period unless he/she is employed by
the City on the last scheduled work day of the pay period. Requests for vacation must be
received at least twelve (12) hours in advance of the requested time off. This notice may be
waived at the discretion of the supervisor and City Administrator. Vacation can be requested in
increments as small as one hour up to the total amount of the accrued leave balance. Vacation
leave is to be used only by the employee who accumulated it. It cannot be transferred to another
employee.
Employees may accrue vacation leave up to a maximum of one-and-a-half (1-1/2) times the
employee’s annual accrual rate. No vacation will be allowed to accrue in excess of this amount
without the approval of the City Council. Vacation leave cannot be converted into cash payments
except at separation.

Victim or Witness Leave
An employer must allow a victim or witness, who is subpoenaed or requested by the prosecutor
to attend court for the purpose of giving testimony or is the spouse or immediate family member
(immediate family member includes parent, spouse, child or sibling of the employee) of such
victim, reasonable time off from work to attend criminal proceedings related to the victim’s case.

For information on Family and Medical Leave, please refer to the Family and Medical
Leave policy.

SECTION 13: OUTSIDE EMPLOYMENT
The potential for conflicts of interest is lessened when individuals employed by the City of Blue
Earth regard the City as their primary employment responsibility. All outside employment is to
be reported to the employee’s immediate supervisor. If a potential conflict exists based on this
policy or any other consideration, the supervisor will consult with the City Administrator. Any
City employee accepting employment in an outside position that is determined by the City
Administrator to be in conflict with the employee’s City job will be required to resign from the
outside employment or may be subject to discipline up to and including termination.
For the purpose of this policy, outside employment refers to any non-City of Blue Earth
employment or consulting work for which an employee receives compensation, except for
compensation received in conjunction with military service or holding a political office or an
appointment to a government board or commission that is compatible with City employment.
The following is to be considered when determining if outside employment is acceptable:
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•
•
•
•
•

•
•

Outside employment must not interfere with a full-time employee's availability during the
City’s regular hours of operation or with a part-time employee's regular work schedule.
Outside employment must not interfere with the employee's ability to fulfill the essential
requirements of his/her position.
The employee must not use City equipment, resources, or staff in the course of the
outside employment.
The employee must not violate any City personnel policies as a result of outside
employment.
The employee must not receive compensation from another individual or employer for
services performed during hours for which he/she is also being compensated by the City.
Work performed for others while on approved vacation or compensatory time is not a
violation of policy unless that work creates the appearance of a conflict of interest.
No employee will work for another employer, or for his/her own business, while using
paid sick leave from the City for those same hours.
Departments may establish more specific policies as appropriate, subject to the approval
of the City Administrator.

City employees are not permitted to accept outside employment that creates either the
appearance of or the potential for a conflict with the development, administration or
implementation of policies, programs, services, or any other operational aspect of the City.

SECTION 14: EMPLOYEE EDUCATION AND TRAINING
The City promotes staff development as an essential, ongoing function needed to maintain and
improve cost effective quality service to residents. The purposes for staff development are to
ensure that employees develop and maintain the knowledge and skills necessary for effective job
performance and to provide employees with an opportunity for job enrichment and mobility.
Policy
The City will pay for the costs of an employee’s participation in training and attendance at
professional conferences, provided that attendance is approved in advance under the following
criteria and procedures:
Job-Related Training & Conferences
The subject matter of the training session or conference is directly job-related and
relevant to the performance of the employee’s work responsibilities. Responsibilities
outlined in the job description, annual work program requirements and training goals and
objectives that have been developed for the employee will be considered in determining
if the request is job-related.
CLE or similar courses taken by an employee in order to maintain licensing or other
professional accreditation will not be eligible for payment under this policy unless the
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subject matter relates directly to the employee’s duties, even though the employee may be
required to maintain such licensing or accreditation as a condition of employment with
the city.
The supervisor and the City Administrator are responsible for determining jobrelatedness and approving or disapproving training and conference attendance.
Job-Related Meetings
Attendance at professional meetings directly related to the performance of the
employee’s work responsibilities do not require the approval of the City Administrator.
Advance supervisor approval is required to ensure adequate department coverage.
Request for Participation in Training & Conferences
The request for participation in a training session or conference must be submitted in
writing to the employee’s supervisor on the appropriate form. All requests must include
an estimate of the total cost (training session, travel, meals, etc.) and a statement of how
the education or training is related to the performance of the employee’s work
responsibilities with the City.
Requests totaling more than $500.00 must be approved by the City Council and the City
Administrator. Documentation approving conference or training attendance will be
provided to the employee with a copy placed in the employee’s personnel file.
Payment information such as invoices, billing statements, etc., regarding the conference
or training should be forwarded to accounting for prompt payment.
Out of State Travel
Attendance at training or conferences out of state is approved only if the training or
conference is not available locally. All requests for out of state travel are reviewed for
approval/disapproval by the City Administrator before receiving Council approval.

Compensation for Travel & Training Time
Time spent traveling to and from, as well as time spent attending a training session or
conference, will be compensated in accordance with the federal Fair Labor Standards
Act.
Travel and other related training expenses will be reimbursed subject to the employee
providing necessary receipts and appropriate documentation.
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Memberships and Dues
The purpose of memberships to various professional organizations must be directly
related to the betterment of the services of the City. Normally, one City membership per
agency, as determined by the City Administrator is allowed, providing funds are
available.
Upon separation of employment, individual memberships remain with the City and are
transferred to another employee by the supervisor.

Travel & Meal Allowance
If employees are required to travel outside of the area in performance of their duties as a
City employee, they will receive reimbursement of expenses for meals, lodging and
necessary expenses incurred. However, the City will not reimburse employees for meals
connected with training or meetings within City limits, unless the training or meeting is
held as a breakfast, lunch or dinner meeting.
Employees who find it necessary to use their private automobiles for City travel and who
do not receive a car allowance will be reimbursed at the prevailing mileage rate as
established by the City Council, not to exceed the allowable IRS rate.
Expenses for actual meals, including sales tax and gratuity, will be reimbursed according
to this policy. A reimbursement form must be completed, and itemized receipts attached.
Meals are not to exceed the IRS standard meal allowance. No reimbursement will be
made for alcoholic beverages.

SECTION 15: SAFETY
The health and safety of each employee of the City and the prevention of occupational injuries
and illnesses are of primary importance to the City. To the greatest degree possible, management
will maintain an environment free from unnecessary hazards and will establish safety policies
and procedures for each department. Adherence to these policies is the responsibility of each
employee. Overall administration of this policy is the responsibility of each supervisor.
Reporting Accidents and Illnesses
Both Minnesota Worker’s Compensation laws and the state and federal Occupational Safety and
Health Acts require that all on the job injuries and illnesses be reported as soon as possible by the
employee, or on behalf of the injured or ill employee, to his/her supervisor. The employee’s
immediate supervisor is required to complete a First Report of Injury and any other forms that
may be necessary related to an injury or illness on the job.
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Safety Equipment/Gear
Where safety equipment is required by federal, state, or local rules and regulations, it is a
condition of employment that such equipment be worn by the employee.
Unsafe Behavior
Supervisors are authorized to send an employee home immediately when the employee’s
behavior violates the City’s personnel policies, department policies, or creates a potential health
or safety issue for the employee or others.
Access to Gender-Segregated Activities and Areas
With respect to all restrooms, locker rooms or changing facilities, employees will have access to
facilities that correspond to their affirmed gender identity, regardless of their sex at birth. The
city maintains separate restroom and/or changing facilities for male and female employees and
allows employees to access them based on their gender identity.
In any gender‐segregated facility, any employee who is uncomfortable using a shared facility,
regardless of the reason, will, upon the employee’s request, be provided with an appropriate
alternative. This may include, for example, addition of a privacy partition or curtain, provision to
use a nearby private restroom or office, or a separate changing schedule. However, the city will
not require a transgender or gender diverse employee to use a separate, nonintegrated space,
unless requested by the transgender or gender diverse employee, because it may publicly identify
or marginalize the employee as transgender.
Under no circumstances may employees be required to use sex‐segregated facilities that are
inconsistent with their gender identity.

Refer to the Harassment Policy.

SECTION 16: POSSESSION AND USE OF DANGEROUS WEAPONS
Possession or use of a dangerous weapon is prohibited on City property, or in City vehicles. This
includes employees with valid permits to carry firearms.
The following exceptions to the dangerous weapons prohibition are as follows:
• Employees legally in possession of a firearm for which the employee holds a valid
permit, if required, and said firearm is secured within an attended personal vehicle or
concealed from view within a locked unattended personal vehicle while that person is
working on City property.
• A person who is showing or transferring the weapon or firearm to a police officer as part
of an investigation.
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•

Police officers and employees who are in possession of a weapon or firearm in the scope
of their official duties.

SECTION 17: CITY DRIVING POLICY
This policy applies to all employees who drive a vehicle on city business at least once per month,
whether driving a city-owned vehicle or their own personal vehicle. It also applies to employees
who drive less frequently but whose ability to drive is essential to their job due to the emergency
nature of the job. The City expects all employees who are required to drive as part of their job to
drive safely and legally while on City business and to maintain a good driving record. This
includes the use of seat beats when not involved in a continuous moving operation such as
patching potholes.
The city will examine driving records once per year for all employees who are covered by this
policy to determine compliance with this policy. Employees who lose their driver’s license or
receive restrictions on their license are required to notify their immediate supervisor on the first
work day after any temporary, pending or permanent action is taken on their license and to keep
their supervisor informed of any changes thereafter.
The City will determine appropriate action on a case-by-case basis.

SECTION 18: CELLULAR PHONE USE
This policy is intended to define acceptable and unacceptable uses of cellular telephones. Its
application is to ensure that cellular phone usage is consistent with the best interests of the City
without unnecessary restriction of employees in the conduct of their duties. This policy will be
implemented to prevent the improper use or abuse of cellular phones and to ensure that City
employees exercise the highest standards of propriety in their use.
General Policy
Cellular telephones that are intended for the use of City employees in the conduct of their work
for the City: Supervisors are responsible for the cellular telephones assigned to their employees
and will exercise discretion in their use. Nothing in this policy will limit supervisor discretion to
allow reasonable and prudent personal use of such telephones or equipment provided that:
•
•
•

Its use in no way limits the conduct of work of the employee or other employees.
No personal profit is gained, or outside employment is served.
All employees are expected to follow applicable local, state, and federal laws and
regulations regarding the use of cellphones at all times. Employees whose job
responsibilities include regular or occasional driving and who are issued a cellphone for
business use are expected to refrain from using their phone while driving. Safety must
come before all other concerns. Regardless of the circumstances and in accordance with
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•

•

Minnesota law, employees are required to use hands-free operations or pull off into a
parking lot and safely stop the vehicle before placing or accepting a call. Employees are
encouraged to refrain from discussion of complicated or emotional matters and to keep
their eyes on the road while driving at all times. Special care should be taken in situations
where there is traffic or inclement weather, or the employee is driving in an unfamiliar
area. Hands-free equipment will be provided with City-issued phones to facilitate the
provisions of this policy.
Reading/sending text messages, making or receiving phone calls, emailing, video calling,
scrolling/typing, accessing a webpage, or using non-navigation applications while driving
is strictly prohibited.
o In accordance with State law, there is an exception to hands free cell phone
operations to obtain emergency assistance to report a traffic accident, medical
emergency or serious traffic hazard or prevent a crime from being committed.
There is also a state law exception for authorized emergency vehicles while in the
performance of official duties.
Employees who are charged with traffic violations resulting from the use of their phone
while driving will be solely responsible for all liabilities that result from such actions. See
above “City Driving Policy” for more information on reporting driver’s license
restrictions”

A supervisor may authorize an employee to use his/her own personal phone for City business
and be reimbursed by the City for those calls. An employee will not be reimbursed for businessrelated calls without prior authorization from his/her supervisor.
Supervisors may also prohibit employees from carrying their own personal cell phones during
working hours if it interferes with the performance of their job duties.
Use of public resources by City employees for personal gain and/or private use including, but not
limited to, outside employment or political campaign purposes, is prohibited and subject to
disciplinary action which may include termination and/or criminal prosecution, depending on the
circumstances. Incidental and occasional personal use may be permitted with the consent of the
supervisor.
Regardless of who pays the bill, cell phone records about city business are subject to the
Minnesota Government Data Practices Act. What this means is that if a request were received,
the city would be under the obligation to determine what information is public data and what
information is private data and would need access to the employee’s phone records and possibly
the phone itself in order to provide the data that is being requested. Therefore, the best practice is
to limit usage of personal cell phones for city business to that which is truly necessary or be
prepared to produce your cell phone and the associated records if needed.
Personal calls will be made or received only when absolutely necessary. Such calls must not
interfere with working operations and are to be completed as quickly as possible.
In cases where the city does not regard accounting for personal calls to be unreasonable or
administratively impractical due to the minimal cost involved, personal calls made by employees
on a city-provided cellular phone must be paid for by the employee through reimbursement to
the city based on actual cost listed on the city’s phone bill.
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Procedures
It is the objective of the City of Blue Earth to prevent and correct any abuse or misuse of cellular
telephones through the application of this policy. Employees who abuse or misuse such
telephones may be subject to disciplinary action.
Responsibility
The City Administrator, or designee, will have primary responsibility for implementation and
coordination of this policy. All supervisors will be responsible for enforcement within their
departments.

SECTION 19: COMPUTER USE
Purpose
The City of Blue Earth provides employees with technology to assist them with their job duties.
The purpose of this policy is to establish guidelines for employee use of all City technology
including but not limited to computer systems, voicemail systems, electronic mail ("e-mail"), the
Internet and other information systems. This policy applies to all employee use of City
technology including use by employees located on City property and off City property. The goal
of this policy is to avoid inappropriate use of City technology and to maintain appropriate
security to protect City data and technology.
City Ownership/Right to Access
All City technology systems are the property of the City of Blue Earth. This includes but is not
limited to all hardware, software, programs, applications, templates, internal and external e-mail
messages, facsimile (fax) messages, data, data files, and voicemail messages developed or stored
on city-owned, leased, or rented technology systems. The City reserves the right to access,
retrieve and read any data, messages or files stored on City technology and disclose any data,
messages, or files without prior employee consent. Employee use of City technology is not
private. This includes but is not limited to use of internal and external e-mail and use of the
Internet. Use of passwords does not make data, messages, or files private. Passwords must be
disclosed to supervisors upon request and may be bypassed by the City. By using City
technology, employees consent to any monitoring of that technology that may take place.
Copying Software & Program
Most computer software and programs are copyrighted. Employees may only copy and use
software according to the software license agreement. If there are any questions about the
appropriate use of the software, they should be directed to the City Administrator.
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Backing Up/Deleting Files
The Information Systems Department backs up all data except for any files that are stored on the
"C" drive of your personal computer. Employees are expected to regularly back-up computer
data files to avoid loss through hardware failure. Employees are also expected to delete old files
regularly in compliance with the City’s record retention schedule to help maintain adequate
system storage capacity.
Copying Data/Programs onto City Computers
All data files, e-mail attachments, and/or software programs must be checked by virus detection
software before being opened or downloaded on to the City's computer system. This includes
downloading software from remote bulletin boards and any on-line services. Employees may
only download copyrighted material if allowed by an agreement posted by its author or by
copyright law. If there is any question about how to use the City's virus detection software or
about appropriate use of copyrighted material, employees should contact the City’s technology
support technician.
Checking out Equipment
When employees check out portable equipment such as laptop computers, they are expected to
provide appropriate "common sense" protection against theft, accidental breakage, environmental
damage and other risks. Desktop computers and attached devices are not to be removed from
City buildings.
Inappropriate Uses of City Technology
Employees should not use City technology for any purpose that would reflect negatively on the
City. The following is a list of inappropriate uses of the City's technology which may result in
disciplinary action up to and including dismissal. This is not a complete list of inappropriate
uses. If an employee does not know whether a particular use would be allowed under this policy,
he or she should check with the City Administrator.
•

Displaying, printing, or transmitting material that contains defamatory, false, inaccurate,
abusive, obscene, pornographic, profane, sexually oriented, threatening, racially offensive,
or otherwise biased, discriminatory, or illegal material.

•

Displaying, printing, or transmitting material that violates City regulations prohibiting
sexual harassment.

•

Using the City's computer system or software or allowing others to use it for personal
profit, commercial product advertisement or partisan political purposes.

•

Using e-mail to solicit for commercial ventures, or charitable, religious or political causes,
with the exception of charitable campaign drives sponsored or endorsed by the City.

37

•

Inappropriately sharing your user ID or password to allow an individual to obtain
confidential information to which they normally would not have access.

•

Deliberately damaging or disrupting a computer system (hardware or software) or
intentionally attempting to "crash" network systems or programs.

•

Attempting to gain unauthorized access to internal or external computer systems.

•

Attempting to decrypt system or user passwords.

•

Unauthorized copying of system files or software programs.

Responsibility to Notify
Employees should notify their supervisor upon learning of violations of this policy.
Supervisor's Responsibility
Managers and supervisors are responsible for ensuring the appropriate use of computers, e-mail
and Internet access through training, supervising, coaching, and taking disciplinary action where
necessary.
Official Records
All data that is composed, transmitted or received on City owned, leased, or rented technology,
including internal and external electronic mail (e-mail), is considered to be part of the official
records of the City, and therefore subject to disclosure as appropriate under state and federal laws
(e.g., Minnesota Government Data Practices Act). Most documents will be considered public
records unless classified otherwise by state or federal law. However, employees must use the
same caution in releasing information on City technology systems as they do when releasing
hard copies of information. If in doubt about whether information is public, employees must
wait to release it until they have checked with the City Administrator.
Confidential and sensitive information, such as performance reviews, disciplinary and corrective
actions, attorney - client privileged information, personnel information, and health or medical
information should not be communicated through e-mail.
E-mail and other electronic documents must be saved in accordance with the City’s records
retention schedule if they are required for ongoing legal, fiscal, administrative, operational or
research purposes. These records should be saved to a word processing or paper file for storage
according to the City's records retention schedule. An example of this would be official
correspondence on a litigated matter. Any e-mail or other documents that does not fall into this
category may be deleted immediately. If you have questions about records retention, contact the
City Administrator.
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Personal Use of Technology
The City offers employees the privilege of personal use of its technology on an occasional basis,
for small personal jobs, such as typing a letter or conducting minor research on the Internet if
those purposes do not conflict with policies contained herein or with network rules either now in
place or as later determined to be important for the security and efficient operation of the
network. This policy is not intended to allow an employee to use City technology to run a
business, conduct a political campaign, or to promote social or religious causes or any other
ongoing or large-scale use. Personal use of City technology is not private. Personal use of city
technology, even when occasionally authorized, will not automatically provide legal immunity
for negligent acts of an employee if the employee inadvertently commits an act of disclosure of
private or non-public information while using city technology for personal uses.

SECTION 20: DISCIPLINE
General Policy
Supervisors are responsible for maintaining compliance with City standards of employee
conduct. The objective of this policy is to establish a standard disciplinary process for employees
of the City of Blue Earth. City employees will be subject to disciplinary action for failure to
fulfill their duties and responsibilities at the level required, including observance of work rules
and standards of conduct and applicable city policies.
Discipline will be administered in a non-discriminatory manner. An employee who believes that
discipline applied was either unjust or disproportionate to the offense committed may pursue a
remedy through the grievance procedures established in the City’s personnel policies. The
supervisor and/or the City Administrator will investigate any allegation on which disciplinary
action might be based before any disciplinary action is taken.

No Contract Language Established
This policy is not to be construed as contractual terms and is intended to serve only as a guide for
employment discipline.
Process
The City may elect to use progressive discipline with any employee. There may be
circumstances that warrant deviation from the suggested order or where progressive discipline is
not appropriate. Nothing in these personnel policies implies that any city employee has a
contractual right or guarantee (also known as a property right) to the job he/she performs.
Documentation of disciplinary action taken will be placed in the employee’s personnel file at
City Hall with a copy provided to the employee. The following are descriptions of the types of
disciplinary actions:
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(a) Oral Reprimand
This measure will be used where informal discussions with the employee’s supervisor have
not resolved the matter. All supervisors have the ability to issue oral reprimands without
prior approval.
Oral reprimands are normally given for first infractions on minor offenses to clarify
expectations and put the employee on notice that the performance or behavior needs to
change, and what the change must be. The supervisor will document the oral reprimand
including date(s) and a summary of discussion and corrective action needed.
(b) Written Reprimand
A written reprimand is more serious and may follow an oral reprimand when the problem is
not corrected, or the behavior has not consistently improved in a reasonable period of time.
Serious infractions may require skipping either the oral or written reprimand, or both.
Written reprimands are issued by the supervisor with prior approval from the City
Administrator.
A written reprimand will: (1) state what did happen; (2) state what should have happened; (3)
identify the policy, directive or performance expectation that was not followed; (4) provide
history, if any, on the issue; (5) state goals, including timetables, and expectations for the
future; and (6) indicate consequences of recurrence.
Employees will be given a copy of the reprimand to sign acknowledging its receipt.
Employees’ signatures do not mean that they agree with the reprimand. Written reprimands
will be placed in the employee’s personnel file.
(c) Suspension With or Without Pay
The City Administrator may suspend an employee without pay for disciplinary reasons.
Suspension without pay may be followed with immediate dismissal as deemed appropriate by
the City Council, except in the case of veterans. Qualified veterans will not be suspended
without pay in conjunction with a termination.
The employee will be notified in writing of the reason for the suspension either prior to the
suspension or shortly thereafter. A copy of the letter of suspension will be placed in the
employee's personnel file.
An employee may be suspended or placed on involuntary leave of absence pending an
investigation of an allegation involving that employee. The leave may be with or without pay
depending on several factors including the nature of the allegations. If the allegation is
proven false after the investigation, the relevant written documents will be removed from the
employee’s personnel file and the employee will receive any compensation and benefits due
had the suspension not taken place.

40

(d) Demotion and/or Transfer
An employee may be demoted or transferred if attempts at resolving an issue have failed and
the City Administrator determines a demotion or transfer to be the best solution to the
problem. The employee must be qualified for the position to which they are being demoted or
transferred. The City Council must approve this action.
(e) Salary
An employee's salary increase may be withheld, or the salary may be decreased due to
performance deficiencies.
(f) Dismissal
The City Administrator, with the approval of the City Council, may dismiss an employee for
substandard work performance, serious misconduct, or behavior not in keeping with City
standards.
If the disciplinary action involves the removal of a qualified veteran, who has completed
his/her initial probationary period, the appropriate hearing notice will be provided, and all
rights will be afforded the veteran in accordance with Minnesota law.

SECTION 21: GRIEVANCE PROCEDURE
Any dispute between an employee and the City relative to the application, meaning or
interpretation of these personnel policies will be settled in the following manner:
Step 1: The employee must present the grievance in writing, stating the nature of the
grievance, the facts on which it is based, the provision or provisions of the personnel
policies allegedly violated, and the remedy requested, to the proper supervisor within
twenty-one (21) days after the alleged violation or dispute has occurred. The supervisor
will respond to the employee in writing within seven (7) calendar days.
Step 2: If the grievance has not been settled in accordance with Step 1, it must be
presented in writing, stating the nature of the grievance, the facts on which it is based, the
provision or provisions of the Personnel Policies allegedly violated, and the remedy
requested, by the employee to the City Administrator within seven (7) days after the
supervisor’s response is due. The City Administrator or his/her designee will respond to
the employee in writing within seven (7) calendar days. The decision of the City
Administrator is final for all disputes with exception of those specific components in a
performance evaluation subject to a challenge through the Minnesota Department of
Administration.
Waiver
If a grievance is not presented within the time limits set forth above, it will be considered
"waived.” If a grievance is not appealed to the next step in the specified time limit or any
agreed extension thereof, it will be considered settled based on the City’s last answer. If
the City does not answer a grievance or an appeal within the specified time limits, the
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employee may elect to treat the grievance as denied at that step and immediately appeal
the grievance to the City Council. The time limit in each step may be extended by mutual
agreement of the City and the employee without prejudice to either party.

The following actions are not grievable:
• While certain components of a performance evaluation, such as disputed facts reported to
be incomplete or inaccurate are challengeable, other performance evaluation data,
including subjective assessments, are not.
• Pay increases or lack thereof; and
• Merit pay awards
The above list is not meant to be all inclusive or exhaustive.

SECTION 22: SEPARATION FROM SERVICE
Resignations
Employees wishing to leave the City service in good standing must provide a written resignation
notice to their supervisor, at least ten (10) working days before leaving. Exempt employees must
give thirty (30) calendar days’ notice. The written resignation must state the effective date of the
employee’s resignation.
Unauthorized absences from work for a period of three consecutive workdays may be considered
as resignation without proper notice.
Failure to comply with this procedure may be cause for denying the employee’s severance pay
and any future employment with the City.
Severance Pay
Employees who leave the employment of the City in good standing by retirement or resignation
will receive pay for 100% of unused accrued vacation, which will be applied to their final
paycheck. Use of any vacation time after the employee gives notice of resignation or retirement
must be approved by the City Administrator.
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APPENDIX A: Additional Policies
1. HARRASSMENT POLICY
2. FAMILY MEDICAL LEAVE ACT
3. CASH HANDLING POLICY
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CITY OF BLUE EARTH
HARRASSMENT POLICY
WHISTLEBLOWER PROTECTIONS
An employee of the City who, in good faith, reports an activity that he/she considers to be illegal
or dishonest to one or more of the parties may have whistleblower protections. The
whistleblower is not responsible for investigating the activity or for determining fault or
corrective measures; appropriate city management officials are charged with these
responsibilities.
Examples of illegal or dishonest activities include violations of federal, state, or local laws;
billing for services not performed or for goods not delivered; and other fraudulent financial
reporting.
If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the
employee is to contact his/her immediate supervisor or Human Resources. The employee must
exercise sound judgment to avoid baseless allegations. An employee who intentionally files a
false report of wrongdoing may be subject to discipline up to and including termination.
It is the City's legal responsibility to protect employees who make a complaint of employment
discrimination, who serve as a witness or participate in an investigation, or who are exercising
their rights when requesting religious or disability accommodation from retaliation.
Whistleblower protections are provided in two important areas – confidentiality and against
retaliation; insofar as consistent with Minnesota Data Practices, the confidentiality of the
whistleblower will be maintained. However, identity may have to be disclosed to conduct a
thorough investigation, to comply with the law and to provide accused individuals their legal
rights of defense. The City will not retaliate against a whistleblower. This includes but is not
limited to, protection from retaliation in the form of an adverse employment action such as
termination, compensation decreases, or poor work assignments and threats of physical harm.
Any whistleblower who believes he/she is being retaliated against must contact Human
Resources immediately. The right of a whistleblower for protection against retaliation does not
include immunity for any personal wrongdoing.
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RESPECTFUL WORKPLACE POLICY
The intent of this policy is to provide general guidelines about the conduct that is and is not
appropriate in the workplace or other City-sponsored social events. The City acknowledges that
this policy cannot possibly predict all situations that might arise and recognizes that some
employees are exposed to disrespectful behavior, and even violence, by the very nature of their
jobs.
Applicability
Maintaining a respectful work environment is a shared responsibility. This policy is applicable to
all City personnel including regular and temporary employees, volunteers, firefighters, and City
Council members.
Abusive Customer Behavior
While the City has a strong commitment to customer service, the City does not expect that
employees accept verbal or other abuse from any customer. An employee may request that a
supervisor intervene when a customer is abusive, or they may defuse the situation themselves,
including ending the contact.
If there is a concern about the possibility of violence, the individual should use his/her discretion
to call 911, and as soon as feasible, a supervisor. Employees should leave the area immediately
when violence is imminent unless their duties require them to remain (such as police officers).
Employees must notify their supervisor about the incident as soon as possible.
Types of Disrespectful Behavior
The following types of behaviors cause a disruption in the workplace and are, in many instances,
unlawful:
VIOLENT BEHAVIOR: includes the use of physical force, harassment, bullying, or
intimidation.
DISCRIMINATORY BEHAVIOR: includes inappropriate remarks about or conduct related to a
person’s race, color, creed, religion, national origin, disability, sex, pregnancy, marital status,
age, sexual orientation, gender identity, or familial status, or status regarding public assistance.
OFFENSIVE BEHAVIOR: may include such actions as: rudeness, angry outbursts,
inappropriate humor, vulgar obscenities, name calling, disrespectful language, or any other
behavior regarded as offensive to a reasonable person. It is not possible to anticipate in this
policy every example of offensive behavior. Accordingly, employees are encouraged to discuss
with their fellow employees and supervisor what is regarded as offensive, considering the
sensibilities of employees and the possibility of public reaction. Although the standard for how
employees treat each other, and the general public will be the same throughout the City, there
may be differences between work groups about what is appropriate in other circumstances
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unique to a work group. If an employee is unsure whether a particular behavior is appropriate,
the employee should request clarification from their supervisor or the City Administrator.
SEXUAL HARRASSMENT: can consist of a wide range of unwanted and unwelcome sexually
directed behavior such as unwelcome sexual advances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature when:
• Submitting to the conduct is made either explicitly or implicitly a term or condition of an
individual’s employment; or
• Submitting to or rejecting the conduct is used as the basis for an employment decision
affecting an individual’s employment; or
• Such conduct has the purpose or result of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile or offensive work environment.
Sexual harassment includes, but is not limited to, the following:
•
•

•

UNWELCOME OR UNWANTED SEXUAL ADVANCES. This means stalking,
patting, pinching, brushing up against, hugging, cornering, kissing, fondling or any other
similar physical contact considered unacceptable by another individual.
VERBAL OR WRITTEN ABUSE, KIDDING, OR COMMENTS THAT ARE
SEXUALLY ORIENTED AND CONSIDERED UNACCEPTABLE BY ANOTHER
INDIVIDUAL. This includes comments about an individual’s body or appearance where
such comments go beyond mere courtesy, telling “dirty jokes” or any other tasteless,
sexually oriented comments, innuendos or actions that offend others. The harassment
policy applies to social media posts, tweets, etc., that are about or may be seen by
employees, customers, etc.
REQUESTS OR DEMANDS FOR SEXUAL FAVORS. This includes subtle or obvious
expectations, pressures, or requests for any type of sexual favor, along with an implied or
specific promise of favorable treatment (or negative consequence) concerning one’s
current or future job.

NAMES AND PRONOUNS: Every employee will be addressed by a name and by pronouns that
correspond to the employee’s gender identity. A court‐ordered name or gender change is not
required.
Employee Response to Disrespectful Workplace Behavior
All employees should feel comfortable calling their supervisor or another manager to request
assistance should they not feel comfortable with a situation. If situations involve violent behavior
call the police or ask the individual to leave the area.
If employees see or overhear a violation of this policy, employees should advise a supervisor, the
City Administrator, or City Attorney promptly.
Employees who believe that disrespectful behavior is occurring are encouraged to deal with the
situation in one of the ways listed below. If there is a concern about the possibility of violence,
the individual should use his/her discretion to call 911, and as soon as feasible, a supervisor. In
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the event the disrespectful behavior occurring involves the employee’s supervisor, the employee
should contact the City Administrator.
Step 1(a). If you feel comfortable doing so, politely, but firmly, tell whoever is engaging
in the disrespectful behavior how you feel about their actions. Politely request the person
to stop the behavior because you feel intimidated, offended, or uncomfortable. If
practical, bring a witness with you for this discussion.
Step 1(b). If you fear adverse consequences could result from telling the offender or if the
matter is not resolved by direct contact, go to your supervisor or City Administrator. The
person to whom you speak is responsible for documenting the issues and for giving you a
status report on the matter no later than ten business days after your report.
In some situations, with an offender from the public, it is preferable to avoid one on one
interactions. Talk to your supervisor about available options to ensure there are others available
to help with transactions with the offender.
Step 1(c). The City urges conduct which is viewed as offensive be reported immediately
to allow for corrective action to be taken through education and immediate counseling, if
appropriate. It is vitally important you notify a supervisor, the City Administrator, the
mayor or councilmember of promptly of your concerns. Any employee who observes
sexual harassment or discriminatory behavior, or receives any reliable information about
such conduct, must report it promptly to a supervisor or the City Administrator.
Step 2. If, after what is considered to be a reasonable length of time (for example, 30
days), you believe inadequate action is being taken to resolve your complaint/concern,
the next step is to report the incident to the City Administrator or the Mayor.
Supervisor’s Response to Allegations of Disrespectful Workplace Behavior
Employees who have a complaint of disrespectful workplace behavior will be taken seriously.
In the case of sexual harassment or discriminatory behavior, a supervisor must report the
allegations promptly to the City Administrator, who will determine whether an investigation is
warranted. A supervisor must act upon such a report even if requested otherwise by the victim. In
situations other than sexual harassment and discriminatory behavior, supervisors will use the
following guidelines when an allegation is reported:
Step 1(a). If the nature of the allegations and the wishes of the victim warrant a simple
intervention, the supervisor may choose to handle the matter informally. The supervisor
may conduct a coaching session with the offender, explaining the impact of his/her
actions and requiring that the conduct not reoccur. This approach is particularly
appropriate when there is some ambiguity about whether the conduct was disrespectful.
Step 1(b). Supervisors, when talking with the reporting employee, will be encouraged to
ask him or her what he or she wants to see happen next. When an employee comes
forward with a disrespectful workplace complaint, it is important to note the City cannot
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promise complete confidentiality, due to the need to investigate the issue properly.
However, any investigation process will be handled as confidentially as practical and
related information will only be shared on a need-to-know basis and in accordance with
the Minnesota Data Practices Act.
Step 2. If a formal investigation is warranted, the individual alleging a violation of this policy
will be interviewed to discuss the nature of the allegations. The person being interviewed
may have someone of his/her own choosing present during the interview. Typically, the
investigator will obtain the following description of the incident, including date, time, and
place:
• Corroborating evidence
• A list of witnesses
• Identification of the offender
Step 3. The supervisor must notify the City Administrator about the allegations (assuming the
allegations do not involve the City Administrator).
Step 4. In most cases, as soon as practical after receiving the written or verbal complaint, the
alleged policy violator will be informed of the allegations. The alleged violator will have the
opportunity to answer questions and respond to the allegations. The City will follow any
other applicable policies or laws in the investigatory process.
Step 5. After adequate investigation and consultation with the appropriate personnel, a
decision will be made regarding whether or not disciplinary action will be taken.
Step 6. The alleged violator and complainant will be advised of the findings and conclusions
as soon as practicable and to the extent permitted by the Minnesota Government Data
Practices Act.
Step 7. The City will take reasonable and timely action, depending on the circumstances of
the situation.
The City is not voluntarily engaging in a dispute resolution process within the meaning of Minn.
Stat. § 363A.28, subd. 3(b) by adopting and enforcing this workplace policy. The filing of a
complaint under this policy and any subsequent investigation does not suspend the one-year
statute of limitations period under the Minnesota Human Rights Act for bringing a civil action or
for filing a charge with the Commissioner of the Department of Human Rights.
Special Reporting Requirements
When the supervisor is perceived to be the cause of a disrespectful workplace behavior incident,
a report will be made to the City Administrator who will determine how to proceed in addressing
the complaint as well as appropriate discipline.
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If the City Administrator is perceived to be the cause of a disrespectful workplace behavior
incident, a report will be made to the City Attorney who will confer with the Mayor and City
Council regarding appropriate investigation and action.
If a Council Member is perceived to be the cause of a disrespectful workplace behavior incident
involving City personnel, the report will be made to the City Administrator and referred to the
City Attorney. In cases such as these, it is common for the City Council to authorize an
investigation by an independent investigator (consultant). The independent investigator will
report his/her findings to the City Council. The City will take reasonable and timely action,
depending on the circumstances of the situation.
Pending completion of the investigation, the City Administrator may at his/her discretion take
appropriate action to protect the alleged victim, other employees, or citizens.
If an elected or appointed city official (e.g., council member or commission member) is the
victim of disrespectful workplace behavior, the City Attorney will be consulted as to the
appropriate course of action.
Confidentiality
A person reporting or witnessing a violation of this policy cannot be guaranteed anonymity. The
person’s name and statements may have to be provided to the alleged offender. All complaints
and investigative materials will be contained in a file separate from the involved employees’
personnel files. If disciplinary action does result from the investigation, the results of the
disciplinary action will then become a part of the employee(s) personnel file(s).
Retaliation
Retaliation is strictly prohibited. Retaliation includes, but is not limited to, any form of
intimidation, reprisal, or harassment. Individuals who report harassing conduct, participate in
investigations, or take any other actions protected under federal or state employment
discrimination laws will not be subject to retaliation.
Retaliation is broader than discrimination and includes, but is not limited to, any form of
intimidation, reprisal, or harassment. While each situation is very fact dependent, generally
speaking retaliation can include a denial of a promotion, job benefits, or refusal to hire,
discipline, negative performance evaluations or transfers to less prestigious or desirable work or
work locations because an employee has engaged or may engage in activity in furtherance of
EEO laws.
It can also include threats of reassignment, removal of supervisory responsibilities, filing civil
action, deportation or other action with immigration authorities, disparagement to others or the
media and making false report to government authorities because an employee has engaged or
may engage in protected activities. Any individual who retaliates against a person who testifies,
assists, or participates in an investigation may be subject to disciplinary action up to and
including termination.
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If you feel retaliation is occurring within the workplace, please report your concern immediately
to any of the following:
1. Immediate supervisor
2. City Administrator
3. Mayor
4. City Attorney
Supervisors who have been approached by employees with claims of retaliation will take the
complaint seriously and promptly report the allegations promptly to the city administrator, or if
the complaint is against the city administrator to the city attorney, who will decide how to
proceed in addressing the complaint.

SEXUAL HARRASSMENT PREVENTION
General
The City of Blue Earth is committed to creating and maintaining a public service workplace free
of harassment and discrimination. Such harassment is a violation of Title VII of the Civil Rights
Act of 1964, the Minnesota Human Rights Act, and other related employment laws
In keeping with this commitment, the City maintains a strict policy prohibiting unlawful
harassment, including sexual harassment. This policy prohibits harassment in any form,
including verbal and physical harassment.
This policy statement is intended to make all employees, volunteers, members of boards and
commissions, and elected officials sensitive to the matter of sexual harassment, to express the
City’s strong disapproval of unlawful sexual harassment, to advise employees against this
behavior and to inform them of their rights and obligations. The most effective way to address
any sexual harassment issue is to bring it to the attention of management.
Applicability
Maintaining a work environment free from harassment is a shared responsibility. This policy is
applicable to all City employees, volunteers, applicants, contractors/vendors, members of boards
and commissions, City Council members, and members of the public both in the workplace and
other City-sponsored social events.
Definitions
To provide employees with a better understanding of what constitutes sexual harassment, the
definition, based on Minnesota Statute § 363.01, subdivision 41, is provided: sexual harassment
includes unwelcome sexual advances, requests for sexual favors, sexually motivated physical
contact, or other verbal or physical conduct or communication of a sexual nature, when:
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•
•
•

Submitting to the conduct is made either explicitly or implicitly a term or condition of an
individual’s employment; or
Submitting to or rejecting the conduct is used as the basis for an employment decision
affecting an individual’s employment; or
Such conduct has the purpose or result of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile or offensive work environment.

Sexual harassment includes, but is not limited to, the following:
• Unwelcome or unwanted sexual advances. This means stalking, patting, pinching,
brushing up against, hugging, cornering, kissing, fondling or any other similar physical
contact considered unacceptable by another individual.
• Verbal or written abuse, making jokes, or comments that are sexually oriented and
considered unacceptable by another individual. This includes comments about an
individual’s body or appearance where such comments go beyond mere courtesy, telling
“dirty jokes” or any other tasteless, sexually oriented comments, innuendos or actions
that offend others. The harassment policy applies to social media posts, tweets, etc., that
are about or may be seen by employees, customers, etc.
• Requests or demands for sexual favors. This includes subtle or obvious expectations,
pressures, or requests for any type of sexual favor, along with an implied or specific
promise of favorable treatment (or negative consequence) concerning one’s current or
future job.

Options for Employees
The City of Blue Earth recognizes the need to educate its employees volunteers, members of
boards and commissions, and elected officials about sexual harassment and stands committed to
providing information and training. All employees are expected to treat each other and the public
with respect and assist in fostering an environment free from offensive behavior or harassment.
Violations of this policy may result in discipline, including possible termination. Each situation
will be evaluated on a case-by-case basis.
Employees who feel that they have been victims of sexual harassment, or employees who are
aware of such harassment, should immediately report their concerns to any of the following:
1. A supervisor
2. City Administrator
3. Mayor or City councilmember
In addition to notifying one of the above persons and stating the nature of the harassment, the
employee is also encouraged to take the following steps, if the person feels safe and comfortable
doing so. If there is a concern about the possibility of violence, the individual should use his/her
discretion to call 911, and as soon as feasible, a supervisor.
1. Communicate to the harasser the conduct is unwelcome. Professionally, but firmly,
tell whoever is engaging in the disrespectful behavior how you feel about their
actions, and request the person to stop the behavior because you feel intimidated,
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offended, or uncomfortable. If practical, bring a witness with you for these
discussions.
2. In some situations such as with an offender from the public, it is preferable to avoid
one on one interactions. Talk to your supervisor about available options to ensure
there are others available to help with transactions with an offender.
3. To reiterate, it’s important you notify a supervisor, the City administrator, the mayor
or councilmember of your concerns. The person to whom you speak is responsible for
documenting the issues and for giving you a status report on the matter. If, after what
is considered to be a reasonable length of time (for example, 30 days), you believe
inadequate action is being taken to resolve your complaint/concern, the next step is to
report the incident to the City Administrator, the mayor or the City Attorney.
The City urges conduct which is viewed as offensive be reported immediately to allow for
corrective action to be taken through education and immediate counseling, if appropriate.
Management takes these complaints seriously and has the obligation to provide an environment
free of sexual harassment. The City is obligated to prevent and correct unlawful harassment in a
manner which does not abridge the rights of the accused. To accomplish this task, the
cooperation of all employees is required.
In the case of a sexual harassment complaint, a supervisor must report the allegations in writing
promptly to the City Administrator. If the City Administrator is the subject of the complaint, then
the supervisor is to report the complaint to the Mayor/City Council Member. A supervisor must
act upon such a report even if requested otherwise by the victim. The City will take action to
correct any and all reported harassment to the extent evidence is available to verify the alleged
harassment and any related retaliation. All allegations will be investigated. Strict confidentiality
is not possible in all cases of sexual harassment as the accused has the right to answer charges
made against them; particularly if discipline is a possible outcome. Reasonable efforts will be
made to respect the confidentiality of the individuals involved, to the extent possible.
The City is not voluntarily engaging in a dispute resolution process within the meaning of Minn.
Stat. § 363A.28, subd. 3(b) by adopting and enforcing this workplace policy. The filing of a
complaint under this policy and any subsequent investigation does not suspend the one-year
statute of limitations period under the Minnesota Human Rights Act for bringing a civil action or
for filing a charge with the Commissioner of the Department of Human Rights.
Options for Supervisors and Elected Officials
If the supervisor is the alleged harasser, a report will be made to the City Administrator who will
assume the responsibility for investigation and discipline.
If the City Administrator is the alleged harasser, a report will be made to the Mayor/City Council
Member who will confer with the City Administrator regarding appropriate investigation and
action.
If a councilmember is the alleged harasser, the report will be made to the City Administrator and
or Mayor and referred to the City Attorney who will undertake the necessary investigation. The
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City Attorney will report his/her findings to the City Council, which will take the action it deems
appropriate.
If the Mayor is the alleged harasser, the report will be made to the City Administrator and
referred to the City Attorney who will undertake the necessary investigation.
Pending completion of the investigation, the City Administrator may at his/her discretion take
appropriate action to protect the alleged victim, other employees, or citizens.
If an elected or appointed City official (e.g., council member or commission member) is the
victim of disrespectful workplace behavior, the City Attorney will be consulted as to the
appropriate course of action.
Retaliation
The City of Blue Earth will not tolerate retaliation or intimidation directed towards anyone who
makes a complaint of employment discrimination, who serves as a witness or participates in an
investigation, and/or takes any other actions protected under federal or state discrimination laws,
including when requesting religious or disability accommodation. Retaliation is broader than
discrimination and includes, but is not limited to, any form of intimidation, reprisal, or
harassment. While each situation is very fact dependent, generally speaking retaliation can
include a denial of a promotion, job benefits, or refusal to hire, discipline, negative performance
evaluations or transfers to less prestigious or desirable work or work locations because an
employee has engaged or may engage in activity in furtherance of EEO laws.
It can also include threats of reassignment, removal of supervisory responsibilities, filing civil
action, deportation or other action with immigration authorities, disparagement to others or the
media and making false report to government authorities because an employee has engaged or
may engage in protected activities. Any individual who retaliates against a person who testifies,
assists, or participates in an investigation may be subject to disciplinary action up to and
including termination.
If you feel retaliation is occurring within the workplace, please report your concern immediately
to any of the following:
1. Immediate supervisor
2. City Administrator
3. Mayor or City Councilmember
4. In the event an employee feels retaliation has occurred by the City Administrator or the
City Council, then reporting may be made to the Mayor.
Supervisors who have been approached by employees with claims of retaliation will take the
complaint seriously and promptly report the allegations promptly to the city administrator, or if
the complaint is against the City Administrator to the City Attorney, who will decide how to
proceed in addressing the complaint.
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Consistent with the terms of applicable statutes and City personnel policies, the City may
discipline any individual who retaliates against any person who reports alleged violations of this
policy. The City may also discipline any individual who retaliates against any participant in an
investigation, proceeding or hearing relating to the report of alleged violations.
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CITY OF BLUE EARTH
SAFE CASH HANDLING
POLICY AND BEST PRACTICES
This policy does not supersede the Internal Control Policy
The following procedures apply to all City departments and employees who handle cash
transactions.

1. A transaction receipt must be offered to customers for each transaction
2. An employee of the City of Blue Earth shall not facilitate personal transactions
3. Accounts set up for the purpose of crediting transactions shall not be permitted for
employees or customers unless approved by the City Administrator AND Deputy City
Clerk
4. Cash and checks shall always be safely stored in the cash till
5. Cash shall always be counted in a safe and secure location out of view from the public
6. Cash shall be placed immediately into the cash drawer after the transaction is completed
7. Employees of the City of Blue Earth shall not take photographs with, or of cash or checks
8. If an employee of the City of Blue Earth suspects any form of fraudulent or suspicious
behavior, the concern shall be reported to the direct supervisor immediately. If an
employee suspects their supervisor of fraudulent or suspicious behavior, the report shall
be directed to the City Administrator or City Attorney
9. Large bills ($50s, $100s) are not permitted to be exchanged for smaller bills ($5s, $10s,
$20s)
10. Neither customers nor employees are permitted to write checks for more than $20 over
the transaction total.
Suspended transactions shall not be tolerated for employees or customers for any reason.
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GENERAL
In accordance with the Family and Medical Leave Act (FMLA) unpaid job protected leave will
be granted to all eligible employees (male and female) for up to twelve (12) weeks per twelve
(12) month period for any of the following reasons:
1. Birth or placement of a child with the employee for adoption or foster care;
2. To care for a spouse, child or parent who has a serious health condition; or
3. A serious health condition that makes the employee unable to perform the essential functions
of the position.
4. A covered military member’s active duty or call to duty or to care for a covered military
member (Military Caregiver and Qualified Exigency Leave).
In accordance with the law, the following definitions apply:
•

•
•

Caring for a covered family member includes psychological as well as physical care. It
also includes acquiring care and sharing care duties. An eligible child, with some
exceptions, is under 18 years of age.
An eligible parent includes a biological parent or a person who stood in the place of a
parent.
Serious Health Condition means an illness, injury, impairment, or physical or mental
condition that involves one of the following:
o Hospital Care: Any period of incapacity or treatment connected with inpatient care
(i.e., an overnight stay) in a hospital, hospice, or residential medical care facility;
o Pregnancy: Any period of incapacity due to pregnancy, prenatal medical care or
childbirth;
o Absence Plus Treatment: A period of incapacity of more than three consecutive
calendar days that also involves continuing treatment by or under the supervision of a
health care provider.
o Chronic Conditions Requiring Treatments: An incapacity from a chronic
condition which requires periodic visits for treatment by a health care provider,
continues over an extended period of time, and may cause episodic rather than a
continuing period of incapacity;
o Permanent/Long-Term Conditions Requiring Supervision
o Multiple Treatments: Any period of absence to receive multiple treatments
(including any period of recovery therefrom) by a health care provider or by a
provider of health care services under orders of, or on referral by, a health care
provider.

ELIGIBILITY
An eligible employee is one who has worked for the City for a cumulative period of twelve (12)
months and at least 1,250 hours during the twelve (12) month period prior to requesting the
leave.
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LENGTH OF LEAVE
The length of FMLA leave is not to exceed twelve (12) weeks in any twelve (12) month period.
The entitlement to FMLA leave for the birth or placement of a child expires twelve (12) months
after the birth or placement of that child.
LEAVE YEAR
The 12-month period is calculated by measuring twelve months backward from the start date of
the employee’s last FMLA leave.
HOW LEAVE MAY BE TAKEN
FMLA leave may be taken for 12 (or less) consecutive weeks, may be used intermittently (a day
periodically when needed), or may be used to reduce the workweek or workday, resulting in a
reduced hour schedule. In all cases, the leave may not exceed a total of 12 workweeks.
Intermittent leave may be taken when medically necessary for the employee’s serious health
condition or to care for a seriously ill family member. Intermittent leave must be documented in
the medical certification form as medically necessary.
If an employee is taking intermittent leave or leave on a reduced schedule for planned medical
treatment, the employee must make a reasonable effort to schedule the treatment so as to not
disrupt the City’s business.
In instances when intermittent or reduced schedule leave for the employee or employee's family
member is foreseeable or is for planned medical treatment, including recovery from a serious
health condition, the City may temporarily transfer an employee to an available alternative
position with equivalent pay and benefits if the alternative position would better accommodate
the intermittent or reduced schedule.
Intermittent/reduced scheduled leave may be taken to care for a newborn or newly placed
adopted or foster care child only with the City’s approval.

NOTICE
The employee is to give verbal or written notice to his/her supervisor at least thirty (30) days
prior to the date on which leave is to begin or if thirty (30) days notice cannot be given as much
notice as practical.
If an employee fails to give thirty (30) days notice for a foreseeable leave with no reasonable
explanation for the delay, the leave may be denied until thirty (30) days after the employee
provides notice. To the extent possible, planned medical treatment should be scheduled so that it
will not unduly disrupt the City's operations. The City requires an employee on FMLA leave to
report periodically on the employee’s status and intent to return to work.
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MEDICAL CERTIFICATION
For leave due to an employee’s serious health condition or that of an employee’s family member,
the City will require the completion of a Medical Certification form by the attending physician or
practitioner. The form must be submitted by the employee to the City Administrator within
fifteen (15) calendar days after leave is requested. If the form is not submitted in a timely
fashion, the employee must provide a reasonable explanation for the delay. Failure to provide
medical certification may result in a denial or delay of the leave.
When leave is due to an employee’s own serious health condition, a fitness for duty certification
(FFD) will be required before an employee can return to work. Failure to timely provide such
certification may eliminate or delay an employee’s right to reinstatement under the FMLA.
If an employee is using intermittent leave and reasonable safety concerns exist regarding the
employee’s ability to perform his or her duties, a FFD certificate may be required as frequently
as every 30 days during periods when the employee has used intermittent leave.
RECERTIFICATION
Recertification of leave may be required if the employee requests an extension of the original
length approved by the City or if the employee's circumstances change. Recertification may also
be required if there is a question as to the validity of the certification or if the employee is unable
to return to work due to the serious health condition.
ANNUAL MEDICAL CERTIFICATION AND RECERTIFICATION
Where the employee's need for leave due to the employee's own serious health condition lasts
beyond a single leave year, the City will require employees to provide a new medical
certification in each subsequent leave year.

REINSTATEMENT
Employees returning from Family and Medical Leave will be reinstated in the same position or a
position equivalent in pay, benefits, and other terms and conditions of employment.

INTERMITTENT LEAVE
Leave requested because of a serious health condition of either a family member or the employee
may be taken intermittently or on a reduced schedule if medically necessary. All requests for
intermittent leave will be evaluated on a case-by-case basis.
The City may require the employee to transfer temporarily to an alternative position, with
equivalent pay and benefits that better accommodates the intermittent leave than the employee’s
regular position.
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FITNESS FOR DUTY CERTIFICATION
The City may require a medical certificate attesting to the employee's fitness for duty prior to
return to work. The fitness for duty report must be based on the particular health condition(s) for
which the leave was approved and must address whether the employee can perform the essential
functions of his/her regular job.
The City Administrator may consult with a physician or other expert to determine reasonable
accommodations for any employee who is a "qualified disabled" employee under the ADA
(Americans with Disabilities Act). If a fitness for duty certification is required, the City may
deny reinstatement until it is provided.

JOB PROTECTION
Employees returning from Family and Medical Leave will be reinstated in their former position
or a position equivalent in pay, benefits and other terms and conditions of employment.
An employee's reinstatement rights are the same as they would have been had the employee not
been on leave. Thus, if an employee's position would have been eliminated or an employee
would have been terminated but for the leave, the employee would not have the right to be
reinstated upon return from leave.

EFFECT ON BENEFITS
An employee granted leave under this policy will continue to be covered under the City's group
health insurance plan under the same conditions and at the same level of City contribution as
would have been provided had they been continuously employed during the leave period. If there
are changes in the City's contribution levels while the employee is on leave, those changes will
take place as if the employee were still on the job.
The employee will be required to continue payment of the employee portion of group insurance
coverage.
Arrangements for payment of the employee's portion of premiums must be made by the
employee with the City. If an employee's contribution is more than thirty (30) days late, the City
may terminate the employee's insurance coverage (subject to COBRA requirements).

SENIORITY
Seniority does not accrue during any period of unpaid FMLA except as allowed when the leave
is covered by worker’s compensation). However, seniority accrued prior to commencement of
FMLA leave will not be lost.
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USE OF ACCRUED PAID LEAVE OR COMPENSATORY TIME DURING FAMILY
AND MEDICAL LEAVE
During the Family and Medical Leave, employees must use accrued sick leave, vacation leave
(annual leave) and compensatory time prior to taking an unpaid leave unless their medical
condition/injury is covered by worker’s compensation or the absence qualifies under the state
Parental Leave law (see Parental Leave Policy).
FMLA leave counts as continued service for purposes of retirement and/or pension plans.

RECORDS RETENTION
Records on FMLA leave will generally be kept with normal payroll records except that any
medical record will be maintained separately as a confidential medical record in accordance with
the law.

FAILURE TO RETURN TO WORK FROM FMLA
Employees who cannot return from an approved FMLA leave at the end of the approved leave
period may request an extension (up to the maximum of twelve (12) weeks allowed under
FMLA). If the twelve (12) FMLA weeks have already been used, the employee can request to go
on a regular unpaid leave of absence. If approved, before unpaid leave begins the employee must
use any accrued sick leave, compensatory time, or vacation leave (annual leave) that remains. If
the leave is approved and unpaid, the employee will be required to pay the full cost of all group
insurance, as provided under COBRA, in order to continue coverage.
If the unpaid leave of absence is not approved or the employee fails to request additional leave,
the employee will be considered to have voluntarily resigned. If circumstances beyond the
employee's control prevented the employee from requesting additional leave, a retroactive leave
request may be allowed, subject to the City Council’s approval.
If an employee fails to return from a FMLA leave and is determined to have voluntarily quit as
described above, the City may seek reimbursement from the employee for the portion of the
insurance premiums paid by the City on behalf of that employee during the period of leave.
FMLA – QUALIFIED EXIGENCY AND MILTARY CAREGIVER LEAVE
QUALIFIED EXIGENCY
Eligible employees (described above) whose spouse, son, daughter, or parent either has been
notified of an impending call or order to covered active military duty or who is already on
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covered active duty may take up to 12 weeks of leave for reasons related to or affected by the
family member’s call-up or service.
The qualifying exigency must be one of the following: (1) short-notice deployment; (2) military
events and activities; (3) childcare and school activities; (3) financial and legal arrangements; (5)
counseling; (6) rest and recuperation; (7) post-deployment activities; (8) parental care; or (9)
additional activities that arise out of active duty, provided that the employer and employee agree,
including agreement on timing and duration of the leave.
MILITARY CAREGIVER LEAVE
An employee eligible for FMLA leave (described above) who is the spouse, son, daughter,
parent, or next of kin of a covered servicemember may take up to 26 weeks in a single 12-month
period to care for that servicemember.
The family member must be a current member of the Armed Forces (including a member of the
National Guard or Reserves), who has a serious injury or illness incurred in the line of duty on
active duty for which he or she is undergoing medical treatment, recuperation, or therapy, or
otherwise is on outpatient status or on the temporary disability retired list. Eligible employees
may not take leave under this provision to care for former members of the Armed Forces, former
members of the National Guard and Reserves, or members on the permanent disability retired
list.

DEFINITIONS
• A son or daughter of a covered servicemember means the covered servicemember’s
biological, adopted, or foster child, stepchild, legal ward, or a child for whom the covered
servicemember stood in loco parentis, and who is of any age.
• A parent of a covered servicemember means a covered servicemember’s biological,
adoptive, step, or foster father or mother, or any other individual who stood in loco
parentis to the covered servicemember. This term does not include parents “in law.”
• The next of kin of a covered servicemember is the nearest blood relative, other than the
covered servicemember’s spouse, parent, son, or daughter, in the following order of
priority: blood relatives who have been granted legal custody of the servicemember by
court decree or statutory provisions, brothers and sisters, grandparents, aunts and uncles,
and first cousins, unless the covered servicemember has specifically designated in writing
another blood relative as his or her nearest blood relative for purposes of military
caregiver leave under the FMLA. When no such designation is made, and there are
multiple family members with the same level of relationship to the covered
servicemember, all such family members shall be considered the covered
servicemember’s next of kin and may take FMLA leave to provide care to the covered
servicemember, either consecutively or simultaneously. When such designation has been
made, the designated individual shall be deemed to be the covered servicemember’s only
next of kin.
• Covered active duty means:
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•

•

o “Covered active duty” for members of a regular component of the Armed Forces
means duty during deployment of the member with the Armed Forces to a foreign
country.
o “Covered active duty” for members of the reserve components of the Armed
Forces (members of the U.S. National Guard and Reserves) means duty during
deployment of the member with the Armed Forces to a foreign country under a
call or order to active duty in a contingency operation as defined in section
101(a)(13)(B) of Title 10 of the United States Code.
Covered servicemember means:
o An Armed Forces member (including the National Guard or Reserves)
undergoing medical treatment, recuperation, or therapy or otherwise in outpatient
status or on the temporary disability retired list, for a serious injury or illness”; or
o A veteran who is undergoing medical treatment, recuperation, or therapy, for a
serious injury or illness and who was a member of the Armed Forces (including a
member of the National Guard or Reserves) at any time during the period of 5
years preceding the date on which the veteran undergoes that medical treatment,
recuperation, or therapy.
Serious injury or illness means:
o In the case of a member of the Armed Forces (including a member of the National
Guard or Reserves), means an injury or illness that was incurred by the member in
line of duty on active duty in the Armed Forces (or existed before the beginning
of the member’s active duty and was aggravated by service in line of duty on
active duty in the Armed Forces) and that may render the member medically unfit
to perform the duties of the member’s office, grade, rank, or rating; and
o In the case of a veteran who was a member of the Armed Forces (including a
member of the National Guard or Reserves) at any time during a period when the
person was a covered servicemember, means a qualifying (as defined by the
Secretary of Labor) injury or illness incurred by a covered servicemember in the
line of duty on active duty that may render the servicemember medically unfit to
perform the duties of his or her office, grade, rank or rating.

AMOUNT OF LEAVE – QUALIFIED EXIGENCY
An eligible employee can take up to 12 weeks of leave for a qualified exigency.
AMOUNT OF LEAVE – MILITARY CAREGIVER
An eligible employee taking military caregiver leave is entitled to 26 workweeks of leave during
a “single 12-month period.” The “single 12-month period” begins on the first day the eligible
employee takes FMLA leave to care for a covered servicemember and ends 12 months after that
date.
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Leave taken for any FMLA reason counts towards the 26-week entitlement. If an employee does
not take all 26 workweeks of leave to care for a covered servicemember during this “single 12month period,” the remaining part of the 26 workweeks of leave entitlement to care for the
covered servicemember is forfeited. 29 C.F.R. § 825.127(e)(1) (2017).

CERTIFICATION OF QUALIFYING EXIGENCY FOR MILITARY FAMILY LEAVE
The City will require certification of the qualifying exigency for military family leave. The
employee must respond to such a request within 15 days of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of continuation of
leave. This certification will be provided using the DOL Certification of Qualifying Exigency for
Military Family Leave.

CERTIFICATION FOR SERIOUS INJURY OR ILLNESS OF COVERED
SERVICEMEMBER FOR MILITARY FAMILY LEAVE
The City will require certification for the serious injury or illness of the covered servicemember.
The employee must respond to such a request within 15 days of the request or provide a
reasonable explanation for the delay. Failure to provide certification may result in a denial of
continuation of leave. This certification will be provided using the DOL Certification for Serious
Injury or Illness of Covered Servicemember.
All other provisions of the FMLA policy, including Use of Paid Leave, Employee Status and
Benefits During Leave, Procedure for Requesting Leave, and Benefits During Leave and
Reinstatement, are outlined above in the FMLA policy.

REASONABLE UNPAID WORK TIME FOR NURSING MOTHERS
[MN law change effective July 1, 2014]
Nursing mothers will be provided reasonable unpaid break time for nursing mothers to express
milk for nursing her child for one year after the child’s birth. The city will provide a room (other
than a bathroom) as close as possible to the employee’s work area, that is shielded from view and
free from intrusion from coworkers and the public and includes access to an electrical outlet,
where the nursing mother can express milk in private.
Reasonable Accommodations to an Employee for Health Conditions Relating to Pregnancy
The city will attempt to provide a female employee who requests reasonable accommodation
with the following for her health conditions related to her pregnancy or childbirth:
•
•
•
•

More frequent restroom, food, and water breaks;
Seating;
Limits on lifting over 20 pounds; and/or
Temporary transfer to a less strenuous or hazardous position, should one be available.

Unless such accommodations impose an undue hardship on the city, the city will engage in an
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interactive process with respect to an employee’s request for a reasonable accommodation.

LIGHT DUTY/MODIFIED DUTY ASSIGNMENT
This policy is to establish guidelines for temporary assignment of work to temporarily disabled
employees who are medically unable to perform their regular work duties. Light duty is
evaluated by the City Administrator on a case-by-case basis. This policy does not guarantee
assignment to light duty.
Such assignments are for short-term, temporary disability-type purposes; assignment of light
duty is at the discretion of the City Administrator. The City Administrator reserves the right to
determine when and if light duty work will be assigned.
When an employee is unable to perform the essential requirements of his/her job due to a
temporary disability, he/she will notify the supervisor in writing as to the nature and extent of the
disability and the reason why he/she is unable to perform the essential functions, duties, and
requirements of the position. This notice must be accompanied by a physician’s report
containing a diagnosis, current treatment, and any work restrictions related to the temporary
disability. The notice must include the expected time frame regarding return to work with no
restrictions, meeting all essential requirements and functions of the city’s job description along
with a written request for light duty. Upon receipt of the written request, the supervisor is to
forward a copy of the report to the city administrator. The city may require a medical exam
conducted by a physician selected by the city to verify the diagnosis, current treatment, expected
length of temporary disability, and work restrictions.
It is at the discretion of the City Administrator whether or not to assign light duty work to the
employee. Although this policy is handled on a case-by-case basis, light duty will not generally
be approved beyond six months.
If the City offers a light duty assignment to an employee who is out on worker’s compensation
leave, the employee may be subject to penalties if he/she refuses such work. The City will not,
however, require an employee who is otherwise qualified for protection under the Family and
Medical Leave Act to accept a light duty assignment.
The circumstances of each disabled employee performing light duty work will be reviewed
regularly. Any light duty/modified work assignment may be discontinued at any time.
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RESOLUTION 22-05
AUTHORIZATION TO EXECUTE MINNESOTA
DEPARTMENT OF TRANSPORTATION AGENCY
AGREEMENT FOR FEDERAL AIRPORT
EXPENSESRE BURSEMENT
It is resolved by the City of Blue Earth as follows:

1. That the state of Minnesota Agreement No. 1049506,

"Grant Agreement for Federal Airport Expenses Reimbursement," for
State Project No. A2201-C3 at the Blue Earth Municipal is accepted.
2. That the ______________________ and the ___________________ are
authorized to execute this Agreement and any amendments on behalf of the
City of Blue Earth.

CERTIFICATION
STATE OF MINNESOTA
COUNTY OF

________________________________________________

I certify that the above Resolution is a true and correct copy of the Resolution adopted by the

(Name of the Recipient)
at an authorized meeting held on the

day of

, 20

as shown by the minutes of the meeting in my possession.
Signature:
(Clerk or Equivalent)

CORPORATE SEAL

/OR!

NOTARY PUBLIC

My Commission Expires:

JOB SAFETY & TRAINING

Minnesota Municipal Utilities Association

This program has been developed and
modified for use by:

City of Blue Earth

AWAIR –
A Workplace Accident & Injury
Reduction

Program

MMUA – JOB SAFETY & TRAINING

AWAIR Program

 Minnesota Municipal Utilities Association
3131 Fernbrook Lane North • Suite 200
Plymouth, MN 55447-5142
Phone 763.551.1230 • Fax 763.551.0459
www.mmua.org
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Introduction
In 1990, the State of Minnesota amended the Occupational Safety and Health Act.
Minnesota Statutes Chapter 182.653 subd.8 requires employers in certain industries
to develop written, comprehensive workplace safety and health programs which are
based on the NAICS (North American Industry Classification System) system. This
legislation is known as A Workplace Accident and Injury Reduction (AWAIR) Act.
Programs developed to comply with the act are known as AWAIR programs. The
requirements of the legislation that are addressed and complied with in our program
are as follows:
1. How managers, supervisors and employees are responsible for implementing
the program and how continued participation of management will be
established, measured and maintained;
2. The methods used to identify, analyze and control new or existing hazards,
conditions and operations;
3. How the plan will be communicated to all affected employees so that they
are informed of work-related hazards and controls;
4. How workplace accidents will be investigated and corrective action
implemented; and
5. How safe work practices and rules will be enforced
MN OSHA has adopted a list of NAICS codes that we have determined to exist within
our jurisdiction as a public entity. These departments are under our blanket AWAIR
program. The NAICS codes for the departments under our AWAIR Program are
highlighted on the listing in Appendix A.

Safety Policy Statement
The safety and health of our employees at the CITY OF BLUE EARTH (CITY OF
BLUE EARTH)’s most important business consideration. No employee will be
required to do a job that they consider unsafe. CITY OF BLUE EARTH will comply
with all applicable MN OSHA workplace safety and health requirements and
maintain occupational safety and health standards that equal or exceed the best
practices in the industry.
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CITY OF BLUE EARTH has established a safety committee, consisting of
management and labor representatives, whose responsibility will be identifying
hazards and unsafe work practices, removing obstacles to accident prevention, and
helping evaluate our effort to achieve an accident-and-injury-free workplace.
CITY OF BLUE EARTH pledges to do the following:
 Strive to achieve the goal of zero accidents and injuries.


Provide mechanical and physical safeguards wherever they are necessary.



Conduct routine safety and health inspections to find and eliminate unsafe
working conditions, control health hazards, and comply with all applicable MN
OSHA safety and health requirements.



Train and provide all employees in safe work practices and procedures.



Provide employees with necessary personal protective equipment and train
them to use and care for it properly.



Enforce company safety and health rules and require employees to follow the
rules as a condition of employment.



Investigate accidents to determine the cause and prevent similar accidents.

Managers, supervisors, and all other employees share responsibility for a safe
and healthful workplace.
 Management is accountable for preventing workplace injuries and illnesses.
Management will consider all employee suggestions for achieving a safer,
healthier workplace. Management also will keep informed about workplace
safety-and-health hazards and regularly review the company’s safety and
health program.


Supervisors are responsible for supervising and training workers in safe work
practices.



Supervisors must enforce company rules and ensure that employees follow
safe practices during their work.



Employees are expected to participate in safety and health program activities
including, immediately reporting hazards, unsafe work practices, and
accidents to supervisors or a safety committee representative, wearing
required personal protective equipment, and, participating in and supporting
safety committee activities.
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Approval/Revision of Program
The approval of this AWAIR Program is so recorded as such in the minutes of meeting
dated 10/14/2021. Approving Authority for program is maintained by Mary Kennedy –
City Administrator as so indicated by the previously stated recording in the meeting
minutes.
The Safety Committee annually reviews this program and may make necessary revisions.
The Approving Authority shall retain the responsibility for all policy revisions.

Application
This AWAIR program is intended to serve as an overview of all currently applicable
Safety and Health programs. This program outlines the philosophy by which CITY OF
BLUE EARTH will develop, implement, and maintain all other safety and health programs
which concern more specific topics.
While compliance with the law and OSHA standards is an important objective, an
effective AWAIR program must be tailored to CITY OF BLUE EARTH’s particular needs.
This program shall look beyond specific legal requirements to identify and analyze
existing hazards. It shall seek to prevent injuries and illnesses, even when compliance is
not an issue. Ultimately, the program’s effectiveness in practice is what is important.
Should a department’s operations require the need for a specific addition to this
program, said specifics will be added as an addendum for that department and be
maintained by that department within their operations.

Goals and Objectives
Central to our AWAIR program are the goals and objectives we, as an organization,
have set for our overall safety and health program. The goals establish the direction
for our program and state what we are attempting to achieve through this program.
Our goals are generally challenging to reach or complete but are also possible to
achieve. The goals are specific to CITY OF BLUE EARTH. Our objectives are specific
actions that we will be taking to attempt to achieve those goals. Our objectives can
either be measured or demonstrated.
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Safety Committee
The CITY OF BLUE EARTH has established a safety committee pursuant to Minnesota
Statutes SEC. 182.676.
The safety committee will hold regularly scheduled meetings
CITY OF BLUE EARTH and all Sections within the city’s operations may have
Representatives on the Safety Committee. All representatives will serve on a voluntary
basis. Terms of office will be revisited annually by individual departments. A chairperson
and vice chairperson will be elected among the representatives.
Management/Supervisory personnel will have a representative on the safety committee.
Safety Committee members will be able to perform their duties without fear
discrimination or retaliation by management or the governing body.

Roles and Responsibilities
For Everyone in the Organization:
All employees, supervisors, and managers must follow all safety rules at all times.

For Employees:
1. Employees must promptly report any safety and health hazards they observe
to their supervisor and safety committee representative.
2. An employee’s first priority is to perform each job task safely. If an employee
is unsure how to perform the task safely, he or she must consult with their
supervisor.
3. Employees must wear personal protective equipment as required for their
protection and maintain the equipment in a sanitary manner.
4. Employees must report all accidents and near misses to their supervisor
immediately upon occurrence.

For Supervisors:
1. Supervisors must discuss any current safety issues with their employees at
the beginning of all regularly scheduled staff safety meetings or at the
tailgate/toolbox meetings.
4
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2. Supervisors will address all safety concerns raised by staff by initially
investigating the issue, determining if the concern is valid and taking
appropriate corrective action whenever necessary. Corrective action can
include ordering new equipment, issuing maintenance work orders or
consulting with the safety director, the safety committee or upper
management.
3. Immediately upon learning of an accident or near miss the supervisor must
initiate an investigation and submit the completed accident investigation
report to the safety director.
4. Supervisors will actively and positively participate in all safety committee
inspections of their assigned areas.

For Safety Directors:
1. The safety director will serve as the lead person in the organization for safety
and health issues and will serve as an ex-officio member of the safety
committee.
2. The safety director must review all First Reports of Injury and Accident
Investigation Reports with the safety committee and take appropriate action
to prevent recurrence.
3. The safety director will conduct all safety training required by regulation or
identified by management, supervision or the safety committee as a need to
assure a safe workplace.
4. The safety director will recommend improvements in physical plant,
machinery, equipment, raw materials and personal protective equipment to
management, supervision and the safety committee.

For Safety Committees:
1. The safety committee will conduct monthly meetings and conduct area
inspections to review accident reports, identify hazards and address any and
all safety concerns raised by employees, first-line supervision or the safety
director.
2. The safety committee will review the AWAIR program at least annually and
make recommendations concerning updates and revisions to the program to
senior management and the safety director.
3. Safety committee members each represent their particular work area and,
therefore, should address all safety concerns brought to them by their
coworkers. These concerns should be handled by initially investigating the
issue with the area supervisor to determine if the concern is valid and then,
as necessary and appropriate, bring the issue to the safety director or the full
safety committee.

For Management/Administration:
1. Managers will communicate to all employees and supervisors the importance
of worker safety and health throughout the organization.
5
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2. Management shall review all safety concerns brought forward by the safety
director, the safety committee or first-line supervision and take appropriate
action.
3. Management shall review the AWAIR program and any recommended
revisions from the safety committee at least annually, make the appropriate
revisions and work with the safety director, the safety committee and firstline supervision to communicate the revisions throughout the organization.
4. Management also establishes the importance of the AWAIR program, both by
the priority they give workplace safety and health issues and by the example
they set by initiating safety and health improvements, correcting hazards,
enforcing safety rules, rewarding excellent performance in safety and health,
and by following all safety rules. Safety and health programs are similar to
quality improvement and other efforts organizations engage in to continually
improve performance, customer service, competitiveness, organizational
culture, etc.

For Elected/Appointed Officials:
1. Officials will communicate to all Managerial/Administrative personnel the
importance of safety and health throughout the CITY OF BLUE EARTH.
2. Elected/Appointed Officials will provide the resources to improve safety and
health throughout the entire organization. This includes providing employees
and supervisors with the authority to identify and correct hazards, the
budget to purchase new equipment or make repairs, the training necessary
to work safely and to recognize hazards, and the systems to get repairs
made, materials ordered and other improvements accomplished.
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Enforcement of Safety and Health
Programs
Enforcement of safe work practices should be fair, consistent throughout the CITY
OF BLUE EARTH, and based on established policy. Management and supervision
should be conscious of the examples they set for the workplace and should obey the
same rules as the rest of the workforce.
Unsafe or unhealthy work action by all employees shall be corrected in a timely
manner based on the severity of the hazards. The enforcement of the program is
based on the following methods:
1.
2.
3.
4.

Verbal warning
Written warning
Leave without pay
Termination

Or Take Safety Program Enforcement from union contract language agreement or
current personnel manual.
Disciplinary action will follow the above sequence unless the situation warrants more
severe action.
Not only should negative behavior be discouraged, but positive behavior should be
reinforced as well. Exceptional performance or efforts in workplace safety and health
should be recognized by the organization.

7

M M U A

–

J O B

S A F E T Y

&

T R A I N I N G

Hazard Identification, Analysis
and Control
CITY OF BLUE EARTH will use the following steps to Identify, Analyze and Control
hazards:
 Walk-around inspections by Supervisors, Management or the Safety
Committee
 Job or safety hazard analyses of different parts of the operation
 Inspections should be done on a regular basis to identify both newly
developed hazards and those previously missed
 Periodic industrial hygiene monitoring and sampling for agents such as
hazardous substances, noise and heat
 Job hazard identification checklists
 Employee reporting of workplace safety and health hazards
 Employee hazard abatement suggestions
 Preventative maintenance inspections
 Engineering controls
 Administrative controls
 Personal Protective Equipment
 Management and Employee Training
CITY OF BLUE EARTH may use the enclosed forms to assist in the Identification,
Analysis and Control of hazards:











SP
SP
SP
SP
SP
SP
SP
SP
SP

1 – Hazard Inventory
2 – Safety Inspection Checklist
3 – Report of Unsafe Conditions
4 – Hazard Elimination Evaluation Control Worksheet
5 – Job Hazard Analysis
6 – Indoor Environmental Audit
7 – Personal Exposure Monitoring
8 – Certification of Employee Training
10 – Accident/Injury Investigation
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Communication
All managers and supervisors are responsible for communicating with all workers
about occupational safety and health in a form readily understandable by all
workers. Our communication system encourages all workers to inform their
managers and supervisors about workplace hazards without fear of reprisal.
Our communication system may include one or more of the following items:
 New worker orientation including a discussion of safety and health
policies and procedures
 Review of our program
 Training programs
 Regularly scheduled safety meetings
 Posted or distributed safety information
 A system for workers to anonymously inform management about
workplace hazards

9
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Contractor Duties
All contractors shall follow any and all Minnesota OSHA, Federal OSHA, MN DOT,
MPCA and other regulatory agencies rules that pertain to their work sites in the
State of Minnesota. All contractors shall be responsible for initiating, maintaining and
supervising safety and health related policies, programs and work practices in
connection with the performance of contractual work.
Duties to Subcontractors
Contractors that use sub-contractors shall be responsible for communicating any and
all safety and health related information to those subcontractors and shall ensure
that subcontractors initiate, maintain and supervise safety and health related
polices, programs and work practices while performing subcontracted work.
Imminent Danger
In the event of an imminent danger situation, CITY OF BLUE EARTH reserves that
right to suspend contracted work if said work exposes the employees of either
employer to imminent danger.

Imminent Danger Definition per MNOSHA:
Imminent danger situations are given top priority. An imminent danger is any
condition or practice that presents a substantial probability that death or serious
physical harm could occur immediately or before the danger can be eliminated
through normal enforcement procedures. MNOSHA becomes aware of these
situations through reports received from employees, the general public or direct
observation by an investigator.
If an imminent danger situation is identified, the safety and health investigator will
ask the employer to voluntarily eliminate the hazard and to remove the endangered
employees from exposure. If the employer fails to do this, MN OSHA may "red tag"
the equipment or job site for 72 hours.
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Accident Investigation
Procedures for investigating workplace accidents, hazardous substance exposures,
and near misses include:
1.
2.
3.
4.

Interviewing injured workers and witnesses;
Examining the workplace for factors associated with the accident/exposure;
Determining the cause of the accident/exposure;
Taking corrective action to prevent the accident/exposure from re-occurring;
and
5. Recording the findings and actions taken. It should not be to affix blame.

Each contributing factor should be traced back to its root cause. A written report
that describes the accident, its causes and recommendations for corrective action
and prevention will be prepared and presented to management and safety
committee.
The ultimate goal of the investigation is to determine the basic and root causes and
to determine appropriate corrective action so the incident does not happen again.
To simply attribute an accident to “employee error,” without further consideration of
the basic causes, deprives the organization of the opportunity to take real preventive
action. Possible use of engineering controls, improved work practices and
administrative controls should be considered to help employees do their jobs safely.
Management practices may also be considered as a possible basic factor. For
example, if there is managerial or supervisory pressure to increase production or cut
costs, employees may take unsafe shortcuts in work procedures or necessary
preventive maintenance may be delayed or skipped.
The Accident/Injury Investigation Form (Form SP 10) may be used.

11
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Figure 1: Accident and Injury Flowchart
The image part with relationship ID rId16 was not found in the file.
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Program Evaluation
The AWAIR Act requires employers to review the entire program at least annually
and document the findings. Program review is vital, because it serves as a check to
see if the organization is making progress towards its goal of creating a safer,
healthier workplace for all employees. The annual review keeps the program fresh,
accurate and an integral part of the organization.
The AWAIR Program Audit Form (Form SP 9) shall be used as a tool and record of
the annual audit.
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PURPOSE

T

he purpose of this bloodborne pathogens exposure control program is to define
special precautions to be utilized in minimizing or eliminating potential
workplace exposure, by employees, to human blood and other potentially
infectious materials. It is also the purpose for this program is to define the
administrative responsibilities for the program. The OSHA regulations, 1910.1030
(Appendix A) and Instruction CPL 02-02-069 (Appendix B) are used as reference
documents. Additional reference information is obtained from the Minnesota
Department of Labor & Industry (MNOSHA) and the Centers for Disease Control.

SCOPE
This blood borne disease exposure control program has been modified in accordance
with instructions provided by the Minnesota Association of Municipal Utilities and
applicable state and federal regulations and has been approved as City of Blue Earth
blood borne disease exposure control program by the appropriate administrative or
governing authority shown below.
The use of the word “City” or “Utility” or “City/Utility” shall be construed to mean the
municipal City/Utility (ies) of the city and such other departments of city government for
which this program has been adopted.
This Bloodborne Pathogens Program will be reviewed for relevant updates by the Safety
Committee annually.
See Appendix C for approval and revision history.

APPLICABILITY
While contact with the above materials is not a frequent on-the-job occurrence with City of
Blue Earth personnel, potential exposure may occur in first-aid situations where there are
open wounds or where rescue breathing efforts are required. This program primarily
addresses those parts of the regulation that would apply to this minimum exposure

2

POLICY
The City of Blue Earth is committed to providing a safe and healthful work environment for
the entire staff. In pursuit of this goal, the following Bloodborne Pathogens program and
exposure control plan is provided to eliminate or minimize occupational exposure to
bloodborne pathogens.
This program is a key document to assist the CITY OF BLUE EARTH in implementing and
ensuring compliance with state and federal standards, thereby protecting our employees.
This program includes:


Employee Exposure Determination



Methods of exposure control implementation
o
o
o
o
o
o

Universal Precautions
Housekeeping
Engineering Controls & Work Practices
Personal Protective Equipment
Laundry
Labeling



Hepatitis B Vaccination



Employee Training



Hazard Communication



Exposure Incident
o
o
o



Post-Exposure Evaluation and Follow-up
Administration
Procedures for Evaluation Circumstances of Incident

Recordkeeping
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ADMINISTRATION
The following person shall be responsible for the administration and implementation of the
Bloodborne Pathogens Program at the City/Utility and shall be designated as the Exposure
Control Plan administrator.
Name of Person

Title

Office/Location

Mary Kennedy

City Administrator

City of Blue Earth

Phone#

507-526-7336

Responsibilities of the Exposure Plan administrator shall include:


Maintain, review and update exposure control plan at least annually and whenever
necessary to include new or modified tasks and procedures.



Ensuring that all medical actions required by the standard are performed and that
appropriate employee health and OSHA records are maintained.



Training, documentation of training and making the written exposure control plan
available to department heads and supervisory personnel.



Ensure department heads and supervisory personnel are provided with appropriate
information to purchase and select necessary equipment and supplies.



To ensure an effective Bloodborne Pathogens Program, the following supervisors are
responsible for carrying out the details of this program in their work areas.

The following person(s) shall be responsible for implementation of the exposure control plan
within their designated assignment.
Title of Position

Department

Office/Location

Jamie Holland

Public Works

Street Shop

Jamie Holland

Public Works

Wastewater
Treatment Facility

Mary Kennedy

City Admin

4

City Hall

Phone#

Formatted Table

EMPLOYEE EXPOSURE DETERMINATION
All job positions with departments identified under “Applicability” shall have
determination made regarding occupational exposure to bloodborne pathogens.
Determination will be made without regard to personal protective equipment, and will be
place each position into one of two categories.
See Appendix B for Exposure Determination and Participation List
1) Job positions in which all employees have potential for occupational exposure.
2) Job positions in which some employees have potential for occupational exposure.

Definitions

Occupational exposure - “reasonably anticipated skin, eye, mucous membrane, or
potential l contact with blood or other potentially infectious materials that may result
from the performance of the employee’s duties.”

Other potentially infectious materials – “any body fluid that is visibly contaminated
with blood.” Note - Urine, feces, sweat, tears, nasal secretions, and vomitus which
are not visibly contaminated with blood are not considered other potentially
infectious materials.

METHODS OF EXPOSURE CONTROL IMPLEMENTATION
Universal Precautions - Engineering Controls & Work
Practices
Universal Precautions are methods of exposure in which potentially infectious materials are
always treated as if they were known to be infection with bloodborne pathogens. The following
will be adhered to in order to protect all employees and minimize exposure.
Employee Responsibilities:
1) Gloves will be worn whenever there is the potential for the hands to come in contact with
blood, infectious materials, mucous membranes, non-intact skin, or surfaces and
materials soiled with blood or other potentially infectious materials.
2) Disposable gloves will be replaced as soon as possible when they are visibly soiled, torn,
punctured, or may no longer provide a barrier to contamination. Utility gloves may be
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disinfected for re-use if their protective ability is not compromised, but they will be
discarded if they are cracked, peeling, discolored, torn, punctured or deteriorating.
3) Employees will wash their hands immediately after removing protective gloves or other
PPE and after hand contact with blood or other potentially infectious materials. If
working away from a facility with a water supply, disinfecting solution or towelettes may
be used and hands will be washed with soap and water as soon as possible.
4) All PPE will be removed immediately after completion of the task being performed and
placed in a designated appropriate area or container for storage, washing,
decontamination or disposal.
5) Masks, eye protection or face shields will be worn if there is a potential for blood or other
potentially infectious materials to become air borne via splashes, spray or spatters, where
it may come into contact with eyes, nose, or mouth.
6) Depending upon the task and degree of exposure expected, protective clothing will be
worn that provides effective protection.


Gowns, coats, aprons or similar items will be worn if there is a potential of contaminating work clothing
and a protective cap will be worn if there is the potential for splashing or spraying of potentially
infectious material on the head.



Fluid resistant clothing will be worn if there is a potential for the splashing or spraying of blood or other
potentially infectious material



Fluid proof clothing and shoe covers will be worn if there is a potential for clothing or shoes to become
soaked with blood or other potentially infectious materials.

7) If hypodermic needles or other sharps are used, they will not be sheared, bent, broken or
recapped by hand.
8) It is prohibited to eat, drink smoke or apply cosmetics or lip balm, handle contact lenses,
or store food or beverages in areas of possible contamination or occupational exposure.
9) All procedures involving blood or potentially infectious materials will be performed in such
a manner to minimize splashing, spraying, or the production of aerosols.
10) Direct mouth-to-mouth contact is prohibited and rescue breathing procedures will be
performed with mouthpieces, resuscitation bags, pocket masks or other protective
ventilation devices.
11) Potentially infectious broken glassware and other sharp items will not be picked up
directly by hand by will be manipulated using mechanical devices such as a brush, dust
pan, tongs, forceps or cotton swabs.
12) Any container used to hold potentially infectious materials will be closeable, leak proof,
and display the universal biohazard symbol shown. If the outside of the container is
likely to be contaminated also, a second leak proof container will be placed over the first,
labeled as above, and closed to prevent leakage during handling, storage, and transport.
If puncture of the first container is likely, both containers will be puncture resistant. If
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the above container holds infectious waste for disposal, the disposal method will comply
with federal, state, and local regulations.
13) If sharps are used, they will be placed immediately in closable, puncture resistant and
disposable containers which are leak proof on the bottom and sides and display the
universal biohazard symbol.
14) If reusable items are contaminated, they will be decontaminated before washing and/or
reuse or processing.
15) All laundry used in a potentially infectious situation, will be treated as if it were
contaminated and will be handled as little as possible with a minimum of agitation.
The laundry will be bagged at the location where it was used, the bag will display the
universal biohazard symbol and the laundry will be sorted only in a well ventilated area
by trained employees wearing protective gloves and other appropriate PPE to prevent
exposure during handling and sorting.
Employer Responsibilities:
1) Any engineering or work practice controls which would help isolate or remove the
hazards will be examined and maintained or replaced on a regular schedule to ensure
their effectiveness.
2) The employer will provide appropriate PPE and ensure that affected employees use the
appropriate protective equipment and follow the above universal precautions.
The supplied equipment may include items such as disposable or reusable gloves, fluidproof aprons, coats, head and foot coverings, face shields, masks, eye protection, mouthpieces, resuscitation bags, pocket masks, or any other device which would protect the
worker from work exposure.
3) PPE will be provided in the appropriate sizes for affected employees and will be readily
accessible at the worksite or issued to the employee. If an employee is allergic to the
gloves normally provided, hypoallergenic gloves will be provided for that employee.
4) Provisions will be made for the cleaning, laundering or disposal of PPE and all such
equipment will be repaired or replaced as needed to maintain its effectiveness.
5) Wherever contamination may occur, the worksite will be maintained in a clean and
sanitary condition. An appropriate written schedule for cleaning and the method of
disinfection (a solution of 1:10 of household bleach and water is acceptable as is any
disinfectant that is tuberculocidal) will be provided and will be based on the work
location, the type of contamination, the type of surface to be cleaned and the type of
procedures used.


All equipment and work surfaces will be cleaned and disinfected immediately after
contact with blood or other potentially infectious materials. If protective
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coverings are used, they will be removed and replaced at the end of the work
shift or whenever they become obviously contaminated.


Equipment (including containers and receptacles) intended for reuse which may
become contaminated will be checked routinely and before servicing or shipping
and will be decontaminated as needed.

Personal Protective Equipment
Personal Protective Equipment (PPE) is provided to our employees at no cost to them. Training
in the use of the appropriate PPE for specific tasks or procedures shall be the responsibility of
the Exposure Control Plan Administrator.
All employees using PPE must observe “Universal Precautions” and also the following:
Wash hands immediately or as soon as feasible after removing gloves or other PPE.
Remove PPE after it becomes contaminated and before leaving the work area.
Used PPE may be disposed of as directed by the Supervisor.
Wear appropriate gloves when it is reasonably anticipated that there may be hand contact with
blood or other potentially infected material, and when handling or touching contaminated items
or surfaces; replace gloves if torn, punctured or contaminated, or if their ability to function as a
barrier is compromised.
Utility gloves may be decontaminated for reuse if their integrity is not compromised; discard
utility gloves if they show signs of cracking, peeling, tearing, puncturing, or deterioration.
Never wash or decontaminate disposable gloves for reuse.
Wear appropriate face and eye protection when splashes, sprays, spatters, or droplets of blood
or other potentially infected material pose a hazard to the eye, nose, or mouth.
Remove immediately or as soon as feasible any garment contaminated with blood or other
potentially infected material, in such a manner so as to avoid contact with the outer surface.
Contaminated and reusable PPE (eye protection, face shields, resuscitation equipment) shall be
appropriately decontaminated prior to reuse. Decontamination shall be completed using
procedures previously identified under “Universal Precautions”.

Laundry
The City of Blue Earth shall be responsible for processing materials that are contaminated as

the result of job duties. Processing may include but not be limited to laundering, repair, or
replacement.
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The Supervisor shall be contacted to arrange for the processing of contaminated materials.


Universal precautions and PPE must be used when handling these materials.



Contaminated laundry must not be taken home for laundering.



Wet contaminated laundry shall be placed in a leak-proof, labeled/color coded
container. See labeling section.

Labeling
All containers that contain contaminated waste or other potentially infectious materials
shall have identification that includes a biohazard warning symbol and the words
“Biohazard.”

HEPATITIS B VACCINATION
City of Blue Earth will provide training to employees on hepatitis B vaccinations, addressing
safety, benefits, efficacy, methods of administration, and availability.

The hepatitis B vaccination series is available at no cost after initial employee training and within
10 days of initial assignment to all employees identified in the exposure determination section of
this plan. Vaccination is encouraged unless:


Documentation exists that the employee has previously received the series;



Antibody testing reveals that the employee is immune;



Or medical evaluation shows that vaccination is contraindicated.

Vaccination location, time and date will be arranged for by the Exposure Plan Administrator or
Supervisor.
Employees may decline the vaccination series. If the employee chooses to decline the
vaccination, they must be given a statement of declination and must sign the form. Employees
declining, may at a later date, request and obtain the vaccination, under the same requirements
of this section.
Declination of the vaccination series may only be effectuated after training has been provided.
Documentation of statement of declination will be maintained in the employee’s personnel file.
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EMPLOYEE TRAINING
All employees who have occupational exposure to bloodborne pathogens received training
arranged for by the Exposure Plan Administrator. Qualifications of instructor are attached to
training documentation.
All employees who have occupational exposure to bloodborne pathogens receives training on the
epidemiology, symptoms, and transmission of bloodborne pathogen diseases. In addition, the
training program covers, at a minimum, the following elements:


A copy and explanation of the OSHA bloodborne pathogen standard



An explanation of our exposure control plan and how to obtain a copy



An explanation of methods to recognize tasks and other activities that may involve
exposure to blood and other potentially infectious materials, including what constitutes
an exposure incident



An explanation of the use and limitations of engineering controls, work practices, and
PPE



An explanation of the types, uses, location, removal, handling, decontamination, and
disposal of PPE



An explanation of the basis for PPE selection



Information on the hepatitis B vaccine, including information on its efficacy, safety,
method of administration, the benefits of being vaccinated, and that the vaccine will be
offered free of charge



Information on the appropriate actions to take and persons to contact in an emergency
involving blood or other potentially infection materials



An explanation of the procedure to follow if an exposure incident occurs, including the
method of reporting the incident and the medical follow-up that will be made available



Information on the post-exposure evaluation and follow-up that the employer is
required to provide for the employee following an exposure incident



An explanation of the signs and labels and/or color coding required by this standard and
used by the City of Blue Earth.



An opportunity for interactive questions and answers with the person conducting the training
session

EXPOSURE INCIDENT
An exposure incident is specific eye, mouth, other mucous membrane, non-intact skin,
or parenteral contact with blood or other potentially infectious materials that results
from the performance of an employee’s duties.
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Employees shall immediately report exposure incidents to their supervisor or the
Exposure Plan Administrator

Post Exposure Evaluation and Follow-up
An immediately available confidential medical evaluation and follow up will be conducted
by your provider or at United Hospital District.
Following initial first aid the following activities will be performed:


Document the routes of exposure and how the exposure occurred



Identify and document the source individual (unless it can be established that
identification is infeasible or prohibited by state or local law)



Obtain consent and make arrangements to have the source individual tested as soon as
possible to determine HIV, HCV, and HBV infectivity; document that the source
individual’s test results were conveyed to the employee’s health care provider



If the source individual is already known to be HIV, HCV, and/or HBV positive, new
testing need not be performed



Assure that the exposed employee is provided with the source individual’s test results
and with information about applicable disclosure laws and regulations concerning the
identity and infectious status of the source individual



After obtaining consent, collect exposed employee’s blood as soon as feasible after
exposure incident, and test blood for HBV and HIV serological status and for antibody to
Hepatitis B surface antigen.



If the exposed employee does not give consent of HIV serological testing during
collection of blood for baseline testing, preserve the baseline blood sample shall be
preserved for at least 90 days; if the exposed employee elects to have the baseline
sample tested during this waiting period, perform testing as soon as feasible.

Administration
The Exposure Plan Administrator shall ensure that health care professional(s)
responsible for employee’s hepatitis B vaccination and post-exposure evaluation and
follow-up are provided a copy of the OSHA bloodborne pathogens standard.
The Exposure Plan Administrator shall ensure that the health care professional(s)
evaluating an employee after an exposure incident shall also receive the following:


A description of the employee’s job duties relevant to the exposure incident



Route(s) of exposure



Circumstances of exposure
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If possible, results of the source individual’s blood test



Relevant employee medical records, including vaccination status.

The Exposure Plan Administrator shall provide the exposed employee with a copy of the
evaluating health care professional’s written opinion with 15 days after completion of the
evaluation.

Procedures for Evaluating Exposure Incident
The Exposure Plan Administrator shall review the circumstances of all exposure incidents
to determine:


Engineering controls in use at the time of exposure



Work practices followed



A description of the device being used (including type and brand), if applicable



Protective equipment or clothing that was used at the time of the exposure incident
(i.e., gloves, eye shields, etc.)



Location of the incident



Procedures being performed when the incident occurred



Employee’s training, including dates

The Exposure Plan Administrator shall record all percutaneous injuries from contaminated sharps
in a Sharps Injury Log and/or with comparable information on the OSHA 300 Log.

RECORDKEEPING
Training
Training records are completed for each employee upon completion of training. These
documents will be kept for at least three years. Training documentation is maintained at Blue

Earth Light and Water Office.
Training Records include:


Dates of the training sessions



Contents and/or summary of the training sessions



Names and qualifications of persons conducting the training, and



Names and job titles of all persons attending the training sessions.
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Copies of employee training records will be provided to the employee with 15 working days of
receipt of written request. Requests for training records must be addressed to the Exposure
Plan Administrator.

Medical Records
Medical records are maintained for each employee with occupational exposure in
accordance with 29 CFR 1910.1020.

The City of Blue Earth maintains the required medical records. These confidential records
are kept for at least the duration of employment plus 30 years.

Employee medical records are provided upon request of the employee or to anyone
having written consent of the employee with 15 working days. All such requests must
be sent to the City Administrator. An exposure incident is evaluated to determine if the
case meets OSHA’s recordkeeping requirements in 29 CFR 1904. The determination and
recording of incidents is made by the City Administrator.

Sharps Injury Log
In addition to the 1904 Recordkeeping Requirements, a confidential sharps injury log
shall be maintained for recording percutaneous injuries from contaminated sharps.
Each incident record includes the date of the injury, the type and brand of the device
involved, the department where the incident occurred, and an explanation of how the
incident occurred.
The sharps log is reviewed at least annually as part of the annual evaluation of the
program and is maintained for at least 5 years following the end of the calendar year
covered.
If a copy is requested, all personal identifiers will be removed from the report.
The log is maintained and filed by the City Administrator.

Exposure Control Plan Evaluation
If it is determined through the post-exposure evaluation and follow-up that revisions to this
Exposure Control Plan are needed, the Exposure Plan Administrator will ensure that
appropriate changes are completed. The Exposure Plan Administrator will also ensure that
revisions are communicated to all affected employees.
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PURPOSE

T

his program manual is designed to implement the provisions of the
Minnesota Employee Right to Know Act of 1983. This manual presents the
major aspects of the standards. These standards require employers to
evaluate their workplaces for the existence of hazardous substances,
harmful physical agents, and infectious agents and to provide training and
information to those employees covered under this act who are routinely exposed to
those substances and agents.

SCOPE OF THE EMPLOYEE RIGHT TO
KNOW PROGRAM
This Employee Right to Know Program has been developed in accordance to
applicable state and federal regulations. It has been approved as the City/Utility’s
own right to know program by the appropriate administrative or governing authority
identified below. The use of the word “City” or “Utility” or “City/Utility” shall be
construed to mean the City of Blue Earth and such other departments of city
government for which this program has been adopted.
This Employee Right to Know Program will be reviewed for relevant updates by the
Safety Committee every two years.
See Appendix A for Approval and Revision History
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Administrative Responsibilities
The following person is responsible for administering the Employee Right to Know
Program at the City/Utility. This person has the primary responsibility to oversee the
ERTK program and ensure that it is organized, implemented and updated as
required by the Employee Right to Know Standard.
Program Administrator for City Departments Covered in this program.

Mary Kennedy – City Administrator

To ensure an effective Employee Right to Know Program, the following supervisors
are responsible for carrying out the details of this program in their work areas.
Supervisor

Department

Jamie Holland

Public works

Jamie Holland

Public works

Mary Kennedy

City Administration

Steve Brown

Fire Department

Tom Fletcher

Police Department
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Hazard Determination
The City of Blue Earth recognizes/inventories a list of hazardous substances, harmful
physical agents and infectious agents listed in subparts 5206.0400, 5206.0500 and
5206.0700 of the Employee Right to Know rules. The City of Blue Earth will exercise
reasonable diligence in evaluating the workplace for the presence of recognized
hazardous substances, harmful physical agents, and infectious agents and assure
that employees are provided with the rights stated in the standard. The City of Blue
Earth understands that the hazardous substances list includes the majority of
hazardous substances that will be encountered in Minnesota (or other states) and
that it does not include all hazardous substances and may not always be current.
Therefore, the evaluations conducted by the specific manufacturer of the substances
used at the City of Blue Earth will be accepted and employees provided with the
rights stated in the standard.
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HAZARDOUS SUBSTANCES
The City of Blue Earth has developed an inventory/list of all hazardous substances
and the operations where they are used. The intent is to inform employees about the
hazardous substances they may encounter in the workplace.
Work area supervisors or delegated employees will update the inventory/list
whenever a new hazardous substance is introduced into that work area. Supervisors
will report the name of the new hazardous substance and the operation where it will
be used to the following individual so that it can be added to the inventory/list before
employees in the work area use it.

Jamie Holland
Public Works Director
The inventory/list of hazardous substance used at the of City of Blue Earth is
available for review at the following location(s).

Building

Location

City Hall

File/ Admin

Wastewater Department

File/ office

Public Works

File/ office
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Hazardous Substance Container
Labeling
The following person is responsible for coordinating labeling activities among
supervisors and employees to make sure they are uniform and follow the rules of the
City/Utility.
MMUA Regional Safety Coordinator
Anthony Lenz
The City of Blue Earth understands that the manufacturer of a hazardous substance
or mixture of hazardous substances, or of equipment which generates a harmful
physical agent is obligated to provide the information necessary for the City of Blue
Earth to comply with Employee Right to know requirements. Supervisors at the City
of Blue Earth will evaluate containers arriving in their work area to ensure that the
label, tag, or markings meet the following requirements:
1) Identifies the hazardous substance.
2) Appropriate hazard warning(s).
3) Name and address of the chemical manufacturer, importer or other
responsible party.
Should a product be received that does not meet the above stated labeling
requirements, the supervisors will immediately label, tag, or mark any hazardous
substance container at the City of Blue Earth so that it:
1) Identifies the hazardous substance and the identity corresponds with the
name used on the SDS and inventory list.
2) Indicates the appropriate hazard warning
3) Does not conflict with labels from the Department of Transportation.

6

Supervisors will also ensure:
1) The label, tag, or marking is legible, in English, and is prominently displayed.
2) The incoming containers of hazardous substance include the manufacturer’s
name and address.
3) Chemical labels for OSHA specific standards comply with those regulations.
4) The labels on incoming containers of hazardous substances are not removed
or defaced unless the container is immediately marked, tagged or labeled with
required information.
5) Stationary processes that contain hazardous substances have the appropriate
label or alternative warning attached that conveys the required information.
6) Contracted employers working at the facility are notified of the labeling
procedure and understand the label (warning) system.
7) The City of Blue Earth recognizes labeling that is in compliance with the
following regulations meet the requirements of the Employee Right to Know
Program:
8) Pesticides labeled in accordance with the Federal Insecticide, Fungicide and
Rodenticide Act.
9) Any food, food additive, color additive, drug, or cosmetic including materials
intended for use as ingredients in products labeled in accordance with the
requirements of the Federal Food, Drug and Cosmetic Act.
10) Distilled spirits (beverages alcohols), wines, or malt beverages labeled in
accordance with the Federal Alcohol Administration Act.
11) Any consumer products as defined in the Consumer Product Safety Act and
labeled in accordance with the requirements of that act.
12) Any hazardous substance as defined in the Federal Hazardous Substance
Act and labeled in accordance with the requirements that act.
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In-House Label Explanation and
Description
Supervisors will ensure that all secondary containers in the workplace are labeled
according the following requirements:
1) Identifies the product and any hazardous substances.
2) Appropriate hazard warning(s).
3) The label, tag, or marking is legible, in English, and is prominently displayed.

The City of Blue Earth uses the following label(s) for secondary containers
1) Chemical Name
2) Physical Hazards
3) Health Hazards including target warnings
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Safety Data Sheets (SDS)
The City of Blue Earth will obtain and collect the safety data sheets (SDS) for all
hazardous substances purchased from manufacturers, importers and distributors of
said substances. A current hard copy or an electronic copy will be on file.
Where an in-house process generates hazardous substances, a “generic” SDS of
the hazardous substance will be obtained and placed in the City of Blue Earth SDS
file. The intent is to provide a “safety data sheet” for all hazardous substances
encountered by employees in the workplace.
The following person in responsible for making sure the SDS file at the City of Blue
Earth is maintained and updated as necessary:

Jamie Holland – Public Works Director

Supervisors will notify this person prior to the time that a new hazardous substance is
used in the workplace so that the appropriate SDS can be obtained.
The SDS file (hard or electronic) at the City of Blue Earth is located at the following
location(s):

Building

Location

Public Works

Shop

Wastewater Treatment

Main office

City Hall

Maintenance

Liquor Store

Storeroom

These files are available to all employees at the SDS file location or for more
information contact your immediate supervisor
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HARMFUL PHYSICAL AGENTS
The City of Blue Earth recognizes the list of harmful physical agents listed/inventoried
below. The City of Blue Earth will exercise reasonable diligence in evaluating the
workplace for the presence of recognized harmful physical agents at a level that may
be expected to approximate or exceed the permissible exposure limit or the
applicable action level. The City of Blue Earth understands that the list/inventory of
harmful physical agents includes the majority of harmful physical agents that will be
encountered in Minnesota (or other states). The City of Blue Earth will make a
diligent effort to ensure that this list is updated, as necessary. The City of Blue Earth
will ensure that exposed employees are afforded their rights as established in the
Employee Right to Know rules.

List of Harmful Physical Agents
1) Heat
2) Noise
3) Ionizing Radiation
4) Nonionizing Radiation

Harmful Physical Agent Labeling
The City of Blue Earth will ensure that equipment or work areas that specifically
generate harmful physical agents at a level that may be expected to approximate or
exceed the permissible exposure limit or applicable action will be labeled, marked or
tagged. Labeling will include:
1) The name of the physical agent.
2) The appropriate hazard warning.
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INFECTIOUS AGENTS
The City of Blue Earth recognizes the list of infectious agents listed in Minnesota rule
5260.0600. The City of Blue Earth will exercise reasonable diligence in evaluating
the workplace for the presence of recognized and other infectious agents. The City
of Blue Earth understands that the list of infectious agents includes the majority of
communicable infectious agents that will be encountered in Minnesota. The City of
Blue Earth will make a diligent effort to ensure that the most current list is provided in
this program. The City of Blue Earth will ensure employees who are routinely
exposed are provided with the rights established in the Employee Right to Know
rules.

Bloodborne Pathogens
The City of Blue Earth maintains a separate bloodborne pathogens program that
complies with the OSHA 1910.1030 regulations. This program covers all reasonably
anticipated infectious agent exposures at the City of Blue Earth.
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EMPLOYEE TRAINING AND
INFORMATION
The City of Blue Earth provides each employee with information and training about
the hazardous substances used in its operations and any exposure to harmful
physical agents and/or infectious agents at a level that may be expected to
approximate or exceed the permissible exposure limits. Additional employee training
will be conducted whenever a new hazardous substance is introduced and/or the
work situation changes that may increase the level of exposure to any harmful
physical agent or infectious agent. New or transferred employees will receive the
appropriate training and information specific to their work assignment, prior to
beginning that assignment.
The following person is responsible for coordinating the employee information and
training programs at the City/Utility.

MMUA Regional Safety Coordinator
Anthony Lenz
The City of Blue Earth will inform the employees of:
1) The requirements of the Minnesota Employee Right to Know law.
2) The operations where hazardous substances are used including the
hazardous substances that are contained in unlabeled pipes.
3) The operations where exposure to harmful physical agents and harmful
infectious agents may be expected.
4) The location of the written Employee Right to Know Program, the list/inventory
of hazardous substance, and the corresponding material safety data sheets
for those substances.
5) The labeling system employed at the City of Blue Earth.
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The City of Blue Earth will train employees routinely exposed to hazardous
substances:
1) The name or names of the substance including any generic or chemical
name, trade name, and commonly used name.
2) The level, if any and if known, at which exposure to the substance has been
restricted according to standards. If no standard has been adopted,
according to guidelines established by competent professional groups, which
have conducted research to determine the hazardous properties of potentially
hazardous substances.
3) The primary routes of entry and the known acute and chronic effects of
exposure at hazardous levels.
4) The known symptoms of the effects.
5) Any potential for flammability, explosion, or reactivity of the substance.
6) Appropriate emergency treatment.
7) The known proper conditions for use of and exposure to the substance.
8) An explanation of the use and limitations of methods of control that will
prevent or reduce exposure appropriate engineering controls and work
practices, personal protective equipment and housekeeping.
9) An explanation of the basis for selection of personal protective equipment,
including information on the types, proper use, location, removal, handling,
decontamination, and disposal of personal protective equipment.
10) Procedures for cleanup of leaks and spills.
11) The name, phone number, and address of a manufacturer of the hazardous
substance.
12) The location of a written copy/electronic (SDS) of the above information
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The City of Blue Earth will train employees who may be routinely exposed to harmful
physical agents. This training will include:
1) The name or names of the physical agent including any commonly used
synonym.
2) The level, if any and if know, at which exposure to the physical agent has
been restricted according to adopted standards, or, if no standard has been
adopted, according to guidelines established by competent professional
groups including but not limited to the American Conference of Governmental
Industrial Hygienists, the Center for Disease Control, the Bureau of
Radiological Health, and the American National Standards Institute.
3) The known acute and chronic effects of exposure at hazardous levels.
4) The known symptoms of exposure at hazardous levels.
5) The appropriate emergency treatment.
6) The known proper conditions for safe use of and exposure to the physical
agent.
7) An explanation of the use and limitations of methods of control that will
prevent or reduce exposure appropriate engineering controls and work
practices, personal protective equipment and housekeeping.
8) An explanation of the basis for selection of personal protective equipment,
including information on the types, proper use, limitations and location of
personal protective equipment.
9) The name, phone number and address, if appropriate, of the manufacturer of
the equipment which generates the harmful physical agent.
10) A written copy of all of the above information which shall be readily accessible
in the area or areas in which the harmful physical agent is present and where
the employee may be exposed to the agent through use, handling or
otherwise.
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The City of Blue Earth will train employees who may be routinely exposed to
infectious agents. This training will include:
1) A general explanation of the epidemiology and symptoms of infectious
diseases including the hazards to special at-risk employee groups.
2) An explanation of the appropriate methods for recognizing tasks and other
activities that may involve exposure to infectious agents including blood and
other infectious materials.
3) An explanation of the chain of infection, or infectious disease process,
including agents, reservoirs, modes of escape from reservoirs, modes of
transmission, modes of entry into host, and host susceptibility.
4) An explanation of the employer’s exposure control program.
5) An explanation of the use and limitations of methods of control that will
prevent or reduce exposure including universal precautions, appropriate
engineering controls and work practices, personal protective equipment and
housekeeping.
6) An explanation of the basis for selection of personal protective equipment,
including information on the types, proper use, location, removal, handling,
decontamination, and disposal of personal protective equipment.
7) An explanation of the proper procedures for cleanup of blood or body fluids.
8) An explanation of the recommended immunization practices, including, but
not limited to, the HBV vaccine, and the efficacy, safety, and benefits of being
vaccinated.
9) Procedures to follow if an exposure incident occurs, method of reporting the
incident, and information on the post-exposure evaluation and medical followup that will be available.
10) Information on the appropriate actions to take and persons to contact in an
emergency involving blood or other potentially infectious materials.
11) An explanation of the signs, labels, tags, or color-coding used to denote
biohazards.
12) The location of the regulatory text of this standard and explanation of its
contents.
13) The location and contents of other pertinent information that explain the
symptoms and effects of each infectious agent that the employee may be
exposed to.

15

NOTE: The Bloodborne Pathogens Program addresses the aspects set forth in the
above stated information.
The City of Blue Earth generally schedules employee right to know training in
conjunction with monthly safety meetings. Other sessions will be arranged as
needed.
Attendance records and a summary of the items covered in the monthly employee
training and information sessions are located at:
Building

Blue Earth Light & Water

Location

MMUA File cabinet/ Safety Binder

The following supervisors are responsible for: ensuring that employees for the
respective department receive training whenever a new hazardous substance is
introduced and/or the work situation changes that may increase the level of exposure
to any harmful physical agent or infectious agent; and new or transferred employees
receive the appropriate training and information specific to their work assignment,
prior to beginning that assignment.
Supervisor

Department

Jamie Holland

Public Works

Mary Kennedy

Administration
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SPECIAL CONSIDERATIONS
Non-Routine and Special Tasks
The program administrator, in cooperation with the above listed supervisors and
Regional Safety Coordinator, will review known physical and health hazards with
employees who must do non-routine and special tasks. This instruction will generally
occur at the time the work is scheduled. However, in an emergency the review may
occur immediately before the work begins.
If appropriate, the instruction will include:
1) Identification of the hazardous substance involved.
2) Methods of detecting the presence or release of the substances.
3) Specific physical and health hazards of the substance involved.
4) Measures the employee(s) can take to protect themselves from these hazards
such as appropriate work practices, emergency procedures, and proper
protective equipment.
5) An opportunity for employees to review the material safety data sheets for any
of the hazardous chemicals involved.
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CONTRACTORS
Contractors will be notified of the hazardous substances, harmful physical agents
and infectious agents they may encounter at the City of Blue Earth and the protective
measures that can be taken to avoid them.
The following supervisors will complete the “Contractor Notification” form and give it
to the contractor prior to the work beginning.
Supervisor

Department

Mary Kennedy

City Administrator

Jamie Holland

Public Works – Streets Parks

Jamie Holland

Public Works – Wastewater

Contractors are required to notify the City of Blue Earth of any hazardous substance
brought onto a city work site and shall provide the city with a material safety data
sheet for each chemical. The department supervisor is responsible for obtaining this
information and conveying it to any exposed City of Blue Earth employee.
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City of Blue Earth
Employee Right to Know, Contractor Notification Form
Purpose:
The Minnesota Employee Right to Know law requires that the above-named City of Blue Earth
notify on-site contractors of the hazardous substances, harmful physical agents and/or infectious
agents they may encounter at this work place and the appropriate protective equipment
necessary to avoid those hazards. This form is to be completed by the Department Supervisor
and given to the contractor prior to starting the contracted work in an effort to meet the intent of
that law.
Identification:
Contractor Name:___________________________________ Phone:____________
Contractor Address:____________________________________________________
Project Name/Location:_________________________________________________
Department Supervisor/Title: ____________________________________________
The hazardous substances used by the City of Blue Earth to which the contractor's employees
may be exposed are listed on reverse side.
The material safety data sheets for these chemicals can be found at the following location(s):

Building/Office

Location/Contact Person

Acknowledged receipt of this form:
_______________________________________
Contractor Representative

________________
Date

_______________________________________
City of Blue Earth Representative

________________
Date
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Harmful Substances
Harmful Physical Agents
Infectious Agents

Measures to take to avoid exposure
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Personal Protective
Equipment Required
(Contractor Responsibility)

THE LIST/INVENTORY OF HAZARDOUS CHEMICALS
City of
Department________________________

Location/Work Area______________________

Contact Person/Phone Number___________________________________________________

Chemical Identity
Product Name

Operation
Use of Product
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SDS
Y/N

Extremely
Hazardous
Substance
Y/N

Hazard Rating
H

F

R

APPENDIX A
Approval and Revision History
Complete forms in Excel file and input here.

23

APPENDIX B
Material Safety Data Sheet Checklist
Each SDS must contain the following information:
 Product or chemical identity used on the label.
 Manufacturer’s name and address.
 Chemical and common names of each hazardous ingredient.
 Name, address and phone number for emergency information.
 Preparation or revision date.
 The hazardous chemical’s physical and chemical characteristics (such as
vapor pressure and flashpoint).
 Physical hazards, including the potential for fire, explosion and reactivity.
 Known health hazards.
 OSHA permissible exposure limits (PEL), ACGIH Threshold Limit Value
(TLV) or other exposure limits.
 Emergency and first-aid procedures.
 Whether OSHA, NTP or IARC lists the ingredients as a carcinogen.
 Precautions for safe handling and use.
 Control measures such as engineering controls, work practices or
personal protective equipment.
 Primary routes of entry.
 Procedures for spills, leaks and clean-up.
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APPENDIX C
Industrial sources of non-ionizing
radiation*
Sources
Broadcast

Cathode-ray tubes
Communications

Diathermy

Dielectric heaters
Electronic Equipment
Electronic security
systems
Electro-surgical devices
Hyperthermia
Induction heaters

Lasers
Microwave heaters
(including microwave
ovens)
Plasma processors

Radar
Spectroscopic
instruments
Welding

Uses

Comments

AM Radio
FM Radio

535-1605 kHz.
88-108 MHZ

VHF TV
UHF TV
Information processing systems such as CRT-based
video display terminals; CRT-TV monitors
Fixed systems; troposphere scatter; satellite
communication; microwave point-to-point (relay); highfrequency radio.

54-72, 76-88, 174-216 MHZ
470-890 MHZ
10-50 kHz

Mobile systems; CB radios; walkie-talkies
Shortwave microwave

Seal/emboss plastics; cure glues, resins, particle
boards, and panels; bake sand cores; mold appliance
covers and auto parts; heat paper products
Switching regulator in copying machines,
microcomputers, etc.
Intrusion alarms; theft detection; speed sensors;
distance monitor; motion detection
Cauterizing or coagulating tissues
Same frequencies as diathermy
Deep hardening; forging; welding; soft soldering;
brazing; annealing ; tempering metals and
semiconductors; heat and draw optical fibers; epitaxial
growth; plasma torching
Etching/engraving, welding, optical and other medical
surgery, communications research
Drying wood, paper, film, inks; thawing, cooking,
baking, dehydrating, pasteurizing, and sterilizing
foodstuffs; curing plastics; solvent desorption
Chemical milling; nitriding steel; polymerization;
modifying polymer surfaces; depositing and hardening
coatings and films; etching, cleaning, or stripping
photoresist.
Acquisition and tracking; air and auto traffic control;
marine uses; surveillance
Excite emissions from lamps/phototubes used in
quantitative analysis
Production of pipe, tube, and beam; spot welding

0.8-15 GHz; generally well controlled
27-800 MHZ; may produce high field
strengths near antennae
13.56 and 27.12 MHZ; 915 and 2450MHZ;
may be continuous wave (CW) or pulsed
wave (PW); consider duty cycle and
leakage fields.
1-100 MHZ; mainly 27.12 MHZ; may
produce high E and/or H fields
Usually shielded.
Usually microwave frequencies
May be CW or PW; solid state or sparkgap design
Applicators may be implantable
250-500 kHz and ELF; may produce high
E and/or H fields
Gas, crystalline liquid and semi-conductor
lasers
915 and 2450 MHZ
0.1-27.12 MHZ; consider potential for
exposure to plasma gases
1-15 GHZ; usually PW
2.45 GHz
RF-stabilized; 0.4-100 MHZ with
harmonics

* Not all sources shown in this table are in the electromagnetic frequencies covered by ERTK.
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APPENDIX D
Stress evaluation – heat
Heat stress may occur year round in areas with heat producing equipment such
as in foundries, kitchen, or laundries. In Minnesota, high temperatures and
humidity’s are common during the summer with daily temperatures routinely
varying up to 30 degrees. This variation does not always allow people to
become acclimatized and stay acclimatized, thereby increasing the risk of heat
stress.
Heat stress results from a combination of internal heat production from doing
work and external heat exposure from the environment. Both aspects need to be
addressed properly to control heat stress.
Two commonly used instruments to obtain heat stress measurements are the
heat stress monitor and a sling psychrometer. The heat stress monitor measures
several temperatures simultaneously and accounts for radiant heat and air
movement. The sling psychrometer is a much cheaper and simpler device, but
does not take into account radiant heat, and air movement must be determined
separately.
The measurements obtained from either of these instruments are converted to
one value, the wet bulb globe temperature (WBGT), for determining compliance
with Minnesota Rules. WBGT is an index of heat stress indicating relative
comfort. In considers temperature, humidity and air movement. The calculated
value can be then compared to those found in Minnesota Rules 5205.0110,
subpart 2a. (see this Appendix).
Minnesota Rules 5205.0110, subpart 2a, is the Minnesota standard for heat
exposure. The standard is based on wet bulb globe temperature (WBGT) and
level of work activity. Typically, one will determine the WBGT by using a heat
stress monitor, or by using a sling psychrometer to obtain effective temperature,
then converting effective temperature to WBGT. If the heat stress limit is
approached or exceeded, Employee Right to Know requirements specified in
Minnesota Rules 5206.0700, subparts 1 and 3, “Training Program for Harmful
Physical Agents,” and Minnesota Rules 5206.110, “Labeling harmful Physical
Agents; Label Content,” also apply.
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APPENDIX E
Sources of information
This program manual was prepared using information provided by the following
sources:
Minnesota Rules and Statutes
5206.0100 – 5206.2000
182.

Federal Regulations
29 CFR 1910.1200
29 CFR 1910.95 – 1910.97
29 CFR 1910.1030

Iowa Association of Municipal Utilities
American Industrial Hygiene Association
American Conference of Governmental Industrial Hygienists (ACGIH)
National Institute for Occupational Safety and Health (NIOSH)
National Toxicology Program (NTP)
Minnesota Department of Health – Environmental Health Division
Centers for Disease Control and Prevention
Occupational Safety and Health Administration (OSHA)
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GLOSSARY
acidosis – a condition of decreased alkalinity of the blood.
ACGIH – American Conference of Governmental Industrial Hygienists, Inc.
action level – the exposure level which triggers some but not all requirements in
certain OSHA standards.
acute toxicity – the adverse effects resulting from a single dose of or exposure to a
substance.
alkali – any compound having highly basic properties.
anesthesia – loss of sensation or feeling.
asphyxia – lack of oxygen than thus interference with oxygenation of the blood.
asphyxiant – a vapor or gas that can cause unconsciousness or death by
suffocation.
boiling point, BP – the temperature at which the vapor pressure of a liquid is equal
to the surrounding atmospheric pressure.
BZ – breathing zone
carcinogen – a chemical that has been demonstrated to cause cancer in humans.
CAS number (chemical abstract service number) – an assigned number used to
identify a material; the numbers have no chemical significance.
ceiling value, CV – the concentration that should not be exceeded during any part of
the working exposure.
CFM (cubic feet per minute) – volume of air flow.
chemical pneumonitis – inflammation of the lungs due to chemical irritation.
CNS – central nervous system.
CO (carbon monoxide) – a colorless, odorless, highly poisonous gas, formed by the
incomplete combustion of carbon or carbonaceous material, including gasoline. A
chemical asphyxiant, it reduces the blood’s ability to carry oxygen.
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CO2 (carbon dioxide) – a colorless, odorless, incombustible gas formed during
respiration, combustion, and organic decomposition and used in food refrigeration,
carbonated beverages, inert atmospheres, fire extinguishers, and aerosols. High
concentrations can create hazardous oxygen-deficient environments that can cause
asphyxiation.
combustible – OSHA defines combustible liquid as any liquid having a flash point at
or above 100F (38C), but below 200F (93.3).
Conjunctivitis – inflammation of the conjunctiva, the delicate membrane that lines
the eyelids.
corrosive – a chemical that causes visible destruction of or irreversible alterations in
living tissue.
cutaneous – pertaining to the skin.
dermal – used on or applied to the skin.
dermatitis – inflammation of the skin.
dyspnea – a sense of difficulty in breathing; shortness of breath.
edema – an abnormal accumulation of clear, watery fluid in the tissues.
evaporation rate – the rate at which a particular material will vaporize from the liquid
or solid state to the gas state.
f/cc – fibers per cubic centimeter of air.
flammable – describes any solid, liquid or gas that will ignite easily and burn rapidly.
Has a flash point below 100F (38C).
flash point – the lowest temperature at which a flammable liquid gives off sufficient
vapors to form an ignitable mixture.
FPM (feet per minute) – velocity of air flow.
grounding – a safety practice to conduct an electrical charge to the ground.
hazardous material – a substance or mixture of substances having properties
capable of producing adverse health or safety effects.
hematuria – the presence of blood in the urine.
HEPA (high-efficiency particulate air purifying) – most efficient mechanical filter
commonly available.
IARC – International Agency for Research on Cancer.
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IDLH – immediately dangerous to life and health.
jaundice – yellowish discoloration of tissues.
LC 50 – the lethal concentration of a material in air that on the basis of laboratory
tests is expected to kill 50 percent of a group of test animals.
LD 50 – the lowest published lethal dose that will kill 50 percent of a group of test
animals.
LEL (lower explosive limit) – refers to the lowest concentration of gas or vapor that
will burn or explode if an ignition source is present.
LFM or lfm (linear feet per minute) – velocity of air flow.
mg/m3 – milligrams of material per cubic meter of air.
SDS – material safety data sheet
mutagen – a chemical or physical agent that induces genetic mutations.
narcosis – stupor or unconsciousness produced by a narcotic drug or chemical.
NFPA – National Fire Protection Association
NIOSH – National Institute for Occupational Safety and Health
NTP – National Toxicology Program
odor threshold – the lowest concentration of a material’s vapor in air that can be
detected by smell.
particulate – small, separate pieces of an airborne material.
peak – maximum instantaneous allowable exposure for hazardous substances.
PEL (permissible exposure limit) – an exposure limit established by OSHA.
pH – the value that represents the acidity or alkalinity of an aqueous solution [pH 7 =
neutral; pH 0 = strong acid; pH 14 = strong alkaline.]
ppb (parts per billion) – parts of material per billion parts of air.
ppm (parts per million) – parts of material per million parts of air.
psychotropic – acting on the mind.
pulmonary edema – fluid in the lungs.
pyrophoric – a material that will ignite spontaneously in air below 130F (54C).
Reactivity – a description of the tendency of a substance to undergo chemical
reaction either by itself or with other materials with the release of energy.
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reproduction health hazard – any agent that has a harmful effect on the adult male
or female reproductive system of the developing fetus or child.
sensitization – an immune-response reaction state in which further exposure elicits
an immune or allergic response.
silicosis – a condition of massive fibrosis of the lungs causing shortness of breath.
skin – notation used to indicate possible exposure to a chemical by absorption
through the skin.
specific gravity –
STEL – short term exposure limit.
subcutaneous – beneath the skin.
target organ effects – chemically caused effects upon specifically listed organs and
systems.
teratogen – an agent or substance that caused physical defects in developing
embryo.
TLV (threshold limit value) – a term established by ACGIH to express the airborne
concentration of a material to which nearly all workers can be exposed day after day
without adverse effects.
TWA (time-weighted average) – the expression for average exposure which
accounts for fluctuating levels during a given time period.
UEL (upper explosive limit) – the highest concentration of a material in air that will
produce an explosion.
unstable – tending toward decomposition or other unwanted chemical change
during normal handling or storage.
vapor density – the weight of a vapor or gas compared to the equal volume of air.
vapor pressure –
vertigo – a feeling of revolving in space; dizziness, giddiness.
viscosity – measurement of the flow properties of a material.
water reactive – a chemical that releases a hazardous gas, often violently, upon
contact with water.
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PURPOSE

T

he purpose of this program is to provide written policies and procedures that
are to be used by City of Blue Earth personnel to safely and effectively perform
excavation and trenching activities. The intent of this program is to comply with
the Occupational Safety and Health Administration (OSHA) Excavating and
Trenching standard (29 CFR 1926.651).

SCOPE
This manual applies to all excavation and trenching operations.
An excavation is defined as any man-made cut, cavity, trench or depression in an earth
surface formed by earth removal.
A trench is defined as a narrow excavation (in relation to its length) made below the
surface of the ground. In general, the depth is greater than the width, but the width of
a trench (measured at the bottom) is not greater than 15 feet (4.6 m). If forms or other
structures are installed or constructed in an excavation so as to reduce the dimension
measured from the forms or structure to the side of the excavation to 15 feet (4.6 m) or
less (measured at the bottom of the excavation), the excavation is also considered to be
a trench.

POLICY
All excavation and trenching operations shall be conducted in accordance with the
procedures and practices established in this manual.

AVAILABILITY
A copy of this manual shall be available at all excavation job sites.
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WORK PLANNING
GENERAL REQUIREMENTS
All excavation and trenching operations shall be pre-planned to identify and control:



Potential job site hazards.
The impact of the work on normal operations and public activities.

SMALL SCALE OPERATIONS
Pre-job briefings conducted by the competent person (and including all affected
employees) shall be used to plan and coordinate small scale excavation operations.

LARGE SCALE OPERATIONS
Large scale/long-term excavation and trenching operations that will affect the general
public shall be planned and coordinated with all affected local departments.
Project planning shall:
A.

Define the scope, nature and length of the project:






B.

Identify and evaluate potential hazards associated with the job site:









C.

Impact on normal operations.
Access to public and private buildings.
Impact on vehicular traffic and parking.
Impact on pedestrian traffic.
Impact on public and private landscaping.

Underground utility lines.
Overhead electrical lines.
Undermining of adjacent surface structures.
Vehicular hazards to workers.
Soil properties and characteristics.
Conditions that might result in a hazardous atmosphere.
Conditions that might result in the inflow or accumulation of water.
Other job site safety and health hazards.

Identify job site protection and traffic control requirements.
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D. Identify the most feasible cave-in protective system (e.g., sloping, shoring or
shielding).
E.

Identify a job site competent person.

The general public shall be notified in advance of all major excavation operations.

JOB SITE OPERATIONS
COMPETENT PERSON
A competent person shall be designated for excavation job sites. The competent person
shall be capable of identifying existing and predictable hazards in the surroundings or
working conditions which are unsanitary, hazardous or dangerous to employees, and
shall have the authority to take prompt corrective measures to eliminate them. The
competent person shall be responsible for:







Conducting soil tests to determine appropriate means of protection.
Specify the means and methods necessary to control recognizable hazards.
Coordinating the placement and relocation of shoring and shields.
Conducting air testing as dictated by job site conditions.
Conducting job site inspections.
Conducting tailgate job briefings and safety talks.

Only employees that have been appropriately trained shall be authorized by the City of
Blue Earth to serve as competent persons at excavation job sites. Employees that have
received said training shall have listed below have the duty and authority to take all
measures necessary to protect the safety and health of employees working at
excavation and trenching operations.
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JOB SITE INSPECTIONS
Daily inspections of excavations, the adjacent areas and protective systems shall be
made by a competent person for evidence of a situation that could result in possible
cave-ins, indications of failure of protective systems, hazardous atmospheres or other
hazardous conditions. An inspection shall be conducted by the competent person prior
to the start of work and as needed throughout the shift. Inspections shall also be made
after every rainstorm or other hazard-increasing occurrence. These inspections are only
required when employee exposure can be reasonably anticipated. The competent person
shall inspect the job site to:














Identify any signs of sidewall collapse or failure.
Evaluate the effectiveness/condition of the protective system.
Evaluate the effectiveness/condition of methods used to support undermined structures.
Evaluate the effectiveness/condition of methods used to support exposed utility lines.
Evaluate the effectiveness/operation of dewatering equipment.
Evaluate the appropriate placement of spoil piles.
Evaluate the effectiveness/condition of barricades.
Evaluate the appropriate use of personnel protective equipment.
Identify and remove from service damaged/defective tools and equipment.
Evaluate the placement/condition of ladders/ramps.
Evaluate the adequacy/availability of emergency equipment.
Identify any atmospheric hazards within the excavation by conducting appropriate tests
when dictated by job site conditions.
Identify and correct any other condition, situation or event the affects employee safety
and health.

Where the competent person finds evidence of a situation that could result in a possible
cave-in, indications of failure of protective systems, hazardous atmospheres or other
hazardous conditions, exposed employees shall be removed from the hazardous area
until the necessary precautions have been taken to ensure their safety.
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JOB SITE PRACTICES
A. Surface Encumbrances
All surface encumbrances that are located so as to create a hazard to employees shall
be removed or supported, as necessary, to safeguard employees. Surface encumbrances
include but are not limited to:








Retaining walls and fencing.
Sidewalks.
Trees.
Power poles.
Rocks.
Other objects that could become unstable and create a hazard to employees.

B. Underground Installations
The estimated location of utility installations, such as sewer, telephone, fuel, electric,
water lines or any other underground installations that reasonably may be expected to
be encountered during excavation work, shall be determined prior to opening an
excavation.
Utility companies or owners shall be contacted within established or customary local
response times, advised of the proposed work and asked to establish the location of the
utility underground installations prior to the start of actual excavation. When utility
companies or owners cannot respond to a request to locate underground utility
installations within 24 hours (unless a longer period is required by state or local law) or
cannot establish the exact location of these installations, the employer may proceed,
provided the employer does so with caution, and provided detection equipment or other
acceptable means to locate utility installations are used.

One Call Number

Gopher State One Call
1-800-252-1166
Or

811
Or

www.gopherstateonecall.org/eticket
When excavation operations approach the estimated location of underground
installations, the exact location of the installations shall be determined by safe and
acceptable means.
While the excavation is open, underground installations shall be protected, supported or
removed as necessary to safeguard employees.
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C. Access and Egress
Structural ramps that are used solely by employees as a means of access
or egress from excavations shall be designed by a competent person. Structural ramps
used for access or egress of equipment shall be designed by a competent person
qualified in structural design and shall be constructed in accordance
with the design.





Ramps and runways constructed of two or more structural members shall have the
structural members connected together to prevent displacement.
Structural members used for ramps and runways shall be of uniform thickness. Cleats or
other appropriate means used to connect runway structural members shall be attached
to the bottom of the runway or shall be attached in a manner to prevent tripping.
Structural ramps used in lieu of steps shall be provided with cleats or other surface
treatments on the top surface to prevent slipping.
A stairway, ladder, ramp or other safe means of egress shall be located in trench
excavations that are 4 feet (1.22 m) or more in depth so as to require no more than 25
feet (7.62 m) of lateral travel for employees.
o Appropriate care and caution shall be used when using metal ladders in the vicinity of

overhead and/or underground electrical lines.

o Ladders shall extend at least 3 feet above the ground surface and shall be secured in

place.

o Each day before being used, ladders shall be inspected for damage or defects.

Additional inspections shall be performed during use, where service conditions
warrant. Portable ladders with structural defects, such as, but not limited to, broken
or missing rungs, cleats or steps; broken or split rails; corroded components; or
other faulty or defective components, shall either be immediately marked in a
manner that readily identifies them as defective or be tagged with "Do Not Use" or
similar language and shall be withdrawn from service until repaired.

D. Exposure to Vehicular Traffic
Before work that may endanger employees is begun in the vicinity of vehicular or
pedestrian traffic, warning signs or flags and other traffic control devices shall be placed
in conspicuous locations to alert and channel approaching traffic. Work zone protection
and traffic control devices shall comply with Part VI of the Manual on Uniform Traffic
Control Devices, U.S. Department of Transportation, Federal Highway Administration.




Where additional employee protection is necessary, barricades shall be used.
Warning lights shall be prominently displayed at night.
Employees exposed to public vehicular traffic shall be provided with, and shall wear,
warning vests or other suitable garments marked with or made of reflectorized or highvisibility material.
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E. Exposure to Falling Loads
No employee shall be permitted underneath loads handled by lifting or digging
equipment. Employees shall be required to stand away from any vehicle being loaded or
unloaded to avoid being struck by any spillage or falling materials. Operators may
remain in the cabs of vehicles being loaded or unloaded when the vehicles are equipped,
to provide adequate protection for the operator during loading and unloading
operations.
F. Warning System for Mobile Equipment
When mobile equipment is operated adjacent to an excavation or when such equipment
is required to approach the edge of an excavation and the operator does not have a
clear and direct view of the edge of the excavation, a warning system shall be utilized
such as barricades, hand or mechanical signals or stop logs. If possible, the grade
should be away from the excavation.
G. Hazardous Atmospheres
To prevent exposure to harmful levels of atmospheric contaminants and to assure
acceptable atmospheric conditions, the following requirements shall apply:
Where a hazardous atmosphere exists or could reasonably be expected to exist, such as
in excavations in landfill areas or excavations in areas where hazardous substances are
stored nearby, the atmospheres in the excavation shall be tested before employees
enter excavations greater than 4 feet (1.22 m) in depth.
Hazard

Minimum Allowable Conditions

Oxygen

Not less than 19.5% and not more than 23.5%*

Flammables

Less than 10% of the lower flammable limit*

Carbon Monoxide

Less than 35 ppm

Hydrogen Sulfide

Less than 10 ppm





No employee shall enter an excavation that contains a known or suspected hazardous
atmosphere.
When controls are used that are intended to reduce the level of atmospheric
contaminants to acceptable levels, testing shall be conducted as often as necessary to
ensure that the atmosphere remains safe.
Emergency rescue equipment, such as breathing apparatus, a safety harness and line or
a basket stretcher, shall be readily available where hazardous atmospheric conditions
exist or may reasonably be expected to develop during work in an excavation. This
equipment shall be attended when in use.

Air testing devices shall be calibrated and maintained in accordance with the manufacturer’s
recommendations.
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H. Bell-Bottom Pier Holes
Employees entering bell-bottom pier holes or other similar deep and confined footing
excavations shall wear a harness with a lifeline securely attached to it. The lifeline shall
be separate from any line used to handle materials and shall be individually attended at
all times while the employee wearing the lifeline is in the excavation.
I. Protection from Water Accumulation Hazards
Employees shall not work in excavations in which there is accumulated water or in which
water is accumulating unless adequate precautions have been taken to protect
employees against the hazards posed by water accumulation. The precautions necessary
to protect employees adequately vary with each situation, but could include special
support or shield systems to protect from cave-ins, water removal to control the level of
accumulating water or use of a safety harness and lifeline.
If water is controlled or prevented from accumulating by the use of water removal
equipment, the water removal equipment and operations shall be monitored by a
competent person to ensure proper operation.
If excavation work interrupts the natural drainage of surface water (such as streams),
diversion ditches, dikes or other suitable means shall be used to prevent surface water
from entering the excavation and to provide adequate drainage of the area adjacent to
the excavation. Excavations subject to runoff from heavy rains will require an inspection
by a competent person.
J. Stability of Adjacent Structures
Where the stability of adjoining buildings, walls or other structures is endangered by
excavation operations, support systems such as shoring, bracing or underpinning shall
be provided to ensure the stability of such structures for the protection of employees.
Excavation below the level of the base or footing of any foundation or retaining wall that
could be reasonably expected to pose a hazard to employees shall not be permitted
except when:





A support system, such as underpinning, is provided to ensure the safety of employees
and the stability of the structure; or
The excavation is in stable rock; or
A registered professional engineer has approved the determination that the structure is
sufficiently removed from the excavation so as to be unaffected by the excavation
activity; or
A registered professional engineer has approved the determination that such excavation
work will not pose a hazard to employees.

Sidewalks, pavements and appurtenant structures shall not be undermined unless a
support system or another method of protection is provided to protect employees from
the possible collapse of such structures.

9

K. Protection of Employees from Loose Rock or Soil
Adequate protection shall be provided to protect employees from loose rock or soil that
could pose a hazard by falling or rolling from an excavation face. Such protection shall
consist of scaling to remove loose material, installation of protective barricades at
intervals as necessary on the face to stop and contain falling material, or other means
that provide equivalent protection.
Employees shall be protected from excavated or other materials or equipment that could
pose a hazard by falling or rolling into excavations. Protection shall be provided by
placing and keeping such materials or equipment at least 2 feet (.61 m) from the edge
of excavations or by the use of retaining devices that are sufficient to prevent materials
or equipment from falling or rolling into excavations or by a combination of both if
necessary.
L. Fall Protection
Walkways shall be provided where employees or equipment are required or permitted to
cross over excavations. Guardrails which comply with 1926.502(b) shall be provided
where walkways are 6 feet (1.8 m) or more above lower levels.
Adequate barrier physical protection shall be provided at all remotely-located
excavations. All wells, pits, shafts, etc., shall be barricaded or covered. Upon completion
of exploration and other similar operations, temporary wells, pits, shafts, etc., shall be
backfilled.
Each employee at the edge of an excavation 6 feet (1.8 m) or more in depth shall be
protected from falling by guardrail systems, fences or barricades when the excavations
are not readily seen because of plant growth or other visual barrier.

CAVE-IN PROTECTION
Each employee in an excavation shall be protected from cave-ins by an adequate
protective system except when:



Excavations are made entirely in stable rock; or
Excavations are less than 5 feet (1.52 m) in depth and examination of the ground by a
competent person provides no indication of a potential cave-in.

Cave-in protection systems shall include:




Sloping and benching.
Timber and hydraulic shoring.
Shields.

Cave-in protection systems for excavations greater than 20 feet deep shall be designed
by a registered professional engineer.
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A.

Sloping and Benching Systems

Sloping and benching systems shall be constructed for existing soil conditions in
accordance with appendices A and B to Subpart P of 29 CFR 1926.
Maximum allowable slopes for excavations less than 20 feet deep shall be as listed on
table B1 of appendix B to Subpart P of part 29 CFR 1926.
Table B1 Of Appendix B To Subpart P Of Part 29 CFR 1926
Soil Or Rock Type
Stable Rock

Maximum Allowable Slopes (H:V)(1)
For Excavations Less Than 20 Feet Deep(3)
Vertical (90 Deg.)

Type A

3/4:1 (53 Deg.)

(2)

Type B

1:1 (45 Deg.)

Type C

1 1/2:1 (34 Deg.)

(1)

Numbers shown in parentheses next to maximum allowable slopes are angles expressed in degrees
from the horizontal. Angles have been rounded off.
(2)

A short-term maximum allowable slope of 1/2H:1V (63 degrees) is allowed in excavations in Type A
soil that are 12 feet (3.67 m) or less in depth. Short-term maximum allowable slopes for excavations
greater than 12 feet (3.67 m) in depth shall be 3/4H:1V (53 degrees).
(3)

Sloping or benching for excavations greater than 20 feet deep shall be designed by a registered
professional engineer.

Employees shall not be permitted to work on the faces of sloped or benched excavations
at levels above other employees except when employees at the lower levels are
adequately protected from the hazard of falling, rolling or sliding material or equipment.
B. Shoring and Shielding
Shoring and shielding systems shall be designed using:




Using appendices A, C and D to Subpart P of 29 CFR 1926.
o Designs for timber shoring in trenches shall be determined in accordance with the
conditions and requirements set forth in appendices A and C to Subpart P of 29
CFR 1926. Designs for aluminum hydraulic shoring shall be in accordance with
paragraph (c)(2) of 29 CFR 1926.652, but if manufacturer's tabulated data
cannot be utilized, designs shall be in accordance with appendix D to Subpart P
of 29 CFR 1926.
The manufacturer's tabulated data.
o Deviation from the specifications, recommendations and limitations issued or made by
the manufacturer shall only be allowed after the manufacturer issues specific written
approval.
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o Manufacturer's specifications, recommendations and limitations, and manufacturer's
approval to deviate from the specifications, recommendations and limitations shall be
in written form at the job site during construction of the protective system. After that
time this data may be stored off the job site, but a copy shall be made available to
OSHA upon request.
Other tabulated data.
o Designs of support systems, shield systems or other protective systems shall be
selected from and be in accordance with tabulated data such as tables and
charts.
o The tabulated data shall be in written form and include all of the following: (1)
identification of the parameters that affect the selection of a protective system
drawn from such data, (2) identification of the limits of use of the data and (3)
explanatory information as may be necessary to aid the user in making a correct
selection of a protective system from the data.
o At least one copy of the tabulated data which identifies the registered professional
engineer who approved the data shall be maintained at the job site during
construction of the protective system. After that time the data may be stored off
the job site, but a copy of the data shall be made available to OSHA upon
request.

Other protective systems not listed above shall be approved by a registered professional
engineer.
C. Materials and Equipment




Materials and equipment used for protective systems shall be free from damage or
defects that might impair their proper function.
Manufactured materials and equipment used for protective systems shall be used and
maintained in a manner that is consistent with the recommendations of the manufacturer
and in a manner that will prevent employee exposure to hazards.
When material or equipment that is used for protective systems is damaged, a
competent person shall examine the material or equipment and evaluate its suitability for
continued use. If the competent person cannot assure the material or equipment is able
to support the intended loads or is otherwise suitable for safe use, then such material or
equipment shall be removed from service and shall be evaluated and approved by a
registered professional engineer before being returned to service.

D. Installation/Removal of Support Systems





Members of support systems shall be securely connected together to prevent sliding,
falling, kickouts or other predictable failure.
Support systems shall be installed and removed in a manner that protects employees
from cave-ins, structural collapses or from being struck by members of the support
system.
Individual members of support systems shall not be subjected to loads exceeding those
which those members were designed to withstand.
Before temporary removal of individual members begins, additional precautions shall be
taken to ensure the safety of employees such as installing other structural members to
carry the loads imposed on the support system.
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Removal shall begin at, and progress from, the bottom of the excavation. Members shall
be released slowly so as to note any indication of possible failure of the remaining
members of the structure or possible cave-in of the sides of the excavation.
Backfilling shall progress together with the removal of support systems from excavations.

E. Additional Requirements for Support Systems




Excavation of material to a level no greater than 2 feet (.61 m) below the bottom of the
members of a support system shall be permitted, but only if the system is designed to
resist the forces calculated for the full depth of the trench and if there are no indications,
while the trench is open, of a possible loss of soil from behind or below the bottom of the
support system.
Installation of a support system shall be closely coordinated with the excavation of
trenches.

F. Shield Systems






Shield systems shall not be subjected to loads exceeding those which the system was
designed to withstand.
Shields shall be installed in a manner to restrict lateral or other hazardous movement of
the shield in the event of the application of sudden lateral loads.
Employees shall be protected from the hazard of cave-ins when entering or exiting the
areas protected by shields.
Employees shall not be allowed in shields when shields are being installed, removed or
moved vertically.
Excavations of earth material to a level not greater than 2 feet (.61 m) below the bottom
of a shield shall be permitted, but only if the shield is designed to resist the forces
calculated for the full depth of the trench and there are no indications, while the trench is
open, of a possible loss of soil from behind or below the bottom of the shield.
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GENERAL SAFETY and HEALTH PRACTICES
GENERAL
Any given excavation operation may expose employees to additional safety and health
hazards that involve other Occupational Safety and Health Administration regulations.
This section provides an overview of additional precautions and practices that must be
observed at excavation and trenching job sites. The information is very generalized. No
attempt has been made to address or include all possible regulatory requirements or to
furnish detailed instructions. Employers and competent persons are directed to consult
the applicable Code of Federal Regulations for additional and specific regulatory
requirements.

HAND TOOLS and PORTABLE POWER TOOLS
Each day before being used, hand tools and portable power tools shall be inspected for
damage or defects. Additional inspections shall be performed during use, where service
conditions warrant. Damaged or defective hand tools and portable power tools shall be
removed from the immediate work area so as not to present a hazard to employees.





Wrenches, including adjustable, pipe, end, and socket wrenches shall not be used when
jaws are sprung to the point that slippage occurs.
Impact tools such as drift pins, wedges and chisels shall be kept free of mushroomed
heads.
The wooden handles of tools shall be kept free of splinters or cracks and shall be kept
tight in the tool.
Portable power tools with damaged or missing guards and/or damaged or defective cords
shall not be used.

Employees shall wear suitable personal protective equipment when using hand tools and
portable power tools.
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SLINGS, CHAINS AND WIRE ROPES
Each day before being used, slings, chains and wire ropes shall be inspected for damage
or defects. Additional inspections shall be performed during sling use, where service
conditions warrant. Damaged or defective slings, chains or wire ropes shall be removed
from the immediate work area so as not to present a hazard to employees.
All rigging equipment shall be suitable and safe for its intended use.












Makeshift lifting devices, fasteners and attachments shall not be used.
Rigging equipment shall not be loaded beyond its rated capacity.
Slings shall not be shortened with knots or bolts or other makeshift devices.
Sling legs shall not be kinked.
Slings used in a basket hitch shall have the loads balanced to prevent slippage.
Slings shall be padded or protected from the sharp edges of their loads.
Hands or fingers shall not be placed between the sling and its load while the sling is
being tightened around the load.
Shock loading is prohibited.
A sling shall not be pulled from under a load when the load is resting on the sling.
Slings shall be of sufficient length to provide the maximum practical angle between the
sling leg and the horizontal plane of the load.
All hooks shall have retaining devices.

CORD and PLUG CONNECTED ELECTRIC EQUIPMENT
Each day before being used, cord- and plug-connected equipment shall be inspected for
damage or defects. Additional inspections shall be performed during use, where service
conditions warrant. Damaged or defective cord- and plug-connected equipment shall be
removed from the immediate work area so as not to present a hazard to employees.
Cord- and plug-connected electrical equipment shall be suitable for the job site
environment and shall be free from damage and defects.




Extension cords shall be of heavy duty construction and contain a ground conductor.
Portable electric power tools shall be either three wire ground or of approved double
insulated construction.
All 120 volt cord- and plug-connected electrical equipment shall have approved ground
fault circuit interrupters (GFCIs).
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PORTABLE INTERNAL COMBUSTION ENGINE POWERED EQUIPMENT
Portable internal combustion engine powered-equipment (e.g., chop saws and tampers)
can result in the development of a hazardous atmosphere when used in trenches and
excavations. When such equipment is taken into an excavation or trench, the competent
person shall:





Inspect the equipment for safe and proper operation.
Conduct appropriate air tests as necessary to ensure that dangerous levels of exhaust
gasses do not accumulate.
Provide mechanical ventilation as necessary to ensure that dangerous levels of exhaust
gasses do not accumulate.
Take any other measures necessary to protect employee safety and health.

HAZARDOUS CHEMICALS
The use of chemical products (e.g., cleaners, solvents and sanitizers) can introduce
serious safety and health hazards into excavations and trenches. Before chemical
products are taken into excavations and trenches, the competent person shall review
the product’s material safety data sheet (MSDS) with affected employees to convey the
following information:




Potential health and physical hazards.
Appropriate protective measures and precautions.
Other pertinent information.

When chemical products are used in trenches and excavations, the competent person
shall:




Conduct air testing when appropriate and prudent.
Provide mechanical ventilation when appropriate and prudent.
Insure that affected employees wear suitable personal protective equipment.

A. Availability of Safety Data Sheets (SDSs)
Safety Data Sheets (SDSs) shall be available for all hazardous chemicals used at
excavation job sites.
B. Chemical Container Labels
All chemical containers shall be labeled in accordance with the Employee Right to Know
and HazComm 2012 standards to convey:




The identity of the hazardous chemical(s).
Appropriate hazard warnings.
The name and address of the chemical manufacturer, importer or other responsible
party.
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C. Personal Protective Equipment
Employees shall wear personal protective equipment as indicated on the appropriate
label and/or relevant SDS when using hazardous chemicals.
D. Availability of Emergency Eyewashes and Showers
Where the eyes or body of any person may be exposed to injurious corrosive materials,
suitable facilities for quick drenching or flushing of the eyes and body shall be provided
within the work area for immediate emergency use.

FLAMMABLE and COMBUSTIBLE LIQUIDS
Only approved containers and portable tanks shall be used for storage and handling of
flammable and combustible liquids. Approved metal safety cans shall be used for the
handling and use of flammable liquids in quantities greater than one gallon, except that
this shall not apply to those flammable liquid materials which are highly viscid
(extremely hard to pour), which may be used and handled in original shipping
containers. For quantities of one gallon or less, only the original container or approved
metal safety cans shall be used for storage, use, and handling of flammable liquids.
Employees shall not smoke while handling or using flammable or combustible liquids.

WELDING, CUTTING and BRAZING
Welding, cutting and brazing can introduce serious safety and health hazards into
trenches and excavations. Hazards that can result from hotwork include but are not
limited to, electrical hazards, fire hazards and toxic fumes and vapors.
Appropriate care and caution shall be used when welding, cutting and brazing is
conducted in excavations and trenches.







Each day before being used, welding, cutting and brazing equipment shall be inspected
for damage and defects. Additional inspections shall be performed during use, where
service conditions warrant. Damaged or defective welding, cutting and brazing
equipment shall be removed from the immediate work area so as not to present a hazard
to employees.
Where a flammable atmosphere exists or could reasonably be expected to exist, the
competent person shall take appropriate air tests before the commencement of welding,
cutting or brazing.
Welding equipment (e.g., cylinders and electric arc welders) shall be placed at a safe
location so as not to expose employees to hazards.
Compressed gas cylinders shall be placed in the standing position and shall be secured so
as to prevent tipping and falling. Spare cylinders shall be stored with the valve cap on.
When not in use, oxygen/acetylene hoses shall be removed from the excavation and the
cylinder valves shut.
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When not in use electric arc welders shall be shutoff, welding rods removed from the
holders and cables removed from the excavation.
The competent person shall conduct periodic air testing and provide mechanical
ventilation when appropriate and prudent.

MOBILE EQUIPMENT
A. General














Vehicles used to transport employees shall have seats that are firmly secured and
adequate for the number of employees to be carried.
Seat belts and anchorages meeting the requirements of 49 CFR Part 571 (Department of
Transportation, Federal Motor Vehicle Safety Standards) shall be installed in all motor
vehicles.
All mobile construction equipment shall be checked at the beginning of each shift to
assure that the following parts, equipment and accessories are in safe operating
condition and free of apparent damage that could cause failure while in use: service
brakes including trailer brake connections; parking system (hand brake) emergency
stopping system; (brakes) tires; horn; steering mechanism; coupling devices; seat belts;
operating controls and safety devices. All defects shall be corrected before the vehicle is
placed in service.
These requirements also apply to equipment such as lights, reflectors, windshield wipers,
defrosters, fire extinguishers, etc., where such equipment is necessary.
Bulldozer and scraper blades, end-loader buckets, dump bodies and similar equipment
shall be either fully lowered or blocked when being repaired or when not in use. All
controls shall be in a neutral position with the motors stopped and brakes set unless
work being performed requires otherwise. Whenever the equipment is parked the
parking brake shall be set. Equipment parked on inclines shall have the wheels chocked
and the parking brake set.
All equipment left unattended at night, adjacent to a roadway in normal use or adjacent
to construction areas where work is in progress shall have appropriate lights or reflectors
or barricades equipped with appropriate lights or reflectors to identify the location of the
equipment.
No employer shall use any motor vehicle equipment having an obstructed view to the
rear unless:
o The vehicle has a reverse signal alarm audible above the surrounding noise level
or
o The vehicle is backed up only when an observer signals that it is safe to do so.
Only qualified employees shall operate mobile equipment.
Employees shall operate mobile equipment in a safe manner and observe all traffic laws
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B. Dump Box Trucks


All haulage vehicles whose pay load is loaded by means of cranes, power shovels, loaders or
similar equipment shall have a cab shield and/or canopy adequate to protect the operator
from shifting or falling materials.

C. Backhoes, Front-End Loaders and Similar Equipment




Backhoes, end loaders and similar equipment shall be equipped with rollover protection and
seat belts.
During excavation operations, outriggers shall be set on backhoes (where so equipped).
Employees shall not ride in or be elevated by the buckets of earth moving equipment.

D. Mobile Cranes and Derrick Trucks





Operators of mobile cranes and derrick trucks shall observe the equipment’s rated load
capacity, recommended operating speed and any special hazard warnings or instructions at
all times.
During lifting operations:
o The vehicles parking brake shall be set.
o Wheels chocked.
o Outriggers set (when so equipped).
Hand signals to crane and derrick operators shall be those prescribed by the applicable ANSI
standard for the type of crane in use. An illustration of the signals shall be posted at the job
site.

E. Operation of Equipment Near Overhead Power Lines
Any overhead wire shall be considered to be an energized line unless and until the
person owning such line or the electrical utility authorities indicate that it is not an
energized line and it has been visibly grounded.
Except where electrical distribution and transmission lines have been deenergized and
visibly grounded at the point of work or where insulating barriers, not a part of or an
attachment to the equipment or machinery, have been erected to prevent physical
contact with the lines, equipment or machines shall be operated proximate to power
lines only in accordance with the following:




For lines rated 50 kV. or below, minimum clearance between the lines and any part of the
crane or load shall be 10 feet.
For lines rated over 50 kV., minimum clearance between the lines and any part of the crane
or load shall be 10 feet plus 0.4 inch for each 1 kV. over 50 kV., or twice the length of the
line insulator, but never less than 10 feet.
In transit with no load and the boom lowered, the equipment clearance shall be a minimum
of 4 feet for voltages less than 50 kV.; 10 feet for voltages over 50 kV., up to and including
345 kV.; and 16 feet for voltages up to and including 750 kV.

A person shall be designated to observe clearance of the equipment and give timely
warning for all operations where it is difficult for the operator to maintain the desired
clearance by visual means.
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PERSONAL PROTECTIVE EQUIPMENT
Employees shall wear suitable personal protective equipment as required by job site
hazards and the work being performed.
General Personal Protective Equipment Hazard Assessment
Hazard

Specified Personal Protective Equipment

Vehicular Traffic

High-Visibility or Reflectorized Vests or Clothing

Falling Objects/Material

Hardhat

Flying Objects/Material

Safety Glasses and Face Shield

Falling Objects/ Puncture Hazards/ Cold

Appropriate Protective Footwear incorporating a safety toe

Temperatures/ Wet or Damp Environment
Noise above permissible levels

Hearing Protection

Cold Temperatures

Insulated Hand Protection

Moderate Abrasion/ Laceration/Puncture

Hand Protection such as cloth or leather work gloves

Hazards
Chemical Hazards

Chemical-specific protective gloves

Welding, Cutting, Brazing

Welding Helmet with correct lens filter shade, safety
glasses or goggles, protective gloves, clothing

Etiologic Hazards (Bloodborne Pathogens)






Disposable Latex exam gloves, safety glasses or goggles

Only approved personal protective equipment of safe design and construction shall be
worn by employees.
Employees shall maintain personal protective equipment in a clean and sanitary
condition.
Employees shall inspect their assigned personal protective equipment for damage and
defects. Damaged, defective and/or unsanitary personal protective equipment shall not
be worn.
Defective, damaged or otherwise unusable personal protective equipment shall be
disposed of in an appropriate trash container.
Respirators shall be selected, used and maintained in accordance with the respiratory
protection program.

Additional information and requirements regarding Personal Protective Equipment may
be found in that specific section of the City of Blue Earth Safety Manual.
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HAZARDOUS ENERGY CONTROL
Some excavation and trenching operations may involve the control of hazardous energy
sources through lockout/tagout procedures. Hazardous energy sources shall be deenergized and secured in accordance with the restrictions and procedures established in
the hazardous energy control program.

CONFINED SPACES
Some excavation and trenching operations may involve or be defined as an entry into
confined spaces.
A confined space is any vessel or enclosure that: (1) is large enough and so configured
that an employee can bodily enter and perform assigned work; and (2) has limited or
restricted means for entry or exit (for example, tanks, vessels, silos, storage bins,
hoppers, vaults and pits are spaces that may have limited means of entry) and (3) is not
designed for continuous employee occupancy.
A permit-required confined space (permit space) is a confined space that has one or
more of the following characteristics: (1) contains or has a potential to contain a
hazardous atmosphere; (2) contains a material that has the potential for engulfing an
entrant; (3) has an internal configuration such that an entrant could be trapped or
asphyxiated by inwardly converging walls or by a floor which slopes downward and
tapers to a smaller cross-section or (4) contains any other recognized serious safety or
health hazard.
Where employees are required to enter into confined spaces, the entry shall be
performed in accordance with the restrictions and procedures established in the permitrequired confined space program.

EXPOSURE TO INFECTIOUS MATERIALS
Under certain conditions, employees engaged in excavation and trenching operations
may be exposed to bloodborne pathogens and other infectious materials. Precautions
and practices implemented to prevent employee exposure to bloodborne pathogens and
other infectious materials are established in the bloodborne pathogens program.
In addition all employees engaged in excavation and trenching operations shall have
current tetanus vaccinations.
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DISCOVERY of BURIED HAZARDOUS WASTE
Occasionally excavation and trenching operations unearth formerly buried hazardous
waste. If hazardous waste materials or suspected hazardous waste materials are
unearthed during an excavation or trenching operation, the competent person shall:



Isolate the area and instruct all employees to remain at a safe distance.
Inform their supervisor of the situation.

Employees shall not enter the excavation or trench until the situation has been resolved.

22

EMERGENCY PREPAREDNESS
AVAILABILITY OF EMPLOYEES TRAINED IN FIRST AID
Provisions shall be made prior to commencement of the project for prompt medical
attention in case of serious injury.
In the absence of an infirmary, clinic, hospital or physician, that is reasonably accessible
in terms of time and distance to the work site (3-4 minutes travel time), a person who
has a valid certificate in first aid training from the U.S. Bureau of Mines, the American
Red Cross or equivalent training that can be verified by documentary evidence, shall be
available at the work site to render first aid.

AVAILABILITY OF EMERGENCY EQUIPMENT
A. First Aid Kits
First aid kits shall consist of materials approved by the consulting physician and stored in
a weatherproof container with individual sealed packages for each type of item.
The contents of first aid kits shall be checked by the employer before being sent out on
each job and at least weekly on each job to ensure that the expended items are
replaced.
B. Portable Fire Extinguishers
A fire extinguisher, rated not less than 10B, shall be provided within 50 feet of wherever
more than 5 gallons of flammable or combustible liquids or 5 pounds of flammable gas
are being used on the job site. This requirement does not
apply to the integral fuel tanks of motor vehicles.
Portable fire extinguishers shall be visually inspected each month and shall be subjected
to an annual maintenance inspection.
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PURPOSE

T

he purpose of this program is to provide written procedures that are used by
personnel to effectively control hazardous energy sources while conducting
maintenance and service operations on equipment. The intent of this program
is to comply with the Occupational Safety and Health Administration (OSHA)
lockout/tagout standard (29 CFR 1910.147).
The Lockout/Tagout program is developed so that all potential hazardous energy
sources are identified, isolated, and locked, or tagged out before starting service and
maintenance of equipment where unexpected start up, release of stored energy, or
energization could result in injury or death to employees.

SCOPE
This lockout/tagout program has been modified in accordance with instructions provided
by the Minnesota Municipal Utilities Association and applicable state and federal regulations and has been approved as the Utility's own lockout/tagout program by the
appropriate administrative or governing authority shown below. Use of the word
"utility" shall be construed to mean the City of Blue Earth and such other departments of
city government for which this program has been adopted.

EXCEPTIONS TO THE
LOCKOUT/TAGOUT PROGRAM
The lockout/tagout procedures are not required in operations where the employee has
complete control of "cord and plug" electrical equipment and the unexpected start-up or
energization is totally controlled by unplugging the equipment.
When continuity of service is absolutely essential, hot tap operations involving
pressurized lines (e.g. gas, steam, water, and petroleum products) may be completed
without the specified lockout/tagout procedures. However, this exception may only
occur when shutdown is impractical, employees are provided adequate protection, and
alternative procedures are documented.
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ADMINISTRATIVE & EMPLOYEE
RESPONSIBILITIES
PLAN ADMINISTRATOR
The following person shall be responsible for administering the Lockout/Tagout Program
within the City/Utility operations.
Plan Administrator for City/Utility Operations
Jamie Holland – Public Works Director

The Plan Administrator is responsible for the overall operation and maintenance of the
written Lockout/Tagout program. Basic responsibilities include reviewing, coordinating,
and implementing the requirements of the Lockout/Tagout program, as appropriate for
each work environment. The Plan Administrator has direct responsibility for:








Coordinating the necessary employee lockout/tagout training.
Developing energy control procedures for specific equipment or machines that require
lockout/tagout.
Conducting periodic inspections of the energy control procedures used for specific
equipment or machines.
Implementing appropriate lockout/tagout procedures, and updating the
lockout/tagout program as necessary.
Maintaining proper records required by the program.
Establishing lockout/tagout procedures for "Special Conditions."
Informing outside employees of the Lockout/Tagout program and the energy control
procedures that must be followed.

WORK AREA SUPERVISORS
Responsibilities of the work area supervisor include:





Ensuring that lockout/tagout equipment is available as needed.
Enforcing the proper use of lockout/tagout devices and compliance with
energy control procedures.
Assisting the Plan Administrator with the employee lockout/tagout training program and
the periodic inspection of the energy control procedures for equipment or machines in
their work area.
Reporting changes in operating procedures (or other changes) that affect the
Lockout/Tagout program to the Plan Administrator.
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Making suggestions to update lockout/tagout procedures, as identified.
Contacting the Plan Administrator when questions or problems arise concerning the
Lockout/Tagout Program.
Submitting specific information as required by the Lockout/Tagout program or as
requested by the Plan Administrator.
Notifying the Plan Administrator when outside contractors are scheduled to work on
machines (or equipment) that require lockout/tagout procedures.

EMPLOYEES
Employees are responsible for following the specific guidelines of the Lockout/Tagout
Program. Only authorized employees lockout/tagout equipment or machines in the
workplace. Other employees who must work in the area where equipment or machinery
is locked or tagged out are called affected employees. A more detailed description of
affected and authorized employee responsibilities follow.
A.

Duties of Authorized Employees

Authorized employees play a key role in the Lockout/Tagout program by:




Conducting, implementing, and coordinating hazardous energy isolation and
lockout/tagout procedures. They alone apply (and remove) locks and tags as required
by the program.
Notifying affected employees of the application and removal of lockout/tagout devices in
their work area.
Assisting the Plan Administrator with periodic inspection of machines or equipment and
ensuring that energy control procedures are adequate.

A list of authorized employees for the Public Works Department is shown on Form
LO/TO1.
B.

Affected Employees

Affected employees are uniquely involved in the program since they operate the
equipment or must work in the area where the equipment is locked or tagged out.
The responsibilities of affected employees are to:



Abide by the rules of the lockout/tagout program,
Heed the instructions of the authorized employee(s), and Contact their supervisor (or the
Plan Administrator) if questions arise regarding the energy control procedures.
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BASIC PROGRAM COMPONENTS
LOCKOUT/TAGOUT PROCEDURES
The City/Utility abides by the following lockout/tagout procedures when conducting
maintenance/ service work on equipment or machines involving hazardous energy
sources. Form LO/TO2 is completed by the Plan Administrator (in conjunction with
authorized and affected employees) to identify and outline proper energy control
procedures. Form LO/TO2 is completed for the specific equipment or machine that
requires lockout/tagout. The authorized employee attaches the form to the equipment
or machine that is being maintained/serviced and uses it as a guide while conducting
lockout/tagout procedures. (Lockout/Tagout procedures are outlined on the back side of
Form LO/TO2.)
The Lockout/Tagout procedures are completed in the following sequence:

A. Identifying Hazardous Energy Sources
The first step in the lockout/tagout procedure is to identify hazardous energy sources.
For each type of equipment/machine, authorized employees use Form LO/TO2 to
identify the:




Sources of hazardous energy.
Magnitude and type of the energy involved.
Method or means to control the hazardous energies.

B. Notifying Affected Employees
Prior to applying energy control procedures, the authorized employee who shuts off the
power (or isolates equipment from energy sources) and locks or tags out the equipment
notifies the affected employees of those intentions. The authorized employee should:




Warn affected employees of the energy shut off.
Indicate that the equipment is locked (or tagged) out.
Specify the reason for the shutdown.

C. Shutting down Equipment
The equipment or machine to be maintained/serviced is shut down by the normal
stopping procedure. (A DO NOT OPERATE (or equivalent) tag is also affixed to the
operating switch or control, if "tagout" is used.)

D. Isolating Equipment
The equipment or machine is de-energized, secured and isolated from its energy
sources before maintenance or servicing begins. Energy isolating/cutoff devices are
applied, as appropriate (e.g. hasps, covers, chains, etc.).
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E. Attaching Lockout/Tagout Devices
When equipped to accept them, locks with identification tags are placed on energy
cutoff devices to hold them in the "off" position. Tagout is used only when the equipment/ machine will not accept locks. Each authorized employee places a personal
lock/tag on the energy isolating device before beginning work.

F. Releasing Stored Energy
After lockout/tagout devices are in place, the stored (potential) energy sources involved
with the equipment (e.g. electrical, gravitational, mechanical, and/or thermal energy)
are disconnected/drained or otherwise made safe by blocking or repositioning
components. This may include:





Releasing pressurized hydraulic, air, steam, gas, or water lines.
Discharging electrical capacitors.
Releasing of spring loaded systems.
Blocking any rotating, swinging or elevated parts.

G. Verifying Isolation
The authorized employee verifies that hazardous energy sources are isolated before
maintenance/service begins. This is usually accomplished by turning the normal operating controls for the equipment to the "on" position (and then turning it off again).

F. Performing Work
After verifying that the equipment or machine has been isolated, authorized employees
do the service or maintenance work as scheduled.

RETURNING EQUIPMENT BACK TO SERVICE
After maintenance/service is completed, but before the system is energized, the authorized
employee inspects the equipment or machine and sees that:







Operating controls are set to the "off" position.
Tools and nonessential items are removed, and equipment components (e.g.
guards) are in place.
Affected employees and other employees in the work area are warned that
power is about to be restored.
Employees are safely positioned away from the equipment/system.
Locks or tags are removed from the energy isolating device(s) by the employees
who applied them.
The Plan Administrator is contacted for special conditions or if problems arise.

After locks or tags are removed, the authorized employee notifies the work area supervisor that maintenance/service is completed and returns the machine/equipment to the
normal operating mode (as directed).

6

EMPLOYEE TRAINING
A.

Employees who may work in an area where this program applies are informed of
the general procedures and function of the lockout tagout program, including the
restrictions related to starting or re-energizing machines or equipment that are
locked or tagged out. In addition, Appendix I is prominently posted to remind
employees of the dangers involved. Affected employees are further instructed on
the purpose and use of the energy control procedures. Finally, authorized
employees receive in-depth training regarding the Lockout/Tagout Program. An
example of training guidelines are given in Appendix II.

B.

Employee training is conducted by the Plan Administrator or another qualified
designee. Employee attendance and the date of these training sessions are
recorded on Form LO/TO3.

C.

Training of authorized employees includes the topics below:






A review of the Lockout/Tagout Program.
The recognition and identification of hazardous energy sources (e.g.
electrical, steam, pressure, etc.).
An explanation of lockout/tagout procedures and forms.
The steps involved when returning equipment back to service.
The correct use of lockout/tagout devices.

D. Training is conducted for the affected and authorized employees at least annually
and whenever:





There is a new or revised energy control procedure.
Their job assignment changes.
The Lockout/Tagout program is modified.
New hazards arise regarding lockout/tagout, such as a new or modified machine,
equipment, or process.

LOCKOUT/TAGOUT HARDWARE
A.

Appropriate lockout/tagout hardware is provided by the Utility and may consist of
tags, locks, hasps (group lockout devices), chains and other materials for securing,
isolating, or blocking equipment from energy sources.

B.

The lockout or tagout device indicates the identity of the authorized employee who
attaches it. An example of the employee identification tag used by the Utility is
shown in Appendix III.

C.

Lockout or tagout devices are affixed to energy isolating devices by authorized employees only.
The standardized lock, warning(s) used for tagging off-on switches, and the tagout device is
shown in Appendix IV.
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LIMITED USE OF TAGOUT
Tagout devices are not used when locks can be applied. Tagout devices are used only
when equipment or a machine cannot accept a lockout device. In that case, all other
energy control procedures consistent with the program are followed. When possible,
additional control measures are taken to back up the tagout device (e.g. opening an
extra disconnecting device or removal of a valve handle). Additional control measures
will be applied at the discretion of the Plan Administrator.

PERIODIC INSPECTION OF ENERGY CONTROL PROCEDURES
A periodic inspection of the energy control procedures is conducted at least annually by
the Plan Administrator and/or authorized employee(s) designated. If the program
review shows inadequacies (e.g. additional program training, modifications in
procedures, etc.) corrections are made by the Plan Administrator before any further
maintenance/service is conducted on the equipment or machine. Form LO/TO4 is used
to record the results of the periodic inspection. The specific Certified Energy Control
Procedure (Form LO/TO2) is modified by the Plan Administrator, as appropriate.

RECORDKEEPING
Lockout/Tagout program records are maintained and updated by the Plan Administrator.
These records include:






Dates and summaries or outlines of employee training sessions.
Attendance records at employee training sessions.
A current list of authorized employees.
The most recent periodic inspection form(s) used to evaluate the energy control
procedures for specific equipment/machines involved in the lockout/tagout
program.
The current certified energy control procedures for equipment or machines involved
in the lockout/tagout program.
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EXCHANGE OF INFORMATION WITH OUTSIDE EMPLOYERS
When the work of an outside employer involves machines or equipment with specified
hazardous energy control procedures, the Plan Administrator ensures that there is an
appropriate exchange of information regarding the Lockout/Tagout procedures between
the Utility and the outside employer. Form LO/TO5 (Exchange of Energy Control
Procedures) is used for this purpose.
Personnel will be informed of any differences (i.e. restrictions and prohibitions) in the
two programs, as appropriate, by the work area supervisor. To better communicate this
information, Form LO/TO5 is attached to the energy control procedure (Form LO/TO2),
if applicable. The Plan Administrator sees that the proper information is exchanged prior
to the time the specified maintenance or servicing begins.
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SPECIAL CONDITIONS
The intent of this part is to provide continuity of lockout/tagout protection when unusual
circumstances exist.

Shutdown of Equipment for Extended Periods
If equipment that is being maintained/serviced must be shut down for extended periods
of time (i.e. awaiting parts, lack of funding, etc.), the personal lockout/tagout device(s)
may be removed by the authorized employee and the isolating device(s) will be secured
by a lock/tag attached by the Plan Administrator. When maintenance/servicing can be
completed or continued under more ordinary circumstances, authorized employee(s) will
reattach the personal lockout/tagout device(s) and the one attached by the Plan
Administrator may be removed.

Group Lockout/Tagout
The Plan Administrator designates an authorized employee to be in-charge of those
special cases where group lockout/tagout procedures are necessary (e.g. a work crew).
(The same policy will be followed for each group in the case where more than one group
is involved.) This designated authorized employee and the other authorized employees
on the crew/group will be identified on Form LO/TO2 (Certified Energy Control
Procedures). The designated authorized employee is responsible for:





Ensuring the continuity of energy control measures for the group
(e.g. obtaining an appropriate group lockout/tagout device).
Continually monitoring the work to ensure the crew/group employees are
not exposed to hazards associated with lockout/tagout.
Verifying that all procedures for "returning the equipment back into service"
are completed before taking off the crew/group lockout/tagout device.
Contacting the Plan Administrator if problems occur (or additional group
coordination is necessary) regarding lockout/tagout.

Shift Changes
It is the responsibility of the off-going shift supervisor involved with the locked or tagged
out equipment or machine to ensure that the continuity of that energy control procedure
is maintained until the on-coming shift supervisor arrives. The continuity of the program
is maintained through a lockout/tagout device attached by the designated authorized
employee(s) or one that is attached by the Plan Administrator. Whatever method is
used, it will be documented on Form LO/TO2 (Certified Energy Control Procedures).
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Removal of Locks/Tags by Other Than the Authorized Employee
If a lockout/tagout device has not been removed and all work is completed, the
authorized employee who attached it will be contacted to remove it. Lockout/tagout
devices are removed only by the person who attached it unless the Plan Administrator
determines that special conditions exist (e.g. the employee has gone home and has
forgotten to remove his/her lock or tag). The Plan Administrator ensures personnel
safety regarding the removal of a lock/tag under special conditions.
The work area supervisor assists the Plan Administrator with the following steps and
safeguards when this special condition is suspected.






Notifying the Plan Administrator that a lock/tag has not been removed and
his/her assistance is needed to determine if a special condition exists.
Verifying that the authorized employee is not at the facility.
Making all reasonable efforts to contact the authorized employee and inform
him/her that the device has been removed.
Removing the lock/tag. This is done by the Plan Administrator after ensuring
that appropriate steps for "Returning Equipment Back to Service" have been taken.
Ensuring that the authorized employee has knowledge that the device has been
removed before resuming work.

Testing and Repositioning Machines or Equipment
When lockout/tagout (and isolating) devices must be removed during
maintenance/servicing and the machine/equipment must be re-energized (e.g.
repositioning), the authorized employee takes the following sequence of actions:








Clears the machine or equipment of tools and materials.
Checks the work area to ensure employees have been safely positioned or removed.
Notifies affected employees that lockout/tagout devices have been removed.
Removes his/her lockout/tagout device, as necessary. (If the authorized employee
who attached the lock/tag is not available, the device may be removed according to
the procedure described in item #4, above.)
Energizes the machine or equipment and proceeds with testing or repositioning.
When testing/repositioning is completed, de-energizes the equipment or machine,
applies locks and tags, etc. (i.e. follows the Certified Energy Control Procedure,
Form LO/TO2).
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FORMS
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LOCKOUT/TAGOUT PROGRAM
AUTHORIZED LOCKOUT/TAGOUT EMPLOYEES
Plan Administrator: _____Jamie Holland_______ Date: _________________

EMPLOYEE NAME

DEPT/DIVISION
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LOCK/TAG ID#

LOCKOUT/TAGOUT PROGRAM
PERIODIC INSPECTION OF ENERGY CONTROL PROCEDURE
This form is used to inspect the energy control procedures (ECP) for the following machine/equipment:

I.

Basic Information: (Complete and compare with current ECP)

Department: ______________________________________ Date: ____________________________
Location/Area: ________________________________________________________________________
Conducted by:_________________________________________________________________________
II.

Authorized employees:

III.

Affected employees:

IV.

Maintenance/Services conducted on this equipment that require Lockout/Tagout:
_______________________________________________________________________________
_______________________________________________________________________________

V.

Review the existing ECP and note if "satisfactory" or modifications are needed
(i.e. changes, corrections, etc.)

a. Control Methods.
b.
c.
d.
e.
f.
g.

Satisfactory ____ Yes ____ No
Modification: _____________________________________________________________
General Review of Responsibilities and Procedures.
Satisfactory ____ Yes ____ No
Modification: _____________________________________________________________
Energy type(s).
Satisfactory ____ Yes ____ No
Modification: _____________________________________________________________
Magnitude of Energy.
Satisfactory ____ Yes ____ No
Modification: _____________________________________________________________
Energy Cutoff Device(s).
Satisfactory ____ Yes ____ No
Modification: _____________________________________________________________
Energy Release Methods.
Satisfactory ____ Yes ____ No
Modification: _____________________________________________________________
Other comments or deficiencies identified:
__________________________________________________________________________________

Certification:
This energy control procedure is adequate (or modified as noted above). The inspector has reviewed
the appropriate responsibilities with the authorized employee(s). Limitations of tagout and appropriate
affected employees were included in this review where tagout devices are used.
Plan Administrator: _________________________________________
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Date: __________________

LOCKOUT/TAGOUT PROGRAM
EXCHANGE OF ENERGY CONTROL PROCEDURES
The Lockout/Tagout standard requires that the Utility exchange energy control procedures with outside
employers who service/maintain equipment or machines (that require lockout/tagout). This form serves
that purpose and notifies both parties that they must comply with the restrictions and prohibitions of
those procedures. This form must be completed by the Plan Administrator in conjunction with the
Lockout Authority of the outside employer. The exchange of information must occur before
maintenance/ service work begins. Attach this form to the Certified Energy Control Procedure(s) being
utilized.
A.

Identification of Outside Employer:

Name: __________________________________________

Phone: _____________________________

Address: ________________________________________

Project: _____________________________

Machine/Equipment: ______________________________

Location: ____________________________

B.

____ Check here to indicate that energy control procedures for the work/equipment/system
have been exchanged. Comments:

C.

After comparing the two Lockout/Tagout programs, note any additional restrictions/prohibitions below:

D.

Appropriate Utility and Contractor personnel shall comply with these differences and be informed
of them by their respective supervisor(s) named below (indicate "U" for Utility or "C" for
Contractor, for each line completed):
Printed Name

E.

Job Title/Position

(U) (C)

_______________________________

______________________________

(U) (C)

_______________________________

______________________________

(U) (C)

_______________________________

______________________________

(U) (C)

_______________________________

______________________________

Acknowledged acceptance of the provisions of this form:
Outside Employer Rep:

______________________________
(Signature)

__________________________
(Date)

Plan Administrator: _____________________________________________________________
(Signature)
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PURPOSE

T

his Permit Required Confined Spaces program contains the procedures and
practices to protect employees in General Industry from the hazards of entry into
confined spaces. This program does not apply to construction, to agriculture or to
shipyard employment. For the Construction Industry Confined Spaces regulation
refer to MN 5207.300.

SCOPE
This permit required confined spaces program has been modified in accordance with
instructions provided by the Minnesota Association of Municipal Utilities and applicable
state and federal regulations and has been approved as the City of Blue Earth own
permit required confined spaces program by the appropriate administrative or governing
authority shown below.
The use of the word “City” or “Utility” or “City/Utility” shall be construed to mean the
municipal City/Utility (ies) of the city and such other departments of city government for
which this program has been adopted.
This Permit Required Confined Spaces program will be reviewed for relevant updates by the
Safety Committee annually.

APPLICABILITY
The Permit Required Confined Space Procedure defines the procedures for entering both
Permitted and Non-Permitted Confined Spaces.
A confined space refers to:
(1) a space which is large enough for someone to enter and perform work
(2) a space that has limited or restricted means for entry or exit, and
(3) a space that is not designed for continued employee occupancy.
A permit required confined space refers to a space that:
(1) Contains or has the potential to contain a hazardous atmosphere,
(2) Contains a material that has the potential for engulfing an entrant,
(3) Has an internal configuration that could trap an entrant,
(4) Contains any other recognizable serious safety or health hazard.
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POLICY
City of Blue Earth is committed to providing a safe and healthful work environment for the

entire staff. This program is a key document to assist the city/utility in implementing and
ensuring compliance with state and federal standards, thereby protecting our employees.
This program includes:


Hazard Identification and Control



A written permit system including an authorized permit



Employee information and special training for key people



Air testing and personal protective equipment



Protection against other safety hazards



A method to transfer information about permit required confined spaces to other on
site employers (e.g. contractors)

ADMINISTRATION
The following person shall be responsible for the administration and implementation of the
Permit Required Confined Spaces Program at the City of WindomCity of Blue Earth.
Name of Person

Jamie Holland

Title

Office/Location

Phone#

Public Works Director

City of Blue Earth

(507) 520-7778

The Plan Administrator will oversee the program, evaluate it regularly, and work with
employees to ensure it is being administered effectively. The primary responsibilities of
the Plan Administrator are to:
•
•
•
•
•
•
•

Evaluate confined spaces and maintain a record of hazards regarding confined space.
Ensure proper completion/authorization of permits prior to entry into the space.
Coordinate employee training/information sessions.
Oversee the purchase, repair and maintenance of necessary equipment.
Communicate the provisions of the program to other employers conducting work in
permit required spaces.
Review permits to evaluate program at least annually.
Authorize any changes in regard to downgrading confined spaces to alternate
procedures status and certify them accordingly.
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Formatted Table

Designated employees will assist the Plan Administrator with the task of implementing
and maintaining the Permit Required Confined Spaces Program. Designated employees
will ensure that basic procedures are followed for permit and non-permit required
confined spaces. These procedures include:












Planning the job (e.g. defining the scope of the work, indicating if hot work is necessary,
ensuring employee hazard communication training, etc.).
Removing the space from service.
Isolating the space (e.g. installing blind flanges, disconnecting lines, disconnecting drive shafts, etc.).
Preparing the space (e.g. ventilating, draining, purging, locking, etc.).
Testing the space for appropriate potential hazards (e.g. oxygen deficiency, toxic gases, noise,
temperature, etc.).
Providing for rescue and retrieval.
Establishing entry requirements and emergency procedures.
Allowing work to begin only after the authorized permit is obtained.
Conducting work as specified on the permit.
Seeing that the permit is canceled when work is completed.
Informing entrants when a space has been downgraded to alternate procedure status.

Employees are also required to contact the Plan Administrator when questions or problems
arise that involve the Permit Required Confined Spaces Program

AUTHORIZATION OF PERMITS
A Permit Entry System has been established for those employees who are required to
enter permit required confined spaces. The Permit Entry System is initiated by
designated employees whenever job duties require entry into a confined space. Written
permits are authorized by the Plan Administrator or by one of the following individuals,
only after all the requirements of the Permit Required Confined Spaces Program have
been addressed. The authorizing individual will also cancel the permit after the work has
been completed.

COMPONENTS OF THE PERMIT REQUIRED CONFINED
SPACES PROGRAM
Hazard Identification
The Plan Administrator shall ensure that permit required confined spaces are identified in all
work areas. The Inventory of Permit Required Confined Spaces is used for this purpose. The
Plan Administrator in conjunction with the MMUA Regional Safety Coordinator may determine the
severity of the hazards involved in a specific confined space with designated employees. This
“severity” rating is a relative comparison of the potential hazards (within confined spaces) on a
scale from 1 to 10 (e.g., 1= no hazard {lowest} to 10 = deadly {highest}). This rating may be
determined for each permit required confined space and recorded on the inventory form.
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This record of permit required confined spaces is kept on file and updated as necessary by the
Plan Administrator. Supervisors inform the Plan Administrator of any updated information
regarding the permit required confined spaces in their departments, including any new confined
spaces identified.

Hazard Control
Employees while conducting work in confined spaces use safe entry practices and
procedures. Hazard control is accomplished by:










Identifying permit required confined spaces and estimating a severity rating
Completing and authorizing a written permit prior to entry
Conducting appropriate employee training sessions.
Evaluating the Permit and Non-Permit confined space by utilizing proper air testing
equipment keeping a record of the results, this includes the elimination/
control of the hazard or the permit, for future reference
Evaluating the space by utilizing proper air testing equipment and keeping a
record of the results, as well as the permit, for future reference
Establishing emergency rescue procedures
Completing a certification form when permit required confined spaces are downgraded to
alternate procedure status and include the information of air testing and
elimination/control of the hazard.

Permit System
A written Confined Space Entry Permit is completed and authorized prior to any
employee entering a permit required confined space (in the course of their work). The
person in charge of the project in conjunction will complete this permit with the Plan
Administrator. The completed permit identifies necessary procedures and practices that
must be satisfied before and during entry. In addition, the employees serving as
attendants and entrants, as well as any other requirements of the permit required
confined spaces regulation, are specified on the permit. The specific permit used is
Form PRCS 2. The Plan Administrator is directly responsible for authorizing the confined
space permit. This authority may be delegated to selected supervisors. The supervisor
in charge of the work to be performed is responsible for ensuring that the requirements
of the permit are fulfilled before employees enter the identified confined space. During
the time that work is being conducted, the confined space will be immediately evacuated
whenever the requirements specified in the permit are not met. (A new permit must
then be issued and authorized prior to re-entry.) Completed permits shall be maintained
for one year.

5

Employee Information
Warning signs are posted that notify employees of potential hazards in the permit
required confined space and entry is limited to authorized personnel. Signs will be
posted to identify permit required confined spaces, if feasible. The locations of the
permit required confined spaces are reviewed during employee training sessions for
attendants, entrants, supervisors of confined space projects, and those people who
authorize permits. Posted warning signs are addressed during routinely scheduled safety
meetings to inform employees about the confined spaces they may encounter.
Supervisors will inform employees of permit required confined spaces in their work areas
in the case where warning signs are not feasible (e.g. access to tunnels in the middle of
a street).

Prevention of Unauthorized Entry
Special precautions are taken to limit entry into permit required confined spaces.
Precautions to prevent unauthorized entry include posting signs, constructing barriers,
and employee training. Supervisors are instructed to prohibit anyone from entering a
permit required confined space without a properly authorized permit. Attendants
prohibit unauthorized entry into a confined space while work is being conducted in that
space. Contractors are informed of the permit entry system (and other relative
information) by the Plan Administrator.

Employee Training
Employees receive appropriate training before serving as attendants or entrants.
Appropriate training is also required for the supervisor in charge of the work and those
people authorizing permits. Employee attendance at training sessions and a summary of
the topics covered is kept on file by the Plan Administrator/Safety Training files

Equipment
Special equipment is used to assess confined space hazards and protect employees from
these hazards. These devices include air testing instruments, communications equipment, ventilating equipment, and personal protective equipment. Supervisors report
any problems with existing equipment and make requests for new or additional
equipment to the Plan Administrator. Form PRCS 6 shall be used by the Plan
Administrator to record air testing results from various confined spaces in addition to
elimination/control of hazards. This record may be used as a future reference in hazard
evaluation and control.
Calibration and maintenance of testing / monitoring equipment shall be documented and
comply with Manufacturer’s recommendations.
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Emergency Procedures
City of Blue Earth will or will not provide rescue services
The entrants and attendants receive training in emergency procedures regarding
confined spaces. Rescue equipment is available in the event of an accident while permit
required confined space work is being conducted. In addition, the following people are
available for emergency services.

Emergency Services
Name of Group or Person

Location

Blue Earth Fire Department

120 South Walnut Street
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Emergency Phone
911

Prevention from External Hazards
While permit required confined space work is being conducted, physical barriers are
erected to control pedestrian and vehicle traffic, as necessary. The main intent of this
action is to protect attendants and entrants from these hazards during the course of
their work. (Traffic control requirements can be found in the U. S. Department of
Transportation's Manual on Uniform Traffic Control Devices.)

Duty to Other Employers
Other employers who conduct work at or for the employer are expected to comply with
the permit required confined spaces regulation. The Plan Administrator will coordinate
entry operations with contracted employers when host personnel and the outside
employees are working together in a confined space. If it becomes known to the Plan
Administrator that the outside employer has not instituted an appropriate permit entry
system, that employer will be prohibited from conducting work in the space.
The Plan Administrator ensures that other employers who must conduct work in a
permit required confined space are given:






The permit spaces and permit space entry requirements;
The information from Form PRCS 1 regard identified hazards;
The employer's experience with the space, such as knowledge of hazardous conditions;
and
Precautions or procedures to be followed when in or near permit spaces.
Any information regarding the workplace hazards, safety rules, or emergency procedures
which are to be used and which the contractor must be aware of in order to comply with
OSHA Permit Required Confined Spaces regulation.

The Plan Administrator will contact the contractor at the end of the project to ensure
confined space procedures were appropriate and to inquire about hazards involved in
the confined space during that project.

Downgrading Permit-Required Confined Spaces
A permit required confined space may be downgraded to an alternate procedure or nonpermit confined space by the Plan Administrator if documentation or previous permits
and/or other appropriate information indicates that the space contains no confined
space hazards. The elimination/control of the confined space hazard allows for the
downgrade to an alternate procedure space by the C-5 exemption or a non-permit
confined space by a C-7 exemption stated in OSHA 1910.146. All entry must be
documented (Form PRCS 6) as to air monitor results and how the hazard was eliminated
/controlled.
Evidence for this determination is listed on Form PRCS 7 and signed by the Plan Administrator.
Entrants of the space will be notified that it has been downgraded to an alternate procedure space by
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the entry supervisor. Completed copies of the Certification Form PRCS 7 are available to all entrants
of that space through the Plan Administrator

SPECIFIC TRAINING AND DUTIES
The Entrant
In order to adequately perform their duties, entrants receive training in the following
areas:
a.

Knowledge and recognition of the hazards they may encounter in permit spaces
including:



b.

Recognition of the signs and symptoms of exposure.
Understanding the consequences of exposure to these hazards.

The methods and importance of maintaining contact (communication) with the
attendant. Entrants will be instructed to immediately notify the attendant
when:



They feel or see there is an unsafe condition in the space, or
They must evacuate the space for any reason.

c.

The proper use of protective equipment needed for safe entry and exit (e.g.
retrieval lines, respirators, and clothing).

d.

The proper use and knowledge of external barriers necessary (e.g. barricades,
cones, etc.).

e.

The need to immediately exit the permit space if:




The attendant orders evacuation.
An automatic alarm on a monitoring device is activated.
The entrants feel or see that they are in danger.

The Attendant
a.

Training

Attendants receive training in the areas identified below:






The method used to keep an accurate count of entrants.
Recognition of the hazards encountered in confined spaces.
Communication techniques used in confined space work.
Appropriate rescue procedures such as methods of summoning help and
assisting the rescue team.
The duties and authority of attendants.
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Attendants will receive the same basic hazard recognition training as the entrants.
Therefore, attendants and entrants may rotate duties.
b.

Duties

Attendants will:










c.

Keep an accurate count of the number of workers in the confined space.
Limit entrants in the confined space to those people identified on the
permit.
Monitor the situation both inside and outside the space for hazards, being
alert to any conditions which may require evacuation of the space.
Keep in continuous and effective contact with those employees inside the
space.
Order evacuation of the space as necessary.
Know how to use emergency equipment and be familiar with practices to
assist with rescue without entering the space.
Never leave the work station unless properly relieved or unless all
entrants are out of the space.
Contact the supervisor in charge or the Plan Administrator if problems
arise.
Initiate and summon emergency services, if necessary.

Authority

As part of their duties, attendants are authorized to:





Prohibit unauthorized personnel from entering the confined space. This
includes warning them away from the space as well as asking them to exit the
space, if they have entered.
Order entrants or unauthorized personnel out of the confined space at
will.
Reasons to order an evacuation include:
o A condition arises that is not allowed by permit.
o A behavioral change is noticed in a worker.
o A potential hazard occurs outside the confined space
that will affect workers in that space.
o An uncontrolled hazard is detected in the confined
space.
o The attendant is not able to carry out the duties
assigned.
o The attendant must leave the assignment.
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The Personnel Authorizing the Permit (or In Charge of Entry)
a. Training and Duties
Training is conducted for those personnel authorizing permits (or in charge of work)
to facilitate the appropriate administrative, technical, and managerial aspects of
confined space entry. These individuals have the authority to terminate entry at
any time. They may also serve as an attendant or enter the space if they have
received proper training (and have informed the attendant).
Personnel who authorize entry permits will be trained to perform the following
duties:







Evaluate a space and complete the permit to ensure hazards within the
confined space are controlled.
Ensure that appropriate procedures, practices, and equipment are in
place (before allowing entry). Authorizing the permit will signify this
condition.
Cancel the permit, order evacuation of the space, and have it secured
whenever unacceptable conditions are encountered.
Cancel the permit and have the space returned to normal service once
the authorized work has been completed.
Prohibit unauthorized personnel from entering the space.

The person authorizing the permit evaluates the space during entry (by personal
observation or reported information) to assure that conditions are consistent with the
terms of the permit. If necessary, steps for corrective action are taken as noted above.

THE IN-HOUSE RESCUE TEAM
An in-house rescue team has been organized for emergency services. Members of that
team are identified below: TBD prior to entry.
Name

Job Title

Office/Building
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Certified
First Aid/CPR?

The rescue team has been provided with equipment and training to properly perform
rescue services. At least one member of the team maintains certification in basic first
aid and cardiopulmonary resuscitation (CPR). Training for the members of the rescue
team occurs initially and at least annually thereafter.
Specifically, training will include:






Appropriate rescue functions as well as the training required for entrants.
Proper use of protective equipment, rescue devices and respirators (e.g. selfcontained breathing apparatus, retrieval units, etc.).
Practice drills at the site (or a space with similar problems as the site) that
includes simulated removal of injured personnel.

THE OUTSIDE RESCUE TEAM
The below named organization is used to provide a rescue team for emergency services:

Name
Blue Earth Fire Department

Location
120 South Walnut Street

Contact Person
Steve Brown, Fire Chief

The Plan Administrator will notify the contact person (listed) of the hazards the team
may encounter when called upon to perform rescue services. The contact person may
request additional information. The intent is to provide information so that the rescue
team can equip, train, and conduct emergency services accordingly.
It shall be the Plan Administrators duty to evaluate and verify the Outside Rescue team’s ability
to perform the rescues that may be needed.
The evaluation and verification to include but not limited to:





The capability to reach the victim in a timely manner,
The Rescue Equipment needed for the rescue (ex) Body harnesses, retrieval lines, etc.
The confined space training to do the rescue,
To verify that the Outside rescue has practiced confined space rescue at your sites or sites similar.
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Form PRCS 1

PERMIT REQUIRED CONFINED SPACES PROGRAM
INVENTORY OF CONFINED SPACES
Department/Division:
Plan Administrator:
Phone:

Hazard Key
CO=Carbon Monoxide
E=Engulfment
F=Fire/explosion
HS=Hydrogen Sulfide
M=Mechanical
O=Oxygen deficiency (d) or enrichment (e)
P=Physical
S=Shock
SR=Severity Rating (10 high -1 low)
TC=Toxic Chemicals
TG=Toxic Gases
A=Accessibility (good - fair - poor)

(MARK ALL HAZARDS THAT APPLY)
Data collected by ________________________

NAME OF SPACE/LOCATION

HAZARD OR HAZARD CODE (Follow guidelines on Hazard Evaluation, Appendix II)
CO

E

F

HS

M

O
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P

S

SR

TC
list

TG
list

Other
list

A

Confined Space
Class

Confined Space Entry Permit

Form PRCS 2

The completion of this form for all permit required confined spaces that personnel must enter in
the course of their duties. The permit is to be completed and signed by the authorizing person
prior to entry into the confined space.
Complete each section as applicable. Mark the item (x) and the specified action as necessary.
Make a record of the results if applicable.

Identity of Work Location and Personnel Involved
Date/Time Issued:
Location of Confined Space:

Expiration Date:

Oxygen Deficiency
Electrical
IDLH Atmosphere
Noise
Specific Actions:

Purpose of Entry:
Supv. In charge

Phone:

Fire/Explosion
Engulfment
Heat / Cold
Other:

Results:

Authorized Entrants:
1.

2.

3.

4.

Isolation Procedures
LOTO Block Equip
Disconnect Energy
Other:
Specific Actions:

Attendants:
1.



Toxic Contaminants
Hazardous Chemical
Entry / Exit
Slips / Falls

2.

Blank Pipes
Redirect Traffic

Results:

Check if entrants and attendants will rotate duties.

Authorization of Permit
Signature:

Print:

Drain/Purge Lines
Disengage Equip

Hazard Control Measures
Ventilate
Test Contaminants:

Cancellation of Permit
・ ・ Work completed; Space returned to service.

Specific Actions:

・ ・ Work Interrupted. Space secured and posted. Re-entry permit required.

Results:

Monitor air: Continuous Periodic -

Reason for Work Interruption:

Pre-Entry Air Monitor Readings
Authorized Person’s Initials:

Date cancelled:

Emergency Telephone Numbers
Name:
Emergency Services

Job Title:

Periodic Air Monitor Readings
(If unit ALARMS, GET OUT IMMEDIATELY)

Phone Number:
911

Keep this record for 1 year.
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minutes

Form PRCS 3

PERMIT REQUIRED CONFINED SPACES PROGRAM
HOT WORK PERMIT
This permit is required in addition to the Entry Permit prior to doing work which may provide sources of
ignition in a confined space.
Nature of work to be done:

Equipment which is a source of ignition and must be in the confined space:

Type of ventilation used to remove fumes or vapors from Hot Work:

Confined Space Isolated
Confined Space Purged or Ventilated
Gas Tests Completed
Could Hot Work Be Done Outside

YES
_____
_____
_____
_____

NO
_____
_____
_____
_____

I certify that I have verified the procedures and have briefed the crew on the proper practices and hazards of
performing "Hot Work" in confined spaces.
_______________________________________________
Signature of Entry Supervisor
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_______________
Date

Form PRCS 4

HAZARD EVALUATION AND ELIMINATION/CONTROL WORKSHEET
City/Utility:
Affected Positions:
Hazard Source/Location

Area/Operation:
Compiled By:

Date:

Hazard Evaluation

Methods/Means Of Hazard Elimination/Control

Identify cause and severity of hazard.
Include results of personal monitoring if
applicable.

Identify means and methods that will be used to eliminate or control the hazard.
Consider hazard elimination, engineering controls, administrative controls, procedures and work
practices, employee training and personal protective equipment.
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Form PRCS 5

Air Monitoring Equipment
Name

EQUIPMENT LIST
Calibration Date

Inspection Date

1.
2.
3.

Ventilators/Blowers
Name

I.D. #

Purpose/location stored

1.
2.

Communication Devices
Name

I.D. #

Purpose/location stored

1.
2.

Retrieval/Emergency Rescue Equipment
Name

Type

Purpose/location stored

1.
2.
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Form PRCS 6

CONFINED SPACES PROGRAM
RECORD OF AIR MONITORING & HAZARD CONTROL
RESULTS OF ENVIRONMENTAL

DATE
TIME

MONITORING AND HAZARD CONTROL

LOCATION OF SPACE
OXYGEN
Percent

% LEL

CO
PPM*

*The term "PPM" means parts per million.

18

H2S
PPM

Hazard Eliminate/Control

Supervisor
Entrant
Initials

Form PRCS 7

PROGRAM CERTIFICATION FOR
NON-PERMIT REQUIRED CONFINED SPACE OR ALTERNATE PROCEDURES
Space Location:

Specific Method(s) to Control/Eliminate Hazards

As stated above:
(c)(5) Use of continuous ventilation and monitoring will control the hazard of the Confined Space.
All other non-atmospheric hazards have been controlled.
This space will be downgraded by the above method to Control / Eliminate the need for a Permit and can
be entered as an alternate procedure confined space.
(c)(7) Use of continuous ventilation and monitoring will eliminate the hazard of the Confined Space.
All other non-atmospheric hazards have been eliminated.
This space will be downgraded by the above method to Eliminate the need for a Permit and can be entered
as a non-permit confined space.
Documentation of all entry is required on Form CS6 and is available for entrant and attendant to review.
I certify that the above evidence is accurate and all entry supervisors and appropriate entrants have been
notified of the non-permit status of this space.

Plan Administrator ___________________________________________
Signature
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Date ___________

JOB SAFETY & TRAINING
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PREFACE
In an effort to promote safety and health issues in the work place, MMUA has assembled
important information regarding the selection, use and care of personal protective
equipment. General industrial standards dealing with this topic are contained in Subpart
I - Personal Protective Equipment. Due to the wide range of activities conducted by
cities/utilities and the complexity of applicable Occupational Safety and Health
Administration (OSHA) regulations, not every detail about personal protective equipment
can be addressed in this manual. However, this Personal Protective Equipment Manual
presents major aspects of the law and can be used as a basis to form specific
procedures and practices for the selection, use and care of personal protective
equipment at your place of employment.
Managers/supervisors in cooperation with MMUA Safety Coordinators, are cautioned to
refer to the OSHA Personal Protective Equipment Sources (Title 29, Code of Federal
Regulations, Subpart I of Part 1910) to determine if additional procedures/practices
need to be added to this program
In addition, those personnel who are responsible for compliance with the state and
federal regulations must be alert for any future changes in the law and keep this manual
current and updated.
This manual contains the checklists, outlines and other forms that will assist in the
selections, use and care for personal protective equipment.
This manual may be reproduced by the owner to facilitate adoption and implementation
of the owner’s compliance program.
Disclaimer of Warranty and Limitations of Liability
This publication is designed to provide accurate and authoritative information in regard to the
subject matter covered. It is furnished with the understanding that neither the Association nor
its licensed agent is engaged in rendering legal or other professional services. If legal advice or
other professional assistance is required, the services of a competent professional person should
be sought. This publication is provided “as is” without warranty of any kind, either expressed or
implied, including but not limited to the implied warranties of merchantability and fitness for a
particular purpose. The entire risk as to the quality, performance and accuracy of the manual is
with the holder.
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INTRODUCTION
Hazards exist in every workplace in many different forms. State and Federal regulations
require that employers protect their employees from workplace hazards that can cause injury
and/or illness.
Controlling a hazard at its source is the best way to protect employees. Depending on the
hazard or workplace conditions, it is recommended that engineering and/or administrative
controls be used to manage or eliminate hazards to the greatest extent possible.
When engineering, administrative or work practice controls are not feasible or do not provide
sufficient protection, employers must provide personal protective equipment to their
employees and ensure its use.

PURPOSE
The purpose of this program manual is to assist employers with the following:


Understanding the state and federal requirements that must be met.



Know the basics of conducting a hazard assessment.



Understanding the types of Personal Protective Equipment (PPE).



Select appropriate PPE for the diverse work circumstances.



Understand and provide the type of training needed to ensure the proper use and care of
PPE.

SCOPE
The scope of this Personal Protective Equipment program is to document the hazard
assessment, protective measures in place, and PPE is use at City of Blue Earth. As PPE
devices are not to be relied upon as the only means by which to provide protection against
hazards, this program shall be used in conjunction with administrative and engineering
controls according to details of the AWAIR program.
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REQUIREMENTS
OSHA regulation 29 CFR 1910.132 establishes general requirements for the selection,
use, inspection, and maintenance of personal protective equipment.


The City of Blue Earth in cooperation with the MMUA Safety Coordinator shall assess
the workplace to determine if hazards are present or are likely to be present that
necessitate the use of personal protective equipment. City of Blue Earth shall verify
that the hazard assessment has been performed by a written certification that:
o
o
o

Identifies the workplace evaluated.
Name of the person certifying the evaluation.
Date of the hazard assessment.



If hazards are present or likely to be present that necessitate the use of PPE the City
of Blue Earth shall select and require employees to use PPE that is suitable for the
hazards identified in the hazard assessment.



The City of Blue Earth shall ensure that personal protective equipment is of safe
design and construction for the work to be performed.



The City of Blue Earth shall ensure that employee-owned personal protective
equipment provides an appropriate level of protection and is properly maintained,
inspected, and stored.



The City of Blue Earth shall select PPE that properly fits each employee.



The City of Blue Earth shall ensure that employees do not use damaged or defective
PPE.



The City of Blue Earth shall inform employees of the hazard assessment and PPE
selection decisions.



The City of Blue Earth in cooperation with MMUA Safety Coordinator shall provide
training to employees required to wear PPE. Training must include:
o
o
o
o
o

When PPE is necessary.
Type PPE of required.
Proper donning, doffing, adjusting, and wearing of PPE.
Limitations of PPE.
Proper care, maintenance, useful life, and disposal of PPE.

The City of Blue Earth will document and certify that each employee has
received and understands the training.


The City of Blue Earth in cooperation with the MMUA Safety Coordinator shall
provide and certify additional training to employees when:
o
o
o

Workplace inspections indicate a training deficiency.
Work pace conditions render previous training obsolete.
PPE changes render previous training obsolete.
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The City of Blue Earth in cooperation with the MMUA Safety Coordinator provide
training prior to requiring employees to perform work that requires the use of
personal protective equipment.
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REGULATIONS
Personal protective equipment includes all clothing and other devices (e.g., hard-hats,
eye and face protectors, hearing protectors, gloves, aprons, protective footwear and
respirators) designed to protect the wearer from environmental, etiologic, chemical and
physical hazards that are capable of causing injury or illness.
Requirements governing the selection, use, inspection, and maintenance of personal
protective equipment are established in several separate OSHA regulations.
The regulations apply to all workplaces and include the following general requirements.
Eye and Face Protection: 29 CFR 1910.133
OSHA regulation 29 CFR 1910.133 establishes requirements for the selection and use of
eye and face protectors.


The City of Blue Earth shall require employees to use suitable eye or face protection when
exposed to eye or face hazards from:
o
o
o
o
o
o

Flying particles.
Molten metal.
Liquid chemicals.
Acids or caustic liquids.
Chemical gasses or vapors.
Potentially injurious light.



Eye protection must provide side protection.



When worn by an employee that requires vision correction, eye/face protectors must,
incorporate corrective lenses or be designed and fitted so as not to interfere with the wearing
of corrective spectacles.



The manufacturer must be clearly identified on face and eye protectors.



Shade numbers must be clearly identified on filter lenses used to protect employees from
injurious light.



The City of Blue Earth shall require employees to use filter lenses that are suitable for the
injurious light to which they are exposed.



The City of Blue Earth shall ensure that eye and face protectors comply with consensus
standards identified in the federal OSHA regulations stated above.
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Respirators: 29 CFR 1910.134
OSHA regulation 29 CFR 1910.134 establishes requirements for the selection, use,
inspection and maintenance of respiratory protective devices.


The City of Blue Earth shall ensure that when respirators are used to protect employees from
hazardous air contaminants, the devices shall be selected, used, inspected and maintained in
accordance with procedures established in the written respiratory protection program (Refer
to MMUA Respiratory Protection section of this manual for a list of requirements).

Head Protection: 29 CFR 1910.135
OSHA regulation 29 CFR 1910.135 establishes requirements for the selection and use of
protective helmets.


The City of Blue Earth shall require employees to wear head protection when working in
areas where there is a potential for injury to the head from falling objects.



The City of Blue Earth shall require employees to wear helmets designed to reduce electrical
shock hazard when near exposed electrical conductors which could contact the head.



The City of Blue Earth shall ensure that protective helmets purchased comply with consensus
standards identified in federal regulations stated above.

Foot Protection: 29 CFR 1910.136
OSHA regulation 29 CFR 1910.136 establishes requirements for the selection and use of
protective footwear.


The City of Blue Earth shall require employees to wear protective footwear when working in
areas where there is a danger of foot injuries from:
o
o
o



Falling or rolling objects.
Objects piercing the sole,
Electrical hazards.

The City of Blue Earth shall ensure that protective footwear complies will consensus
standards identified in federal regulations stated above.

6

M M U A

–

J O B

S A F E T Y

&

T R A I N I N G

Hand Protection: 29 CFR 1910.138
OSHA regulation 29 CFR 1910.138 establishes requirements for the selection and use of
equipment designed to protect the hands.


The City of Blue Earth shall select and require employees to use appropriate hand protection
when employee’s hands are exposed to hazards such as:
o
o
o
o
o
o
o



Skin absorption of harmful substances.
Severe cuts or lacerations.
Severe abrasions.
Punctures.
Chemical burns.
Thermal burns.
Harmful temperature extremes.

The City of Blue Earth shall select appropriate hand protection on the basis of an evaluation
of the performance characteristics of the hand protection in relation to the tasks to be
performed, conditions present, duration of use and hazards and potential hazards identified.

Hearing Protectors: 29 CFR 1910.95
OSHA regulation 29 CFR 1910.95 establishes requirements for the protection of
employees from harmful noise.


The City of Blue Earth shall ensure that hearing protectors are furnished to employees in
accordance with procedures established in the written hearing conservation program (Refer
to MMUA Hearing Conservation Program section of this manual for a list of requirements).

Other Personal Protective Equipment:
Other OSHA regulations establish requirements for the protection of employees from hazards
specific to the relevant regulation. These regulations can be found in various locations of the
federal regulations. These are not limited to the following: 1910.66 Fall Arrest System;
1910.137 Electrical Protective Devices; 1910.266 Logging Operations; 1910.269 Electrical
Power Generation, Transmission and Distribution; and 1926.106 Working over or near water.


The City of Blue Earth shall ensure that personal protective equipment is furnished to
employees in accordance with requirements established in the federal and state regulations.
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REGULATIONS cont.
Minnesota, as a state plan state, has developed rules and statutes regarding PPE. These
rules and statutes further enhance the protection of employees for hazards that may not be
otherwise eliminated or controlled. The following is an excerpt of those rules and statutes.
5205.0020 HEAD PROTECTION.
Employees working in areas where there is danger of scalp injury if the employee's hair should become entangled
in moving machinery parts shall be protected by having their hair contained or secured in a shop cap, snood, or similar
device.

5205.0030 HIGH VISIBILITY PERSONAL PROTECTIVE EQUIPMENT.
Subpart 1.
General requirement.
Each employee, other than police and fire protection personnel covered by subpart 3, exposed to or working
adjacent to moving motor vehicle traffic as part of the employee's assigned job shall be provided with and required to wear
a high visibility warning vest or other high visibility garment. A high visibility garment is defined as being a Performance
Class 2 garment or greater as specified by ANSI/ISEA Standard 107-2004. Some smaller garments may not meet the
background material specifications for Performance Class 2 as defined in ANSI/ISEA 107-2004. In these cases, the
garment must be rated by the manufacturer as greater than or exceeding Performance Class 1 requirements.
Subp. 1a.
Maintenance of garments.
If the high visibility personal protective equipment becomes faded, torn, dirty, worn, or defaced, reducing the
equipment's performance below manufacturer's recommendations, the high visibility personal protective equipment shall
be immediately removed from service and replaced.
Subp. 2.
Exception.
Where permanent or semipermanent barricades designed to stop or deflect vehicle traffic upon impact are in place
to protect employees from moving motor vehicles, employees are not required to wear high visibility personal protective
equipment while working inside these protected areas.
Subp. 3.
Law enforcement, emergency medical technician, and fire protection personnel.
Law enforcement and emergency medical technician personnel shall be provided with, and be required to wear a
high visibility outer garment any time the personnel are engaged in vehicular traffic control. For fire protection personnel,
compliance with NFPA No. 1971 is acceptable.
Subp. 4.
Electrical work.
For work within the flash protection boundary as defined by NFPA 70E Part II 2-1.3.3.2, high visibility garments
constructed of material that complies with NFPA 70E shall be worn.

182.655 OCCUPATIONAL SAFETY AND HEALTH STANDARDS.
Subd. 10a.Protective equipment; monitoring exposure levels; medical exams.
Where appropriate, standards shall prescribe suitable protective equipment, if feasible engineering and
administrative methods of protection alone do not provide adequate protection, and this equipment shall be made
available by and at the cost of the employer. The standards shall also provide for monitoring or measuring employee
exposure at the locations and intervals and in the manner as may be necessary and appropriate for the protection of
employees. Where appropriate, a standard shall prescribe the type and frequency of medical examinations or other tests
which shall be made available by the employer, or at the employer's cost, to employees exposed to hazards in order to
most effectively determine whether the health of those employees is adversely affected by the exposure. The results of
these examinations or tests shall be furnished only to the commissioner, the employee's physician, at the request of the
employee, and the employer with notice to the employee.
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REGULATIONS cont.
MMUA promotes the use of the APPA Safety Manual. This co-mingled manual further
establishes guidance for the coordination and facilitation of the rules and regulations with the
City of Blue Earth electric utility operations.
The City of Blue Earth may adopt the APPA Safety Manual for operations within any aspect of
their operations.
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HAZARD ASSESSMENT
The City of Blue Earth shall complete a comprehensive hazard assessment to identify physical
and health hazards in the workplace.
The hazard assessment shall survey of the facility(s) and operations to develop a list of
potential hazards in the following basic hazard categories:


Impact: (Examples: Working with or around powered tools or machinery. Use of powered
liquid sprayers, air hammers, compressed air, or working in areas with high air turbulence
where particles, fragments or chips are present. Working in areas where overhead hazards,
falling hazards or moving hazards are present.)



Penetration: (Examples: Working with or around powered tools or equipment. Working
with glass, wire, metal, sharp objects or other materials that can cut or pierce when broken
or fragmented.)



Compression -- Pinching/Crushing/Roll-Over: (Examples: Working with or around
moving equipment, or parts. Exposure to falling objects. Use of heavy equipment or tools
that could cause compression injuries, etc.)



Chemical: This is a broad category which may include chemicals ranging from slightly
irritating (such as cleaning products) to highly corrosive or toxic substances used in
laboratories or industrial settings. Working with carcinogens, mutagens or teratogens.



Thermal -- Heat/Cold: (Examples: Operating furnaces, pouring and casting hot metal,
welding. Working on steam, refrigerant, high temperature systems, etc. Working with
cryogenic materials. Working in temperature extremes (e.g., steam tunnels, freezers,
extended work outdoors in winter, etc.)



Harmful Dust (Examples: asbestos, fiberglass, silica, animal dander. Woodworking, buffing,
and general dusty conditions. High levels of airborne contaminants that cannot be eliminated
by engineering controls.)



Light (Optical) Radiation: (Examples: Electric arc or gas welding, cutting, or torch brazing
or soldering. Working with or around lasers. Working around sources of UV radiation.



Biologic: (Examples: Working with human pathogens or materials that may be
contaminated with infectious human pathogens.)



Electrical: (Examples: Working with energized electrical apparatus.)

The comprehensive hazard assessment may include information from incident/accident
records, First Reports of Injury, safety committee recommendations, safety data sheets
and/or other documentation that identifies potential hazards.
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CERTIFICATION OF HAZARD ASSESSMENT FOR THE SELECTION OF PPE
City of Blue Earth:

Department:

Supervisor Review

Affected Positions:

Hazard Assessment Certified By:

Task

Date:

Exposure

Head
Face/Eye
Hearing
Respiratory
Hands
Body
Feet
Head
Face/Eye
Hearing
Respiratory
Hand
Body
Feet
Head
Face/Eye
Hearing
Respiratory
Hand
Body
Feet

Page ________ of _________

Hazard

Specified PPE

Referenced
Used To Select
PPE
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PPE SELECTION
The City of Blue Earth shall select PPE that conforms to requirements established in the
relevant OSHA regulations. Selection considerations include:


Fit and comfort



Compatibility to work environment



Safety Committee recommendations

CARE AND USE OF PPE
General Requirements
Personal protective equipment shall be inspected, sanitized and stored in accordance
with applicable OSHA regulations and manufactures instructions.
Inspection of PPE
Employees shall inspect personal protective equipment before each use. Damaged,
defective, or soiled personal protective equipment shall not be used.
Disposal of Personal Protective Equipment
Damaged, defective, soiled or single use personal protective equipment shall be
disposed in an appropriate trash receptacle.
Cleaning and Sanitation of PPE
Personal protective equipment shall be cleaned and sanitized as necessary to ensure
comfort, effectiveness, and safe use. Items contaminated with hazardous chemicals shall
be cleaned or disposed of after each use.
Storage of PPE
To ensure continued effectiveness, personal protective equipment shall be stored in
accordance with applicable safety and health standards, and the manufactures
recommendations. In all situations personal protective equipment shall be stored in such
a manner so as to prevent physical, chemical and environmental damage.
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TRAINING
Initial Employee Training
All employees will receive training before being allowed to perform work that requires
the use of personal protective equipment.
Initial employee training and information will include:


Information on applicable OSHA safety and health standards.



Information on employee responsibilities for the use and care of personal protective
equipment.



Information on the nature and severity of workplace hazards that necessitate the
wearing of personal protective equipment.



Information on the types of personal protective equipment required for specific areas and
jobs, and the criteria used to select the equipment.



Instruction on the limitations of personal protective equipment.



Instruction on the proper care, maintenance, useful life and disposal of personal
protective equipment.

Refresher Training
Additional or refresher training will be provided when:


Training session indicates that employees do not understand the information presented.



Workplace observations (e.g., the improper use, care and maintenance of personal
protective equipment) indicate a training deficiency.



Changes in the workplace introduce new hazards.



Changes in the types of personal protective equipment render
previous training obsolete.

Training Recordkeeping
The City of Blue Earth, in cooperation with MMUA Safety Coordinator shall maintain
documentation of employee training.
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HEARING PROTECTION AND
CONSERVATION
PURPOSE & SCOPE
The purpose of the Hearing Protection and Conservation Program is to protect employees
from noise-induced hearing loss as a result of noise hazards in the workplace. Provide a
written policy and procedure that complies with the OSHA Occupation Noise Standard.
The scope of the Hearing Conservation Program encompasses whenever employee noise
exposures exceed the action level. The action level is described as an eight-hour time
weighted average of 85dBA or more.

PROGRAM ELEMENTS


Exposure monitoring of noise hazards in the workplace



Implementation of administrative or engineering controls, where feasible



Employee notification of excessive noise levels and their involvement in
the hearing conservation program



Annual audiometric testing and necessary follow-up procedures



Proper use, care, and availability of hearing protection devices



Employee training regarding the effects of noise on hearing, etc.



Recordkeeping and retention of records
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ADMINISTRATION
The Plan Administrator for the City of Blue Earth Hearing Protection and Conservation Program
is:

Name

Mary Kennedy

Title

City Administrator

This Plan Administrator, in cooperation with the MMUA Safety Coordinator oversees the
program, evaluates it regularly, and works with supervisors and employees to ensure it
is being administered effectively. The primary responsibilities of the Plan Administrator
are to ensure that proper noise hazard assessment (exposure monitoring), audiometric
testing, hearing protector selection, and employee training are conducted. This includes
the selection and purchase, rental, or lease of adequate noise monitoring equipment,
hearing protection devices, and noise abatement materials.
The MMUA Safety Coordinator will assist the Plan Administrator with the task of
implementing and maintaining the Hearing Protection and Conservation Program.
Safety Coordinator duties include:


Helping the Plan Administrator select the proper hearing protector for the job based on
the hazard(s) involved.



Performing the assessment of noise hazards and exposure monitoring.



Assure that signs in noise hazard areas are posted and placing labels on noisy equipment
as identified.



Assisting the Plan Administrator to ensure employee hearing protectors are available,
properly worn, adequately cleaned and stored in an appropriate manner.



Assist the Plan Administrator to ensure that employees in the program receive an annual
audiogram and appropriate training, where appropriate and required.



Contacting the Plan Administrator when questions or problems arise that involve the
Hearing Protection and Conservation Program.
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EXPOSURE MONITORING
The City of Blue Earth shall implement an exposure monitoring program to measure
sound levels wherever information indicates that employee noise exposure may be at or
above the action level.
Initially, suspected or reported noise hazards are investigated by the Plan Administrator,
in cooperation with the MMUA Safety Coordinator with an appropriate sound measuring
instrument to determine if the sound generated has the potential of reaching the action
level.
Results of all noise surveys are recorded on Noise Survey Form. The Plan Administrator,
in cooperation with the MMUA Safety Coordinator reviews these survey results to
determine if a noise hazard exists and/or if further action is necessary.
The Plan Administrator, in cooperation with MMUA Safety Coordinator, implements
further exposure monitoring, if necessary, reviews appropriate noise surveys for
potential noise hazards in the workplace, decides whether employees should be included
in the Hearing Protection and Conservation Program.
The Plan Administrator in cooperation with MMUA Safety Coordinator determines the
appropriate hearing protection to be used.
The Plan Administrator in cooperation with the MMUA Safety Coordinator and in
consultation with employees and other professionals shall give consideration to
administrative and/or engineering controls to eliminate exposure to noise levels
exceeding the action level.
Generally, exposure monitoring is conducted with a sound level meter (SLM), however,
follow-up monitoring may involve other equipment, such as a personal noise dosimeter,
where appropriate.
Employees and Supervisors shall notify the Plan Administrator and/or MMUA Safety
Coordinator when there are significant changes in operations or equipment that may
result in increased noise levels.
Signs and warning labels shall be used to alert employees to noise hazard areas as
indicated by noise monitoring.
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EMPLOYEE NOTIFICATION OF NOISE MONITORING
RESULTS
The Plan Administration shall notify affected employees about the results of the
exposure monitoring. The information will be shared with all employees where the
monitoring indicates the noise exposure is above the action level.
The Plan Administrator in cooperation with MMUA Safety Coordinator determines the
appropriate hearing protection to be used. Generally, exposure monitoring is conducted
with a sound level meter (SLM), however, follow-up monitoring may involve other
equipment, such as a personal noise dosimeter, where appropriate.

EMPLOYEE NOTIFICATION OF INCLUSION IN THE
HEARING PROTECTION & CONSERVATION PROGRAM
The Plan Administration shall notify affected employees about their inclusion in the
Hearing Protection and Conservation Program.
This notification shall inform the employee of their status and to initiate audiometric
testing requirements. This notification shall be sent on an annual basis.
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AUDIOMETRIC TESTING
Employees involved in the Hearing Protection and Conservation Program receive annual
audiometric testing by a Recognized Professional. A Recognized Professional is a
licensed or certified audiologist, otolaryngologist, or other physician -- or a qualified
technician under the direction of one of the former-- with experience in audiometric
testing. The audiometric testing program complies with the requirements of the OSHA
Occupational Noise Exposure standard.
Major areas include:








Establishing and maintaining an audiometric testing program for all employees whose
noise exposure is at or above the action level.
Conducting baseline audiograms within six months of an employee*s first exposure to
noise exposure at or above the action level and continued annual testing as long as the
employee remains in the program.
Comparing each employee*s annual audiogram to the baseline audiogram to determine if
the audiogram is valid and a standard threshold shift has occurred.
Maintaining a record of employee audiometric tests.
Utilizing appropriate audiometric test equipment and procedures.
Checking the audiometer for proper function and calibration as specified.
Meeting background sound requirements for audiometric testing rooms.

The Employee Audiometric Record is used by the Recognized Professional to summarize
the results of an employee's audiometric tests. The Recognized Professional shall
compare each employee’s baseline and annual audiogram to determine if a standard
threshold shift has occurred and note it on the Corresponding Employee Audiometric
Record sent to the Plan Administrator.
The Plan Administrator shall have access to the Employee Audiometric Record and will
receive a confidential updated copy after each employee’s audiometric test. This
information is used by the Plan Administrator to document the employee hearing status,
determine if follow-up testing is required, and send the appropriate employee written
notification.
Employee Notification of a Normal Hearing Test
Notification of the employee shall be the responsibility of the Plan Administrator.
Affected employees should be notified of the results of their audiometric test if their
hearing test was normal or if a re-test is suggested by the Recognized Professional
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Employee Notification of a Standard Threshold Shift
If a standard threshold shift (STS) has occurred, the employee is notified by the Plan
Administrator in writing within 21 days of the time that the standard threshold shift was
determined. Employees who experience a STS are (1) (re)fitted and (re)trained on the
care and use of hearing protectors, and if necessary, (2) provided a hearing protector
that offers better attenuation (i.e. reduce employee exposure below the action level).
Employee Notification of a Follow-up Referral
If a standard threshold shift has occurred, referrals for further evaluation of employee
hearing problems may be necessary. Such referrals are initiated by the Recognized
Professional when:
 Additional testing is thought to be necessary, or
 The problem is thought to be caused or aggravated by wearing hearing
protectors.
In referral cases, the employee is scheduled for either an audiological evaluation or an
otological examination, as appropriate. The Plan Administrator will provide all necessary
information to accommodate the referral, as suggested by the Recognized Professional,
and inform the employee of the need for further examination.
Special Case
The Plan Administrator will inform any employee of their new audiometric interpretation
if the standard threshold shift is found not to be persistent and the employee is no
longer exposed to noise at or above an 8-hour time-weighted average of 90 dBA. The
employee may discontinue use of hearing protectors in this case.
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HEARING PROTECTION DEVICES
Hearing protection devices will be provided to all employees exposed to noise at or
above the action level.
Employees shall be given the opportunity to select their hearing protective devices from
a variety of suitable choices.
The Plan Administrator along with supervisors shall ensure that hearing protective
devices are available, correctly used, cared for and properly worn by employees.
Adequacy of hearing protective device attenuation for devices worn by employees shall
be determined by the Plan Administrator in cooperation with the MMUA Safety
Coordinator.

EMPLOYEE TRAINING
Employees in the Hearing Protection and Conservation Program receive annual training
regarding:
 The effects of noise on hearing,
 The purpose of hearing protectors (advantages and disadvantages), noise
reduction rating of various types, and instructions on selection, fitting, use and
care, and
 The purpose of audiometric testing and an explanation of the test procedures.
If it is determined that an employee has experienced a standard threshold shift, the
person will be retrained on the care and use of hearing protectors by the Plan
Administrator in cooperation with the MMUA Safety Coordinator at the time the STS is
determined.
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Hearing Protection & Conservation Program
Noise Survey Form
City of Blue Earth______________________________________
Noise Instrument Type ___________________________

Building/Location/Operation_______________________________________________

Model ____________

Serial # ______________

Calibration Before (Yes No)

Date of Survey _________________

Calibration After (Yes No)

(circle "yes" above if instrument calibration verified)

Surveyor's Name ________________________________________________

Area/Equipment
Monitored

Survey Number _________________________________________________________
Hearing
Protection
Required?
(circle one)

Range of Noise
Levels Measured
Room/Work Area

Hearing
Protection
Signs
Posted?
(circle one)

(1)

Y

N

N/A

Y

N

N/A

(2)

Y

N

N/A

Y

N

N/A

(3)

Y

N

N/A

Y

N

N/A

(4)

Y

N

N/A

Y

N

N/A

(5)

Y

N

N/A

Y

N

N/A

Indicate names of employee(s) involved in each area and other specific information on the backside of this form.
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SPECIFIC INFORMATION:

Area/Location
& Superv.
(# Identified
on Front Side)

Hearing Protection & Conservation Program
(Noise Survey Form continued)

Employee Name

Job/Task

Time
Monitored
(Start: Stop)

Specific Noise
Level
(TWA or Dose
Measured)
Comments

Include In
Hearing
Conservation
Program
(Circle One)

(1)

Y

N

N/A

(2)

Y

N

N/A

(3)

Y

N

N/A

(4)

Y

N

N/A

(5)

Y

N

N/A

OTHER DETAILS:
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Hearing Conservation Program

Employee Notification of Noise Monitoring Results
To: __________________________________Employee

Date: _______________________

From: ___________________________________________________, Plan Administrator
RE: Supervisor and Employee Notification of Noise Monitoring Results
The employee(s) and area(s)/equipment identified below were involved in a recent noise survey. Sound measurements
resulting from that investigation are based on an eight hour time weighted average (TWA) and are indicated in the "noise
level" column below. Noise hazards of 85 dBA (TWA) or above are marked with an asterisk (*) and exceed
the Action level of the Hearing Protection & Conservation Program. Wearing hearing protection will reduce
these noise exposures to acceptable levels. Therefore, proper hearing protection devices must be worn by
those individuals (marked with a double asterisk - **) who work with the equipment or in the areas
identified as noise hazards. Please notify the Plan Administrator of any discrepancies and/or other employees who
may have been excluded from this list. "Hearing Protection Required" sign(s) must be posted in the noise hazard work
area(s) and attach warning labels to noise hazard equipment.

Results of Noise Monitoring
Location/Operation:_______________________________

Date:_____________________

Department: ___________________________________
Employee Name
(please print)

Job/Task
Conducted

Area/Equipment
Surveyed

Noise Level
dba, TWA

Employees identified by the (**) above are included in the City of Blue Earth Hearing Protection &
Conservation Program. Employees in this program must:

Be notified of the noise hazard areas (equipment).

Be provided adequate hearing protection devices and be required to wear them while conducting this work or
until such time that noise levels are reduced to safe levels.

Receive an annual hearing test and training about the effects of noise exposure as well as other pertinent
information about hearing protection.
Supervisors:

Ensure that all employees involved in this monitoring are made aware of the results. In addition, notify those
employees who work with noise hazards of their inclusion in the Hearing Protection & Conservation Program.

Post a copy of this memo and Noise Monitoring results in the workplace for employee review.

Hearing Protection & Conservation Program

Employee Notification of Inclusion in the Program and Scheduled Hearing Test
To: ________________________________________Employee Name

Date: _____________________

From: _______________________________________________________________Plan Administrator
Re: Hearing Conservation Program and Scheduled Hearing Test
Due to the levels of noise in your work area, you are required to be in the Hearing Protection & Conservation
Program. You have been notified about the noise hazard areas/equipment with which you work. Please ask to
review that information or any other information about the Hearing Protection & Conservation Program if you
have any questions regarding those topics.
Your involvement in this program means that you must:
 Be notified of the noise hazard areas (equipment) with which you work.
 Be provided adequate hearing protection devices and be required to wear them while conducting this
work, and
 Receive an annual hearing test and training about the effects of noise exposure as well as other pertinent
information about hearing protection.

YOUR HEARING TEST HAS BEEN SCHEDULED FOR
DATE AND
TIME

LOCATION

PLEASE CALL THIS NUMBER
TO CONFIRM APPOINTMENT

It is important that you be in a quiet area for at least fourteen (14) hours prior to the hearing examination. If
you are going to be in a noisy area (> 85 dBA*), it will be necessary for you to wear appropriate hearing
protection. Your supervisor will be able to tell you if you need to wear hearing protection at work.
Show this letter to your supervisor. Bring this signed form with you to _________________________________
(Hospital, Clinic) and have it signed by the person who gives you the hearing test.
Give this completed form to your supervisor when you return to work.

Signature of Supervisor & Title**: __________________________________________________________
Signature of Recognized Professional:_______________________________________________________
Examination Completed: ___________ am/pm
*

If you need to "raise your voice" in order to be heard by another person (within 3 feet), the sound is probably
above 85 dBA.
** Return this form to the Plan Administrator when the employee returns from the hearing test
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Hearing Conservation Program

Employee Notification of a Normal Hearing Test
To: _________________________________ Employee Name

Date: _____________________

From: _______________________________________________________, Plan Administrator
Re: Report of normal hearing test results
The results of your recent hearing test indicate your present hearing ability is normal or similar to
previous results. However, it is important that you continue to wear hearing protection as you
have done in the past, or as the job requires. You are included in the Hearing Protection&
Conservation Program because of the noise hazards you must work with for your job.
It is also important for you to wear hearing protection "off the job" as well, especially during
those activities that are unusually noisy. For example, excessive noise levels may be produced
from electric drills, sanders, power saws, grass and hedge trimmers, lawn mowers, snow
blowers, garden tractors and other equipment operated around the house. Operating this
equipment without hearing protection can damage your hearing over time.
Although it may not be required, wear your hearing protection any time you feel an area is noisy.
Some individuals find certain types of noise very annoying. Decreasing the noise exposure has
been found to reduce fatigue and anxiety in some people. Under these circumstances, many
people say they feel better at the end of a workday when they wear hearing protection.
This hearing test was conducted to protect your health. Wear your hearing protection properly
(and as required). Please talk to your supervisor or contact me if you are concerned about
proper fit or type of hearing protection to wear.
Keep up the good work.
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Hearing Conservation Program

Employee Notification Hearing Re-test
To: _________________________________Employee Name

Date: _____________________

From: ________________________________________________________, Plan Administrator
Re: Hearing Re-test.
The results of the recent hearing test indicate that your hearing ability has changed from your
past audiogram. This change may have been caused by unusual noise exposure, current
medication, a common cold, or other conditions that effect hearing. Another hearing test has
been scheduled to determine whether this new hearing level is a permanent change for you.

YOUR HEARING RE-TEST HAS BEEN SCHEDULED FOR
DATE AND
TIME

LOCATION

PLEASE CALL THIS NUMBER
TO CONFIRM APPOINTMENT

It is important that you be in a quiet area for at least fourteen (14) hours prior to the hearing
examination. If you are going to be in a noisy area (> 85 dBA*), it will be necessary for you to
wear appropriate hearing protection. Your supervisor will be able to tell you if you need to wear
hearing protection at work.
Show this letter to your supervisor.
Bring this signed form with you to__________________________________ (Hospital, Clinic) and
have it signed by the person who gives you the hearing test. Give this completed form to
your supervisor when you return to work.
Signature of Supervisor & Title**: ______________________________________________
Signature of Recognized Professional:
____________________________________________
Examination Completed: ___________ am/pm
*
**

If you need to "raise your voice" in order to be heard by another person (within 3 feet),
the sound is probably above 85 dBA.
Return this form to the Plan Administrator when the employee returns from the hearing
test
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Hearing Conservation Program

Employee Notification Standard Threshold Shift
To: _________________________________ Employee Name

Date: _____________________

From: _______________________________________________________, Plan Administrator
Re: Report of a standard threshold shift from previous hearing tests.
The results of the recent hearing test you received at__________________________________
(Hospital, Clinic) indicates your hearing ability has changed from previous measurements. Your
average hearing loss is ________ decibels (dB) and represents what is known as a permanent
Standard Threshold Shift (STS). The overall degree of hearing loss for you is categorized as:
_____slight, _____moderate, _____high. (Appropriate response checked.)
It is very important that you eliminate your exposure to high levels of noise. (If you have to
raise your voice to be heard by another person within a three-foot distance that would be
considered a high noise level.) Most noise hazard areas in the workplace have been identified
and posted with "Hearing Protection Required..." signs.
You are required to wear your hearing protection in noise hazard areas. Wearing appropriate
hearing protection devices will reduce on-the-job noise levels to within acceptable limits and
should eliminate further noise induced hearing loss. Hearing protection devices are available
from your supervisor and are selected by the Plan Administrator.
It is also important for you to wear hearing protection off the job during those home activities
that are extremely loud. For example, high levels of noise may be produced from electric drills,
sanders, power saws, grass and hedge trimmers, lawn mowers, snow blowers, garden tractors,
and other equipment operated around the house. Operating this equipment without hearing
protection can further damage your hearing.
Please contact me at the phone number listed below to discuss your present hearing protection,
noise hazards or any further training, evaluation, and examinations that are available.
Plan Administrator Phone
Number

_____________________________________________________________
Signature of Plan Administrator:
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RESPIRATORY PROTECTION
PURPOSE & SCOPE
This program contains written policies and procedures intended to comply with the
Occupational Safety and Health Administration (OSHA) Respiratory Protection Standard,
including guidelines for selection and use of air purifying and air supplying respirators by
employees. Its purpose is to safeguard employee health in those cases where
respirators are needed to prevent a significant exposure to workplace respiratory
hazards.
Respirators are personal protective devices that are used by employees to safeguard
their health. Respirators are meant to be used in those situations where clean,
breathable air is needed, and engineering controls are either not possible or not
economically feasible. As examples, respirators may be used in temporary situations
while new equipment is being installed, corrections are being made to a system, or
emergency maintenance is being conducted.
Employee respirators are carefully chosen for the contaminant of concern by conducting
a hazard assessment. Employees will receive training on the respirator care and use as
well as the limitations of the chosen respirator. Each employee must be medically
approved by a physician and fit tested by a qualified person or they will not be allowed
to wear a respirator on the job.
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ADMINISTRATION
The following person is the Program Coordinator for the Respiratory Protection Program:
Steve Nasby – City Administrator
The Program Coordinator, in cooperation with MMUA Safety Coordinator will oversee the
program, evaluate it regularly, and work with supervisors to ensure it is being
administered effectively. The primary responsibilities of the Program Coordinator are to
ensure that proper hazard assessment, respirator selection, and employee respirator
certification are conducted.
Program Coordinator, in cooperation with the MMUA Safety Coordinator may seek
assistance from other employee(s) or supervisors with the task of implementing and
maintaining the Respiratory Protection Program.
These duties include:


Helping the Program Coordinator select the proper respirator for the job based on the
hazard(s) involved.



Allowing only approved respirators to be used by employees.



Ensuring employee respirators are cleaned and maintained in proper working order.



Inspecting employee respirators regularly for proper function.



Ensuring that employees receive proper training and a facepiece fit test prior to
wearing the respirator on the job.



Contacting the Program Coordinator and/or MMUA Safety Coordinator when questions or
problems arise that involve the City of Blue Earth Respiratory Protection Program.

Standard operating procedures dealing with respirator limitations, donning procedures,
and proper respirator care and use are addressed during employee training sessions.
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SELECTION
Hazard assessment is a primary part of respirator selection. The Program Coordinator, in
cooperation with the MMUA Safety Coordinator will ensure a hazard assessment for
potential contaminants in the workplace is completed and determine what type of
respirators are to be used. Selection criteria from consensus standards established in
OSHA requirements is used to determine the proper respirator for the job.
The City of Blue Earth shall ensure that the proper respiratory equipment is available
and that employees wear it correctly while the work is conducted. Employees and
Supervisors shall also notify the Program Coordinator and/or MMUA Safety Coordinator
when the work operations are modified, or the contaminant(s) involved changes.

TRAINING
Employees who are required to wear a respirator will receive training about the proper
care and use of the respirator prior to wearing the respirator on the job. The respirator
training program will include:


Type of chemical hazards.



Reason for medical evaluation.



Purpose of the respirator.



Respirator selection.



Respirator limitations.



Wearing, fitting, and operating instructions.



Proper respirator cleaning and routine inspection.



Respirator maintenance and storage.



Handling emergency situations.

Employees will generally receive training for their respirator(s) on an annual basis
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FIT TESTING
Employees who wear negative air respirators receive a facepiece fit test prior to using
the respirator. The specific protocol is determined by the Program Coordinator in
cooperation with the MMUA Safety Coordinator and will be based on the type and
limitations of the specific respirator tested. The fit testing will be conducted according
to protocol established in OSHA regulations Appendix A of 1910.134.

INSPECTION, CLEANING, MAINTENANCE & STORAGE
Employees are instructed on the day-to-day care, maintenance, storage and use of their
respirators during the respirator training program. Program Coordinator in cooperation
with MMUA Safety Coordinator will routinely inspect employee respirators to ensure that
they are properly used, clean, in good working order, and stored correctly. Emergency
respirators are inspected monthly.

MEDICAL APPROVAL
Employees are evaluated by a physician to determine if they are physically able to do
their work while using a selected respirator. The medical evaluation of the employee is
conducted prior to wearing the respirator on the job. Medical approval and tests
performed are at the discretion of the physician. Only medically approved employees
will be allowed to wear a respirator.

WORKPLACE SURVEILLANCE
The program coordinator will ensure that work areas are monitored to ensure the
worker exposure to chemicals, as well as conditions like stress, work rate, and
environmental conditions are within the limitations of the respirator being used. As
necessary, air monitoring will be conducted to ensure the concentration of the chemical
contaminant is within the limitations of the respirator selected.
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MEDICAL EVALUATION FORM
RESPIRATORY PROTECTIVE EQUIPMENT
Name ________________________________ Title _________________________
Date of Birth ____________________
Supervisor ___________________________ Department ______________________
Employees must receive medical approval before wearing a respirator on the job.
Please answer the questions in Section I for the physician who will be doing the medical
evaluation or indicate by checking the box if you prefer to speak directly to the
physician. Sign and date the form when you have finished.
SECTION I - Medical Evaluation Questions (to be completed by employee)
Include those questions in this area that are suggested by the physician who will be giving the medical
approval. Please see the following pages for a list of typical medical evaluation questions included by the
physician.

_____ I would prefer to provide this information directly to the Physician.

SECTION II - Respirator Certification Information (to be completed by Program Coordinator)

TYPE: _____Air Purifying _____Powered Air Purified _____ SCBA _____Other Supplied Air
DESCRIPTION: _____Full Mask _____ Half Mask _____ Disposable
BRAND:

Section III. Medical Approval For Respirator (to be completed by Physician)

The applicant is authorized to use the following respirator(s):
_____ Air Purifying _____ Powered Air Purifying _____SCBA _____Other Supplied Air
Comments: ____________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

________________________________________________________________________
Physician's Signature
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MEDICAL QUESTIONAIRE
RESPIRATORY PROTECTIVE EQUIPMENT
To the employer: Answers to questions in Section 1, and to question 9 in Section 2 of Part A, do
not require a medical examination.
To the employee:
Your employer must allow you to answer this questionnaire during normal working hours, or at
a time and place that is convenient to you. To maintain your confidentiality, your employer or
supervisor must not look at or review your answers, and your employer must tell you how to
deliver or send this questionnaire to the health care professional who will review it.
Part A. Section 1. (Mandatory) The following information must be provided by every employee
who has been selected to use any type of respirator (please print).
1. Today's date:_____________________________________________________________
2. Your name:______________________________________________________________
3. Your age (to nearest year):____________
5. Your height: __________ ft. __________ in.

4. Sex (circle one):

Male

Female

6. Your weight: ____________ lbs.

7. Your job title:_____________________________________________________
8. A phone number where you can be reached by the health care professional who reviews this
questionnaire (include the Area Code): ____________________
9. The best time to phone you at this number: ________________
10. Has your employer told you how to contact the health care professional who will review this
questionnaire (circle one): Yes/No
11. Check the type of respirator you will use (you can check more than one category):
a. ______ N, R, or P disposable respirator (filter-mask, non-cartridge type only).
b. ______ Other type (for example, half- or full-facepiece type, powered-air purifying, suppliedair, self-contained breathing apparatus).
12. Have you worn a respirator (circle one): Yes

No

If "yes," what type(s):___________________________________________________________

Part A. Section 2. (Mandatory) Questions 1 through 9 below must be answered by every
employee who has been selected to use any type of respirator (please circle "yes" or "no").
1. Do you currently smoke tobacco, or have you smoked tobacco in the last month: Yes No
2. Have you ever had any of the following conditions?

a. Seizures: Yes No
b. Diabetes (sugar disease): Yes No
c. Allergic reactions that interfere with your breathing: Yes No
d. Claustrophobia (fear of closed-in places): Yes No
e. Trouble smelling odors: Yes No
3. Have you ever had any of the following pulmonary or lung problems?

a. Asbestosis: Yes No
b. Asthma: Yes No
c. Chronic bronchitis: Yes No
d. Emphysema: Yes No
e. Pneumonia: Yes No
f. Tuberculosis: Yes No
g. Silicosis: Yes No
h. Pneumothorax (collapsed lung): Yes No
i. Lung cancer: Yes No
j. Broken ribs: Yes No
k. Any chest injuries or surgeries: Yes No
l. Any other lung problem that you've been told about: Yes No

4. Do you currently have any of the following symptoms of pulmonary or lung illness?

a. Shortness of breath: Yes No
b. Shortness of breath when walking fast on level ground or walking up a slight hill or incline:
Yes No
c. Shortness of breath when walking with other people at an ordinary pace on level ground:
Yes No
d. Have to stop for breath when walking at your own pace on level ground: Yes No
e. Shortness of breath when washing or dressing yourself: Yes No
f. Shortness of breath that interferes with your job: Yes No
g. Coughing that produces phlegm (thick sputum): Yes No
h. Coughing that wakes you early in the morning: Yes No
i. Coughing that occurs mostly when you are lying down: Yes No
j. Coughing up blood in the last month: Yes No
k. Wheezing: Yes No
l. Wheezing that interferes with your job: Yes No
m. Chest pain when you breathe deeply: Yes No
n. Any other symptoms that you think may be related to lung problems: Yes No
5. Have you ever had any of the following cardiovascular or heart problems?

a. Heart attack: Yes No
b. Stroke: Yes No
c. Angina: Yes No
d. Heart failure: Yes No
e. Swelling in your legs or feet (not caused by walking): Yes No
f. Heart arrhythmia (heart beating irregularly): Yes No
g. High blood pressure: Yes No

h. Any other heart problem that you've been told about: Yes No
6. Have you ever had any of the following cardiovascular or heart symptoms?

a. Frequent pain or tightness in your chest: Yes No
b. Pain or tightness in your chest during physical activity: Yes No
c. Pain or tightness in your chest that interferes with your job: Yes No
d. In the past two years, have you noticed your heart skipping or missing a beat: Yes No
e. Heartburn or indigestion that is not related to eating: Yes No
d. Any other symptoms that you think may be related to heart or circulation problems: Yes No
7. Do you currently take medication for any of the following problems?

a. Breathing or lung problems: Yes No
b. Heart trouble: Yes No
c. Blood pressure: Yes No
d. Seizures: Yes No
8. If you've used a respirator, have you ever had any of the following problems? (If you've
never used a respirator, check the following space and go to question 9:)

a. Eye irritation: Yes No
b. Skin allergies or rashes: Yes No
c. Anxiety: Yes No
d. General weakness or fatigue: Yes No
e. Any other problem that interferes with your use of a respirator: Yes No
9. Would you like to talk to the health care professional who will review this questionnaire
about your answers to this questionnaire: Yes No

Questions 10 to 15 below must be answered by every employee who has been selected to use
either a full-facepiece respirator or a self-contained breathing apparatus (SCBA). For employees
who have been selected to use other types of respirators, answering these questions is
voluntary.
10. Have you ever lost vision in either eye (temporarily or permanently): Yes No
11. Do you currently have any of the following vision problems?

a. Wear contact lenses: Yes No
b. Wear glasses: Yes No
c. Color blind: Yes No
d. Any other eye or vision problem: Yes No
12. Have you ever had an injury to your ears, including a broken ear drum: Yes No
13. Do you currently have any of the following hearing problems?

a. Difficulty hearing: Yes/No
b. Wear a hearing aid: Yes/No
c. Any other hearing or ear problem: Yes/No
14. Have you ever had a back injury: Yes No
15. Do you currently have any of the following musculoskeletal problems?

a. Weakness in any of your arms, hands, legs, or feet: Yes/No
b. Back pain: Yes/No
c. Difficulty fully moving your arms and legs: Yes/No
d. Pain or stiffness when you lean forward or backward at the waist: Yes/No
e. Difficulty fully moving your head up or down: Yes/No
f. Difficulty fully moving your head side to side: Yes/No
g. Difficulty bending at your knees: Yes/No
h. Difficulty squatting to the ground: Yes/No

i. Climbing a flight of stairs or a ladder carrying more than 25 lbs: Yes/No
j. Any other muscle or skeletal problem that interferes with using a respirator: Yes/No
Part B Any of the following questions, and other questions not listed, may be added to the
questionnaire at the discretion of the health care professional who will review the
questionnaire.
1. In your present job, are you working at high altitudes (over 5,000 feet) or in a place that
has lower than normal amounts of oxygen: Yes No

If "yes," do you have feelings of dizziness, shortness of breath, pounding in your chest, or other
symptoms when you're working under these conditions: Yes No
2. At work or at home, have you ever been exposed to hazardous solvents, hazardous
airborne chemicals (e.g., gases, fumes, or dust), or have you come into skin contact with
hazardous chemicals: Yes No

If "yes," name the chemicals if you know them:_______________________________________
_____________________________________________________________________________
_____________________________________________________________________________
3. Have you ever worked with any of the materials, or under any of the conditions, listed
below:

a. Asbestos: Yes No
b. Silica (e.g., in sandblasting): Yes No
c. Tungsten/cobalt (e.g., grinding or welding this material): Yes No
d. Beryllium: Yes No
e. Aluminum: Yes No
f. Coal (for example, mining): Yes No
g. Iron: Yes No
h. Tin: Yes No
i. Dusty environments: Yes No

j. Any other hazardous exposures: Yes No
If "yes," describe these exposures:_________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
4. List any second jobs or side businesses you have:___________________

_______________________________________________________________________
5. List your previous occupations:_____________________________________

_______________________________________________________________________
6. List your current and previous hobbies:________________________________

_______________________________________________________________________
7. Have you been in the military services? Yes No

If "yes," were you exposed to biological or chemical agents (either in training or combat):
Yes No
8. Have you ever worked on a HAZMAT team? Yes No
9. Other than medications for breathing and lung problems, heart trouble, blood pressure,
and seizures mentioned earlier in this questionnaire, are you taking any other medications
for any reason (including over-the-counter medications): Yes No

If "yes," name the medications if you know them:_____________________________________
10. Will you be using any of the following items with your respirator(s)?

a. HEPA Filters: Yes No
b. Canisters (for example, gas masks): Yes No
c. Cartridges: Yes No
11. How often are you expected to use the respirator(s) (circle "yes" or "no" for all answers
that apply to you)?:

a. Escape only (no rescue): Yes No
b. Emergency rescue only: Yes No
c. Less than 5 hours per week: Yes No
d. Less than 2 hours per day: Yes No

e. 2 to 4 hours per day: Yes No
f. Over 4 hours per day: Yes No
12. During the period you are using the respirator(s), is your work effort:

a. Light (less than 200 kcal per hour): Yes No
If "yes," how long does this period last during the average shift: ______hrs.______mins.
Examples of a light work effort are sitting while writing, typing, drafting, or performing light
assembly work; or standing while operating a drill press (1-3 lbs.) or controlling machines.
b. Moderate (200 to 350 kcal per hour): Yes No
If "yes," how long does this period last during the average shift: _______hrs._______mins.
Examples of moderate work effort are sitting while nailing or filing; driving a truck or bus in
urban traffic; standing while drilling, nailing, performing assembly work, or transferring a
moderate load (about 35 lbs.) at trunk level; walking on a level surface about 2 mph or down a
5-degree grade about 3 mph; or pushing a wheelbarrow with a heavy load (about 100 lbs.) on
a level surface. c. Heavy (above 350 kcal per hour): Yes No
If "yes," how long does this period last during the average shift: _______hrs._______mins.
Examples of heavy work are lifting a heavy load (about 50 lbs.) from the floor to your waist or
shoulder; working on a loading dock; shoveling; standing while bricklaying or chipping
castings; walking up an 8-degree grade about 2 mph; climbing stairs with a heavy load (about
50 lbs.).
13. Will you be wearing protective clothing and/or equipment (other than the respirator)
when you're using your respirator: Yes No

If "yes," describe this protective clothing and/or equipment:_____________________________
_____________________________________________________________________________
14. Will you be working under hot conditions (temperature exceeding 77 deg. F): Yes No
15. Will you be working under humid conditions: Yes No
16. Describe the work you'll be doing while you're using your respirator(s):

_____________________________________________________________________________
_____________________________________________________________________________

17. Describe any special or hazardous conditions you might encounter when you're using
your respirator(s) (for example, confined spaces, life-threatening gases):

_____________________________________________________________________________
_____________________________________________________________________________
18. Provide the following information, if you know it, for each toxic substance that you'll be
exposed to when you're using your respirator(s):

Name of the first toxic substance:___________________________________________
Estimated maximum exposure level per shift: __________________________________
Duration of exposure per shift:______________________________________________
Name of the second toxic substance: __________________________________________
Estimated maximum exposure level per shift: __________________________________
Duration of exposure per shift:______________________________________________
Name of the third toxic substance: ___________________________________________
Estimated maximum exposure level per shift: __________________________________
Duration of exposure per shift:______________________________________________
The name of any other toxic substances that you'll be exposed to while using your respirator:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
19. Describe any special responsibilities you'll have while using your respirator(s) that may
affect the safety and well-being of others (for example, rescue, security):

_____________________________________________________________________________

_____________________________________________________________________________
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RESPIRATORY FIT TEST RECORD
RESPIRATOR SELECTED
Employee Name
(Please Print)

Mfr.

Model

Size

Hazard

Test
Agent

Test
Date

Test
Conductor

Employee Signature

RESOLUTION 22-06
CITY OF BLUE EARTH, MINNESOTA
A RESOLUTION TO ADOPT
JOB SAFETY AND TRAINING MANUALS

WHEREAS, it is the responsibility of the City of Blue Earth to implement certain safety and
training policies; and
WHEREAS, it is a priority of the City of Blue Earth to promote the safety and training of
employees.
NOW, THEREFORE, BE IT RESOLVED that the City of Blue Earth adopts the following
Minnesota Municipal Utility Association Job and Safety Training Manuals:
a.
b.
c.
d.
e.
f.
g.

AWAIR – A Workplace Accident and Injury Reduction Program
Bloodborne Pathogens Manual
Employee Right to Know Manual
Excavation and Trenching Manual
Hazardous Energy Control Lockout/Tagout Manual
Permit Required Confined Spaces Manual
Personal Protective Equipment Program

PASSED and ADOPTED by the City Council of the City of Blue Earth, Minnesota on this 22nd
day of February 2022.

BY:

______________________________
Richard Scholtes, Mayor

ATTEST:

___________________________
Mary Kennedy, City Administrator

TO:
FROM:
SUBJECT:
DATE:

City Council
Mary Kennedy, City Administrator
Liquor Store Payroll Adjustments
22 February 2022

The following payroll corrections are requested:
Payroll Correction
Part Time Liquor Store Clerks
Sunday Hours between 1/1/2020 – 2/1/2022
$2.00 additional per hour for Sunday
Berg - 17 hours
Halvorson – 26.75 hours
Lane – 11 hours
Lewis – 6 hours
Myers – 43 hours
Wells – 45.7 hours
Total Amount = $ 299.00
In 2017, the Council agreed to incentivize Part Time Liquor Store employees to fill Sunday shifts
by paying $2.00 per hour more. After 2019, this payment was mistakenly not made and needs to
be corrected.

INVESTMENT SCHEDULE
CITY OF BLUE EARTH
FEBRUARY 22, 2022

CURRENT INVESTMENTS
INSTITUTION
FIRST BANK OF BE

INSTRUMENT
GENERAL CHECKING ACCT#415017300

INTEREST
0.30%

MATURITY

CURRENT

2/17/2022 $

5,835,741

LONG TERM INVESTMENTS
INSTITUTION
1 NORTHLAND SECURITIES
2 NORTHLAND SECURITIES
3 NORTHLAND SECURITIES
4 FIRST BANK BLUE EARTH
5 FIRST BANK BLUE EARTH
6 FIRST BANK BLUE EARTH

INSTRUMENT
CERT. OF DEPOSIT
CERT. OF DEPOSIT
CERT. OF DEPOSIT
CERT. OF DEPOSIT
CERT. OF DEPOSIT
CERT. OF DEPOSIT

INTEREST
GENERAL INVESTMENT
STREET FUND RESERVE
STREET FUND RESERVE
GENERAL INVESTMENT
STREET FUND RESERVE
STREET FUND RESERVE

MATURITY
10/21/2022
3/20/2023
1/3/2023
9/13/2022
10/2/2022
10/2/2024
TOTAL

CURRENT
$
$
$
$
$
$
$

100,000
200,000
125,000
175,000
100,000
200,000
900,000

LONG TERM INVESTMENTS DETAILS
1
2
3
4
5
6

Certificate of Deposit. Industrial & Com. Bank China USA National 0.20% interest rate paid monthly. Maturity date 10/21/2022.
Certificate of Deposit. BMW BK North America 0.200% interest paid semi annual on Mar. & Sept. 19th each year. Maturity date 03/20/2023
Certificate of Deposit. Goldman Sachs New York. 1.85% interest paid semi annual on January & July 2nd each year. Maturity date 01/02/2023 .
Certificate of Deposit. First Bank Blue Earth. 0.25% interest paid every 12 months and at maturity . Matruity date 9/13/2022.
Certificate of Deposit. First Bank Blue Earth. 0.45% interest paid every 12 months and at maturity . Matruity date 10/2/2022.
Certificate of Deposit. First Bank Blue Earth. 0.65% interest paid every 12 months and at maturity . Matruity date 10/2/2024.

As of February 4, 2022

EXPENSES
2021 Budget

REVENUES

2021 Actual

2022 Budget

2022 YTD

2021 Budget

2021 Actual 2022 Budget

2022 YTD

$ 3,407,577.00

$ 4,965,466.78

$ 3,478,130.00

$

63,300.68

$ (3,414,829.32)

Fund 101 General Fund

$

3,126,582.36

$

31,713,492.70

$

3,389,867.58

$

144,223.60

$ 3,245,643.98

Fund 101 General Fund

Dept 41100 Mayor and Council

Fund 207 Econoimic Development

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

27,900.00
304,423.64
36,550.00
43,600.00
12,000.00
684,880.64
277,515.60
29,700.00
1,015,177.69
170,564.70
99,684.78
217,569.86
57,897.95
149,117.50
370,187.28

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

32,978.42
283,863.40
30,851.54
44,209.80
38,144.40
714,212.06
709,665.49
49,020.65
1,062,755.78
239,071.84
99,112.37
197,512.98
59,952.06
152,141.91
490,151.32

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

30,550.00
313,698.48
41,900.00
43,550.00
15,000.00
726,952.52
285,088.92
45,400.00
1,108,374.67
195,918.63
133,464.35
232,924.60
63,303.89
153,741.52
520,190.26

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

2,145.28
24,294.36
1.30
54,760.37
2,165.89
29.64
36,225.55
721.14
5,537.58
10,443.16
7,899.33
25,980.36

$
28,404.72
$ 289,404.12
$
41,900.00
$
43,548.70
$
15,000.00
$ 672,192.15
$ 282,923.03
$
45,370.36
$ 1,072,149.12
$ 195,197.49
$ 127,926.77
$ 222,481.44
$
55,404.56
$ 153,741.52
$ 494,209.90

Fund 207 Economic Development
$ 379,479.00

$

532,107.89

$

374,400.00

$

54,473.81

$

(319,926.19)

Fund 210 Airport Fund

$

96,750.00

$

191,738.06

$

96,800.00

$

1,362.05

$

95,437.95

Fund 210 Airport Fund

$

105,450.00

$

340,513.38

$

108,450.00

$

36,547.81

$

(71,902.19)

Fund 224 Housing Fund

$

47,020.20

$

448,746.50

$

69,960.95

$

1,242.87

$

68,718.08

Fund 224 Housing Fund

$

90,000.00

$

28,324.84

$

95,000.00

$

934.86

$

(94,065.14)

Fund 602 WWTP

$

1,331,207.98

$

689,162.20

$

1,289,299.78

$

30,323.60

$ 1,258,976.18

Fund 602 WWTP

$ 1,330,900.00

$ 1,390,543.68

$ 1,330,900.00

$

108,700.52

Fund 605 Liquor Fund

$

372,216.40

$

339,317.50

$

425,313.56

$

26,115.27

$

399,198.29

Fund 605 Liquor Fund

$

342,845.00

$

474,611.91

$

499,821.00

$

28,838.31

$

(470,982.69)

Fund 610 Fitness Center Fund

$

173,669.65

$

155,829.60

$

173,556.71

$

12,522.17

$

161,034.54

Fund 610 Fitness Center Fund
$ 139,150.00

$

140,058.33

$

102,650.00

$

19,924.02

$

(82,725.98)

Fund 604 Storm Water Utility
$

$

92,356.80

$

52,200.00

$

7,753.54

$

(44,446.46)

$ 6,041,551.00

$

320,473.55

Dept 41400 Administration
Dept 41540 Financial
Dept 41610 Legal
Dept 41710 Engineering
Dept 42100 Police
Dept 42220 Fire
Dept 42400 City Hall
Dept 43200 Public Works
Dept 45100 Swimming Pool
Dept 45300 Senior Center
Dept 45500 Library
Dept 46400 Community Development
Dept 48000 Sanitation & Health

TOTAL $

Fund 101 General Fund
Fund 207 Econoimic Development
Fund 210 Airport Fund
Fund 224 Housing Fund
Fund 602 WWTP
Fund 605 Liquor Fund
Fund 610 Fitness Center Fund

$
$
$
$
$
$
$

5,517,633.87
Revenue
63,300.68
54,473.81
36,547.81
934.86
108,700.52
28,838.31
19,924.02

$

6,028,437.88

$
$
$
$
$
$
$

Expenditure
144,223.60
25,980.36
1,362.05
1,242.87
30,323.60
26,115.27
12,522.17

$

$
$
$
$
$
$
$

5,964,988.84
Total
(80,922.92)
28,493.45
35,185.76
(308.01)
78,376.92
2,723.04
7,401.85

$

241,769.92

$ 5,723,218.92

52,200.00

TOTAL $ 5,847,601.00

$ 7,963,983.61

$ (1,222,199.48)

$ (5,721,077.45)

BILL SHEET FOR COUNCIL MEETING OF FEBRUARY 22, 2022

PREPAID BILLS:
UNPAID BILLS:
BONDS PAYABLE:
TOTAL BILLS PAID & UNPAID:

$8,173.77
$131,274.33
$57,001.78
$196,449.88

CITY OF BLUE EARTH
FUND
FUND 101 GENERAL FUND

ADMINISTRATION

CITY HALL MAINTENANCE

COMMUNITY DEVELOPMENT

FINANCIAL SERVICES

FIRE DEPT

PAYABLE TO

CHECK REGISTER BY DEPT.
CHECK #
CHECK DATE

AMOUNT

COMMENTS

AFLAC
LELS DUES
MADISON NATIONAL LIFE**
MN CHILD SUPPORT PAYMENT CENTR
MN CHILD SUPPORT PAYMENT CENTR
MN COUNCIL #65 AFSCME
MN LIFE INSURANCE CO.
MN NCPERS LIFE INSURANCE
BE CVB

060654
060655
060656
060657
060657
060658
060659
060660
060669

2/9/2022
2/9/2022
2/9/2022
2/9/2022
2/9/2022
2/9/2022
2/9/2022
2/9/2022
2/22/2022
TOTAL

$31.72
$260.00
$164.70
$160.00
$303.00
$502.87
$205.50
$80.00
$1,296.02
$3,003.81

MONTHLY AFLAC INSURANCE PREMIUM
MONTHLY POLICE UNION DUES
MONTHLY LONG TERM DISABILITY INSURANCE PREMIUM
GAYDON MONTHLY CHILD SUPPORT PMT.
BELL MONTHLY CHILD SUPPORT PMT.
MONTHLY AFSCME UNION DUES
MONTHLY LIFE INSURANCE PREMIUM
MONTHLY PERA LIFE INSURANCE PREMIUM
95% JANUARY LODGING TAX

AMAZON CAPITAL SERVICES
CANON FINANCIAL SERVICES, INC.
FARIBAULT COUNTY REGISTER,INC.
FLAHERTY & HOOD, P.A.
INNOVATIVE OFFICE SOLUTIONS
KENNEDY, MARY
LASER CARTRIDGE REMANUFACTURIN
LMC FINANCE DEPARTMENT
LMC FINANCE DEPARTMENT
MIDWEST IT SYSTEMS
MIDWEST IT SYSTEMS

060664
060678
060690
060693
060709
060713
060715
060716
060716
060722
060722

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$38.46
$94.08
$500.00
$262.50
$23.31
$70.22
$112.34
$20.00
$20.00
$507.50
$158.00
$1,806.41

ADMIN OFFICE SUPPLIES
ADMIN CANON COPIER LEASE PMT.
ADMIN DEPT HEAD AD
JOB CLASSIFICATION & COMP STUDY
ADMIN OFFICE SUPPLIES
TRAVEL REIMBURSEMENT FOR MEETINGS
ADMIN HP2055 INK CARTRIDGE REPLACEMENT
2022 SAFETY & LOSS CONTROL REGISTRATION - R. HANEVIK
2022 SAFETY & LOSS CONTROL REGISTRATION - M. KENNEDY
ADMIN MONTHLY GUARDIAN PLAN
ADMIN FEBRUARY BACKUP

AMERICAN PEST CONTROL, INC.
B&B SANITATION & RECYCLING LLC
BE LIGHT & WATER DEPT
BREEN S HARDWARE

060665
060666
060671
060677

2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$120.00
$78.25
$2,551.59
$8.99
$2,758.83

CITY HALL QUARTERLY PEST CONTROL
CITY HALL MONTHLY TRASH SERVICE
CITY HALL MONTHLY UTILITIES
CITY HALL SUPPLIES

MIDWEST IT SYSTEMS

060722

2/22/2022
TOTAL

$145.00
$145.00

BLDG INSPECTOR MONTHLY GUARDIAN PLAN

FIRST LAB
FURTHER

060692
060695

2/22/2022
2/22/2022
TOTAL

$500.00
$65.65
$565.65

2022 ANNUAL SUBSCRIPTION FEE DRUG TESTING
FEBRUARY ADMIN FEES

ALEX AIR APPARATUS, INC.
B&B SANITATION & RECYCLING LLC
BE LIGHT & WATER DEPT
ENTERPRISE FM TRUST
HENKES REPAIR LLC
LUD-KEY
MIDWEST IT SYSTEMS
NAPA AUTO PARTS

060663
060666
060671
060688
060705
060719
060722
060728

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022

$16.00
$128.04
$930.44
$12.00
$709.80
$30.00
$145.00
$0.50

FIRE DEPT FILL STATION KNOBS
FIRE DEPT MONTHLY TRASH SERVICE
FIRE DEPT MONTHLY UTILITIES
FIRE DEPT FEBRUARY FLEET MAINTENANCE FEE
FIRE TRUCK #334 BATTERIES
FIRE DEPT CHIEFS OFFICE DOOR LOCK SERVICE CALL
FIRE DEPT MONTHLY GUARDIAN PLAN
FIRE DEPT SUPPLIES

LIBRARY

MAYOR AND COUNCIL

POLICE DEPT

PUBLIC WORKS/MAINTENANCE

NAPA AUTO PARTS
NAPA AUTO PARTS
NAPA AUTO PARTS

060728
060728
060728

2/22/2022
2/22/2022
2/22/2022
TOTAL

$114.22
$13.70
$18.96
$2,118.66

FIRE DEPT SUPPLIES
FIRE DEPT SUPPLIES
FIRE DEPT SUPPLIES

B&B SANITATION & RECYCLING LLC
BE LIGHT & WATER DEPT
CENTER POINT PUBLISHING
GALE GROUP
GALE GROUP
GALE GROUP
INGRAM BOOK COMPANY
METRO SALES
METRO SALES
STEP, INC.

060666
060671
060679
060696
060696
060696
060708
060721
060721
060736

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$78.25
$561.02
$47.94
$83.97
$83.22
$24.74
$482.08
$235.00
$386.20
$224.00
$2,206.42

LIBRARY MONTHLY TRASH SERVICE
LIBRARY MONTHLY UTILITIES
LIBRARY BOOK PURCHASES
LIBRARY BOOK PURCHASES
LIBRARY BOOK PURCHASES
LIBRARY BOOK PURCHASES
LIBRARY BOOK PURCHASES
LIBRARY COPIER LEASE
LIBRARY COPIER OVERAGE CHARGE
JANUARY LIBRARY JANITORIAL SERVICE

HANNA, ANN
HUISMAN JOHN

060700
060706

2/22/2022
2/22/2022
TOTAL

$145.00
$166.60
$311.60

TRAVEL REIMUBRSEMENT FOR LMC CONFERENCE
TRAVEL REIMBURSEMENT FOR LMC CONFERENCE

AXON ENTERPRISE, INC.
AMAZON CAPITAL SERVICES
B&B SANITATION & RECYCLING LLC
BE LIGHT & WATER DEPT
BLUE EARTH COUNTY SHERIFF
ENTERPRISE FM TRUST
ENTERPRISE FM TRUST
GALLS, LLC
MIDWEST IT SYSTEMS
MIDWEST IT SYSTEMS
VERIZON WIRELESS

60661
060664
060666
060671
060675
060688
060688
060697
060722
060722
060740

2/9/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

6465.98
$24.89
$128.04
$626.19
$864.00
$1,395.47
$12.00
$3.80
$933.23
$797.50
$330.17
$11,581.27

POLICE DEPT BODY CAMERAS
POLICE DEPT COMPUTER MOUSE
POLICE DEPT MONTHLY TRASH SERVICE
POLICE DEPT MONTHLY UTILITIES
BE POLICE DEPT 2022 CIS-MDC FEE
POLICE DEPT FEBRUARY FLEET LEASE
POLICE DEPT FEBRUARY FLEET MAINTENANCE FEE
T. FLETCHER CLOTHING ALLOWANCE
POLICE DEPT ADDITIONAL BACKUP STORAGE
POLICE DEPT MONTHLY GUARDIAN PLAN
POLICE DEPT CELLPHONE & DATA PLANS

B&B SANITATION & RECYCLING LLC
B&B SANITATION & RECYCLING LLC
BAUER BUILT
BE LIGHT & WATER DEPT
BE PARTS CITY
BE PARTS CITY
BE PARTS CITY
BE PARTS CITY
BREEN S HARDWARE
CENTRAL FARM SERVICE
CUSTOMIZED LANDSCAPE, INC.
ELECTRIC SERVICE, INC.
ENTERPRISE FM TRUST
FARIBAULT COUNTY REGISTER,INC.
FARIBAULT COUNTY REGISTER,INC.

060666
060666
060668
060671
060672
060672
060672
060672
060677
060680
060684
060687
060688
060690
060690

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022

$188.18
$444.64
$180.00
$2,343.30
-$67.41
$63.96
$45.51
$25.24
$7.60
$311.40
$400.00
$183.13
$1,671.94
$74.35
$95.80

PWD MONTHLY TRASH SERVICE
PWD PARKS MONTHLY TRASH SERVICE
PWD TRUCK TIRE REPAIRS
PWD MONTHLY UTILITIES
PWD SUPPLIES- CORRECTION TO ACCT
PWD SUPPLIES
PWD SUPPLIES
PWD SUPPLIES
PWD SUPPLIES
PWD FUEL
PWD CEMENT SAW BLADES
ICE RINK ELECTRICAL SERVICE CALL
PWD FEBRUARY FLEET LEASE
PWD ICE RINK HELP WANTED AD
PWD SEASONAL MAINTENANCE HELP WANTED AD

SANITATION & HEALTH

SENIOR CENTER

SWIMMING POOL

FUND 207 ECONOMIC DEVELOPMENT FUND

FIRST LAB
GOPHER STATE ONE CALL
HANSON AUTO REPAIR
KBEW RADIO, INC.
KBEW RADIO, INC.
LAMPERTS
LAMPERTS
LAMPERTS
MARTIN COUNTY HWY DEPT.
MN DEPT OF HEALTH
MORE S AG CENTER
NAPA AUTO PARTS
NUSS TRUCK (MANKATO)
NUSS TRUCK (MANKATO)
UNITED HOSPITAL
VERIZON WIRELESS
ZIEGLER INC.
ZIEGLER INC.
ZIEGLER INC.

060692
060699
060701
060712
060712
060714
060714
060714
060720
060723
060727
060728
060729
060729
060739
060740
060745
060745
060745

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$118.76
$8.10
$451.00
$81.60
$48.96
$1,124.91
$381.50
$12.99
$9,673.92
$125.00
$341.25
$318.85
$47.68
$1,279.57
$110.00
$41.22
-$225.66
$1,083.45
$32.48
$21,023.22

PWD RANDOM DRUG SCREEN
JANUARY LINE LOCATES
PWD 2016 MACK TRUCK TRANSMISSION REPAIR
PWD JOB OPENINGS AD
PWD JOB OPENINGS AD
PWD PICNIC TABLE REPAIRS
PWD PICNIC TABLE REPAIRS
PWD PICNIC TABLE REPAIRS
PWD TAR TACK (2 YEAR SUPPLY)
2022 CAMPGROUND LICENSE
ICE RINK LP FILL
PWD SUPPLIES
PWD WIPER BLADES
PWD LOADER TIRE SEALS
PWD RANDOM DRUG SCREEN
CAMPGROUND HOST CELLPHONE PLAN
PWD CREDIT MEMO
PWD GRADER CUTTING EDGE
PWD CAP SCREW

B&B SANITATION & RECYCLING LLC
B&B SANITATION & RECYCLING LLC
B&B SANITATION & RECYCLING LLC
BE LIGHT & WATER DEPT
BE LIGHT & WATER DEPT
VERIZON WIRELESS

060666
060666
060666
060671
060671
060740

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$6,753.36
$13.56
$482.30
$438.64
$214.17
$40.01
$7,942.04

JANUARY RECYCLING PROGRAM
ANIMAL SHELTER MONTHLY TRASH SERVICE
JANUARY DUMPSTER PROGRAM
STREET LIGHTING MONTHLY UTILITIES
ANIMAL CONTROL MONTHLY UTILITIES
CODE ENFORCEMENT DATA PLAN

B&B SANITATION & RECYCLING LLC
BE LIGHT & WATER DEPT
INNOVATIVE OFFICE SOLUTIONS
MIDWEST IT SYSTEMS
SENTINEL
SQUEEGEE BROTHERS, INC.

060666
060671
060709
060722
060732
060734

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$78.25
$583.92
$428.11
$145.00
$262.60
$22.00
$1,519.88

SENIOR CNTR MONTHLY TRASH SERVICE
SENIOR CNTR MONTHLY UTILITIES
SENIOR CNTR SUPPLIES
SENIOR CNTR MONTHLY GUARDIAN PLAN
SENIOR CNTR ONE YEAR SUBSCRIPTION RENEWAL
SENIOR CNTR FEBRUARY WINDOW CLEANING

AMERICAN PEST CONTROL, INC.
BE LIGHT & WATER DEPT
HEARN, STACY
MN DEPT OF PUBIC SAFTEY- EPCRA

060665
060671
060704
060724

2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL
GENERAL FUND TOTAL

$60.00
$802.46
$138.88
$100.00
$1,101.34
$56,084.13

POOL MONTHLY PEST CONTROL
POOL MONTHLY UTILITIES
TRAVEL REIMBURSEMENT FOR LIFEGUARD TRAINING
POOL HAZARDOUS CHEMICAL INVENTORY FEE

B&B SANITATION & RECYCLING LLC
BE LIGHT & WATER DEPT
BREEN S HARDWARE
ELECTRIC SERVICE, INC.
FAIRMONT GLASS & SIGN PRODUCTS

060666
060671
060677
060687
060689

$1,083.96
$3,580.40
$31.66
$400.00
$2,680.00

AG CNTR MONTHLY TRASH SERVICE
AG CNTR MONTHLY UTILITIES
AG CNTR SUPPLIES
AG CNTR LITTLE GIANTS GAS LINE REPAIR
AG CNTR GYRO TECH SYSTEM INSTALLED

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022

FUND 210 AIRPORT FUND

FUND 224 HOUSING FUND

FUND 328 2016A G.O. IMPROVEMENT BONDS

FUND 602 WASTE WATER TREATMENT PLANT

LAMPERTS
MOORE CONSTRUCTION, INC.
STAUFFER GRAPHICS AND SIGN
TVEDTEN ELECTRIC, INC.
VERIZON WIRELESS

060714
060726
060735
060738
060740

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$43.48
$4,580.82
$80.25
$311.95
$41.22
$12,833.74

AG CNTR SUPPLIES
AG CNTR JANUARY SNOW REMOVAL
AG CNTR SIGNS FOR CONF. ROOM, EDA OFFICE, AND RESTROOMS
AG CNTR CEDA OFFICE REMODEL
AG CNTR CELLPHONE PLAN

EAST CHAIN LP GAS
EHRICH PLUMBING & HEATING, INC
ELECTRIC SERVICE, INC.
GARLICK BROTHERS, LLC
JOHN DEERE FINANCIAL
MORE S AG CENTER
MORE S AG CENTER
MORE S AG CENTER
WESTMOR FLUID SOLUTIONS, LLC

060685
060686
060687
060698
060710
060727
060727
060727
060743

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$573.50
$636.44
$1,126.02
$61.00
$82.86
$1,560.00
$339.40
$329.00
$48.56
$4,756.78

AIRPORT LP GAS
AIRPORT TOILET REPLACED
AIRPORT HEATER, PAPI LIGHTS, AND GENERATOR SERVICE CALL
AIRPORT WATER SYSTEM RENT
AIRPORT REPAIR PARTS
AIRPORT LP GAS
AIRPORT DIESEL
AIRPORT DIESEL
AIRPORT REPAIR PARTS

BE LIGHT & WATER DEPT
BE LIGHT & WATER DEPT
BE LIGHT & WATER DEPT
ELECTRIC SERVICE, INC.
HANSON-HAASE, MEGAN

060671
060671
060671
060687
060702

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$97.41
$99.37
$94.09
$217.61
$58.84
$567.32

BAKER TILLY MUNICIPAL ADVISORS

060667

2/22/2022
TOTAL

$3,100.00
$3,100.00

2016A ARBITRAGE COMPLIANCE

AMAZON CAPITAL SERVICES
B&B SANITATION & RECYCLING LLC
BE LIGHT & WATER DEPT
BREEN S HARDWARE
CENTRAL FARM SERVICE
CERTIFIED LABS
ELECTRIC SERVICE, INC.
FERGUSON ENTERPRISES, INC.
FIRST LAB
FLEXIBLE PIPE TOOL COMPANY
HAWKINS, INC.
IN CONTROL,INC.
MIDWEST IT SYSTEMS
MN DEPT OF PUBIC SAFTEY- EPCRA
MN VALLEY LABORATORIES INC.
MN VALLEY LABORATORIES INC.
MN VALLEY LABORATORIES INC.

060664
060666
060671
060677
060680
060681
060687
060691
060692
060694
060703
060707
060722
060724
060725
060725
060725

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022

$117.84
$148.48
$7,341.20
$104.92
$86.34
$409.95
$592.60
$7.39
$59.38
$46.00
$1,801.18
$1,221.53
$155.00
$100.00
$149.60
$149.60
$59.84

WWTP SUPPLIES
WWTP MONTHLY TRASH SERVICE
WWTP MONTHLY UTILITIES
WWTP SUPPLIES
WWTP FUEL
WWTP SUPPLIES
WWTP ELECTRIC HEATER REPAIRS
WWTP REPAIR PART
WWTP RANDOM DRUG SCREEN
WWTP SIGHT TUBE
WWTP CHEMICALS
WWTP SCADA SYSTEM REPAIRS
WWTP MONTHLY GUARDIAN PLAN
WWTP HAZARDOUS CHEMICAL INVENTORY FEE
WWTP TESTING
WWTP TESTING
WWTP TESTING

918 S. GALBRAITH ST. MONTHLY UTILITIES
HRA 416 E. 4TH ST. MONTHLY UTILITIES
HRA 414 E. 4TH ST. MONTHLY UTILITIES
HRA 4TH STREET DUPLEX FURANCE SERVICE CALL
HRA MEETING LUNCHEON REIMBURSEMENT

FUND 604 STORM WATER UTILITY

FUND 605 LIQUOR FUND

MN VALLEY LABORATORIES INC.
MN VALLEY LABORATORIES INC.
MN VALLEY LABORATORIES INC.
MN VALLEY LABORATORIES INC.
MN VALLEY LABORATORIES INC.
MN VALLEY LABORATORIES INC.
UNITED HOSPITAL
VERIZON WIRELESS
VIKING INDUSTRIAL CENTER
VIKING INDUSTRIAL CENTER

060725
060725
060725
060725
060725
060725
060739
060740
060741
060741

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$122.54
$109.24
$59.84
$149.60
$109.24
$122.54
$55.00
$70.02
$111.25
$217.22
$13,677.34

BE LIGHT & WATER DEPT
MORE S AG CENTER

060671
060727

2/22/2022
2/22/2022
TOTAL

$71.11
$731.25
$802.36

A H HERMEL CANDY CO.
A H HERMEL CANDY CO.
A H HERMEL CANDY CO.
BELLBOY CORPORATION
BELLBOY CORPORATION
BELLBOY CORPORATION
BELLBOY CORPORATION
BREAKTHRU BEVERAGE
JOHNSON BROTHERS LIQUOR
JOHNSON BROTHERS LIQUOR
JOHNSON BROTHERS LIQUOR
JOHNSON BROTHERS LIQUOR
LOCHER BROTHERS, INC
LOCHER BROTHERS, INC
PEPSI-COLA OF MANKATO INC.
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
TOW DISTRIBUTING
TOW DISTRIBUTING
TOW DISTRIBUTING
TOW DISTRIBUTING
TOW DISTRIBUTING
TOW DISTRIBUTING
TOW DISTRIBUTING
TOW DISTRIBUTING
VINOCOPIA, INC.
VINOCOPIA, INC.

060662
060662
060662
060673
060673
060673
060673
060676
060711
060711
060711
060711
060717
060717
060730
060733
060733
060733
060733
060733
060733
060737
060737
060737
060737
060737
060737
060737
060737
060742
060742

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022

-$44.40
$75.77
$882.81
-$63.00
$1,547.50
$80.00
$23.40
$2,683.19
$107.00
$7,696.68
$2,677.80
$356.25
$80.00
$7,199.15
$300.00
$600.00
$96.00
$1,434.66
$224.00
$1,862.05
$465.00
$6,061.85
$60.80
-$140.66
$4,084.55
-$206.70
$92.20
$2,882.35
$69.15
$120.00
$256.00

WWTP TESTING
WWTP TESTING
WWTP TESTING
WWTP TESTING
WWTP TESTING
WWTP TESTING
WWTP RANDOM DRUG SCREEN
WWTP DATA PLAN
WWTP CALIBRATE AIR METER
WWTP CALIBRATE AIR METER

STORM WATER MONTHLY UTILITIES
STORM WATER LIFT STATION LP

CREDIT ON FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
CREDIT ON FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
CREDIT ON FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
CREDIT ON FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY
FEBRUARY LIQUOR STORE INVENTORY

FUND 610 FITNESS CENTER FUND

VINOCOPIA, INC.
A H HERMEL CANDY CO.
A H HERMEL CANDY CO.
B&B SANITATION & RECYCLING LLC
BE LIGHT & WATER DEPT
BELLBOY CORPORATION
BELLBOY CORPORATION
BREAKTHRU BEVERAGE
CITY OF LAKES MEDIA
CITY OF LAKES MEDIA
CRESS REFRIGERATION, INC.
FARIBAULT COUNTY REGISTER,INC.
JOHNSON BROTHERS LIQUOR
KBEW RADIO, INC.
KBEW RADIO, INC.
KBEW RADIO, INC.
LOFFLER
MIDWEST IT SYSTEMS
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
SOUTHERN GLAZERS WINE & SPIRIT
VINOCOPIA, INC.

060742
060662
060662
060666
060671
060673
060673
060676
060682
060682
060683
060690
060711
060712
060712
060712
060718
060722
060733
060733
060733
060733
060733
060733
060742

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$306.25
$69.19
$7.95
$174.98
$1,182.42
$2.66
$40.00
$35.46
$275.00
$360.00
$252.56
$268.50
$253.62
$172.13
$172.13
$130.56
$29.42
$155.00
$15.68
$9.00
$1.80
$3.60
$9.00
$45.45
$20.00
$45,555.76

FEBRUARY LIQUOR STORE INVENTORY
LIQUOR STORE SUPPLIES
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
LIQUOR STORE MONTHLY TRASH SERVICE
LIQUOR STORE MONTHLY UTILITIES
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
LIQUOR STORE RADIO ADS
LIQUOR STORE RADIO ADS
LIQUOR STORE ICE FREEZER REPAIR
LIQUOR STORE BRIDAL SECTION AD
FEBRUARY LIQUOR STORE INVENTORY
LIQUOR STORE RADIO ADS
LIQUOR STORE RADIO ADS
LIQUOR STORE RADIO ADS
LIQUOR STORE COPIER OVERAGE CHARGE
LIQUOR STORE MONTHLY GUARDIAN PLAN
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
FEBRUARY LIQUOR STORE INVENTORY SHIPPING
FEBRUARY LIQUOR STORE INVENTORY SHIPPING

BLAIR, KRISTA
WHITE, ROSE
B&B SANITATION & RECYCLING LLC
BE GRAPHICS
BE LIGHT & WATER DEPT
BREEN S HARDWARE
MIDWEST IT SYSTEMS

060674
060744
060666
060670
060671
060677
060722

2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
2/22/2022
TOTAL

$80.00
$40.00
$320.10
$456.34
$998.18
$21.05
$155.00
$2,070.67

REFUND FOUR MONTHS STUDENT MEMBERSHIP
REFUND MONTH FAMILY MEMBERSHIP
FITNESS CNTR MONTHLY TRASH SERVICE
FITNESS CNTR 2022 CALENDAR
FITNESS CNTR MONTHLY UTILITIES
FITNESS CNTR SUPPLIES
FITNESS CNTR MONTHLY GUARDIAN PLAN

NAME
ANDERSON, STEVE
AURINGER, JONATHAN D.

GROSS
3,625.76

NET
2,656.02

194.85

179.94

BELASKI, AMBER M.

1,416.00

1,053.69

BELL, BODEY G.

2,270.52

1,540.02

BELL, WESLEY H.

2,695.02

1,661.30

BERG, LAWRENCE W.

336.90

311.12

BETTIN, DARREN J.

492.24

422.58

1,946.35

1,349.01

CASSEM, MARLYN W.

250.00

230.87

CLAEYS, THERESA M.

31.14

28.76

250.00

230.87

CROFTON, JOSHUA A.

2,660.80

1,730.23

DAVIS, TAMMY

1,943.89

1,414.91

BROWN, JARED M.

COLE, WENDY L.

ERICHSRUD, RUSSELL W.
FELION, MELISSA K.
FERING, SOREN C.
FLETCHER, THOMAS W.
FRANTA, MARY P.
GAYDON, EVA C.
GAYLORD, GLENN

250.00

230.87

2,670.80

1,609.47

378.87

349.89

3,426.40

2,330.01

99.30

46.70

2,632.92

1,536.04

250.00

150.87

GREENSIDE, DEVIN R.

1,462.87

1,109.41

HALL, MICHELLE J.

2,104.05

1,492.34

HALL, NORMAN R.
HALVORSON, MOLLY A.
HANEVIK, RAYNE R.
HANNA, ANN M.
HAUGH, THAREN R.
HEARN, STACY L. FUCHS
HOLLAND, JAMISON R.
HUISMAN, JOHN

80.29

74.15

469.56

403.12

1,721.86

1,260.31

250.00

230.87

2,710.27

1,764.60

94.95

87.68

3,627.77

2,525.26

250.00

230.87

JAHNKE, LINDA J.

1,728.76

1,305.12

KENNEDY, MARY E.

3,319.23

2,220.99

LANE, DUSTIN L.

124.56

115.03

LEWIS, LESLIE A.

129.60

119.68

MYERS, ERIKA M.

149.11

97.44

OLSON, DAVID L.

2,431.89

1,618.76

PAUKERT, JORDAN R.

2,669.09

1,772.19

142.92

131.99

PAUSEWANG, BARBARA A.
ROGGENKAMP, ECHO M.

2,131.20

1,487.26

SCHOLTES, RICHARD A.

400.00

369.40

SCHONBORN, LUKE M.

354.00

297.54

2,576.40

1,548.08

SKAARE, KEVIN
SLONEKER, ALYSSA L.
SONNICKSEN, STEVE D.

402.48

334.87

2,366.98

1,748.72

SPEAR, BROOKE N.

50.55

43.40

SPELLMAN, KEN W.

1,442.55

1,032.75

WELLS, CRAIG

TOTAL

157.22

135.19

61,169.92

42,620.19

TO:
FROM:
SUBJECT:
DATE:

Mayor and City Council
Mary Kennedy, City Administrator
Administrator’s Report
22 February 2022

BOARD AND COMMISSION MEETINGS
The EDA Board met this month and primarily
discussed its marketing plans for 2022. EDA
Specialist Amy Schaefer brought forward research
for a television commercial, with the EDA
ultimately voting to put $6,000 towards a
commercial project which could partner with the
Chamber of Commerce and HRA. The REV
committee met and discussed the 2022 student tour
day, noting that the planning subcommittee would
likely need to pivot to adjust efforts as many
businesses are not able to commit this year due to
Covid and staffing restrictions. The HRA Board met,
agreeing to put $4,000 towards a community
commercial. The Board also discussed utilizing RLF
funds to promote exterior home improvements, and
additionally discussed the current relationship with
APX as well as communications the City has
received from subcontractors on the APX projects.
The Library Board met and discussed a variety of
topics. The Library Annual Report will be presented
to the City Council on March 7th. The Planning
Commission met and approved a lot split and
variance application for Steve Gesche, which will
allow him to sell a building in the west industrial
park to the Faribault County Humane Society.
VACANT BUILDING REGISTRATION
The City received payment for Vacant Building
Registration from Project 3 Sisters, along with the
signed registration forms for the properties. I did
speak with Don Lipps who indicated that the
attorney representing Project 3 Sisters was in touch
with City Attorney David Frundt late during the
week of February 7th and that a Quit Claim Deed is
in process. The former Main Street Agency Building
and former Oswald Brewing Company buildings
both have also been notified of Vacant Building
status and are required to register with the City and
pay the registration fee.

CITY HALL INTERIOR RENOVATIONS
Within the next month, we are hopeful that United
Builders is able to schedule the front counter
remodel. Due to the USDA grant/loans the City was
awarded for the pumper and PWD equipment, we
are required to make some modifications for ADA
compliance. The Front window/counter will be
lowered and slightly remodeled for this purpose.
Following this project, we will schedule the interior
painting project which was budgeted for capital
expenditures.
REMEMBERING THE LATE MAYOR RON
NESBIT
We learned of the passing of a former Blue Earth
Mayor, Mr. Ron Nesbit. Ron Nesbit served as
Mayor of the City of Blue Earth from 1995 to 1998
alongside Councilmembers Marty Cassem, Paul
More, B.J. Weness, Les Wiborg, Dan Brod, and
Janet Gaylord. Staff during his Mayorship included
City Administrator David Urbia, City Attorney Mike
Johnson, and City Engineer Bill Sayre. Nesbit was
currently serving the City of Blue Earth as a member
of the Charter Commission.
MN PUBLIC SAFETY WELLNESS
INITIATIVE
In February, LMC will launch a new initiative that
focuses on helping public safety personnel get the
mental health support they need. Because of the
nature of their job duties, public safety personnel are
at increased risk of developing post-traumatic stress
disorder. The police and fire services are both facing
recruitment and retention challenges, some of which
are caused by people leaving with a PTSD diagnosis.
The League believes that increasing awareness along
with legislative initiatives will help provide public
safety professionals with the education and support
they need and deserve. I will be following up on this
initiative to learn more about what it will offer
communities and how resources can be accessed and
communicating with Chief Fletcher and Chief
Brown to discuss implantation.

