
 

Hartford City Council Agenda 

Tuesday, February 20, 2024 

7:00 p.m. at Hartford City Hall 

Hartford City Hall 

 

Mayor Arden Jones 

Ward 1: Mark Brenneman and Travis Kuehl  

Ward 2: Shaun Boen and Chris Woslager 

 Ward 3: Cindy Matson and Jake Jass 

 

 

 

Pledge of Allegiance 

 

Business Items 

• Roll Call of Governing Board 

• Additions to the Agenda/Approve Agenda 

• Approve Minutes of Previous Meeting(s) 

  *Regular Meeting Minutes – 02/06/2024 

• Approve Bills submitted for Payment  

 

Public Comments – Public Input on Non-Agenda Items (Comments Limited to 5 minutes per speaker) 

*Action cannot be taken on items discussed unless specifically listed elsewhere on the agenda* 

 

 

Applications, Agreements, Hearings, Resolutions & Ordinances 

• Special Event Permit – Downtown Hartford Inc (Farmer’s Market) 

 

Reports 

• Hartford Area Fire & Recuse Report – Bryon Schumaker 

• Economic Development Director Report – Amy M. Farr 

• Chamber Director Report – Wynne Hindt 

  * Review/Approve Request to Allocate 2024 Operating Budget Funds to the HACC - $20,000 

• City Engineer Report – ISG Inc.  

• Public Works Superintendent Report – Craig Wagner  

  *Approve Purchase of Tractor & Mower as Budgeted 

• Finance Officer Report – Karen Wilber   

• City Administrator Report –Teresa Sidel 

   

Old Business 

• Mayoral Appointment to Park & Recreation Board 

 

 

New Business 

• Review/Approve Surplus List 

• Review/Discuss 2024 Payroll Manual 

• Review/Approve Recommendation for IT Services 

 

 

Executive Session (SDCL 1-25-2) (SDCL 9-34-19) 

 

Adjournment 

 

 

            

Next Regular City Council Meeting: Tuesday, March 5, 2024 



Hartford City Council Meeting – Regular Meeting February 6, 2024 

 
Mayor Arden Jones called the meeting to order at 7:00pm with the following city council members present: Chris 

Woslager, Cindy Matson, Travis Kuehl, and Shaun Boen.  Mark Brenneman and Jake Jass were absent with notice.  Also 

present were City Administrator Teresa Sidel, City Finance Officer Karen Wilber, Public Works Superintendent Craig 

Wagner, Economic Development Director Amy Farr, City Engineer Michael Redenbaugh & Justin Heim, and two people 

from the public.  

 

BUSINESS ITEMS: 

• Approve Agenda:  A motion was made by Kuehl, second by Boen to approve the agenda as set - all voted yes, 

motion carried. 

• Approval of the Minutes:  A motion was made by Kuehl, second by Matson to approve the meeting minutes 

from January 16, 2023 - all voted yes, motion carried.  

 

PUBLIC COMMENTS:  None 

 

ORDINANCES, RESOLUTIONS, APPLICATIONS, AGREEMENTS AND HEARINGS: 

• 2nd Reading of Ordinance #748 Amending Zoning Ordinance Chapter 19.01 Conditional Uses:  Chapter 

19.01 of the City’s zoning ordinance addresses the procedure and application process for obtaining a conditional 

use permit.  There is nothing in the current regulations that addresses the process of revoking a conditional use 

permit.  The amendment presented would add a section to the current regulations for revocation.  The amendment 

states that if the CUP holder is subject to revocation, a notice of intent to revoke will be sent to the permit holder at 

least 30 days prior to the revocation date.  Prior to the revocation date, the CUP holder can request a public hearing 

to go before the Board of Adjustments to discuss the revocation.  If no request for hearing is received by the 

revocation date, the CUP will be revoked.  The Planning & Zoning Board reviewed this amendment at their Jan 9th 

meeting and is recommending approval to the Council.  A motion was made by Kuehl, second by Matson to 

approve 2nd reading of Ordinance #748 amending Zoning Ordinance Chapter 19.01 Conditional Uses – all voted 

yes, motion carried. 

• 2nd Reading of Ordinance #751 Amending Zoning Ordinance Chapter 12.08 Fences:  Chapter 12.08 of the 

City’s zoning ordinance addresses fence regulations.  Sections E & F of this chapter establishes the height and 

setbacks of fences in various zoning districts.  Current verbiage in these sections is confusing, leading to 

misinterpretation.  This section was re-worded, and pictures were added to help clarify the regulations.  The only 

change to the regulations is that there is now no setback for fences in the side yard along the street side on corner 

and double frontage lots.  Previous regulations had a 10’ setback.  The Planning & Zoning Board reviewed this 

amendment at their Jan 9th meeting and is recommending approval to the Council.  A motion was made by Boen, 

second by Matson to approve 2nd reading of Ordinance #751 amending Zoning Ordinance Chapter 12.08 Fences – 

all voted yes, motion carried. 

 
REPORTS: 

• Sheriff’s Department Report:  Deputy Kardas was not present.  His report for the month of Jan was provided.  

There were 201 calls for service for the month, which is a decrease of 61 from the prior month. 

• Economic Development Report:  EDD Amy Farr provided her report.  Copies of the complete housing study has 

been provided to several developers and real estate brokers. Farr continues to work on  RFI’s received from 

GOED/SMGA and invoicing/retention efforts of the Envision 2025 campaign as needed.  The newly completed 

Resource Guide is being reviewed by HADF board members.  Farr continues to assist with Chamber items as 

needed.   The HADF added two new board members – Wyatt Haines and Keith Miller.            

• Chamber Director Report:  Chamber Director Wynne Hindt was not present, but her report was provided.  The 

2024 Burger Battle was a success with 619 votes.  The winner will be announced at the Chamber’s annual banquet 

to be held Feb 17th.  The Ambassador Committee is looking for 1 to 3 volunteers to join them.  This committee 

continues to work on welcome bags and reaching out to current/new members.       

• Engineer Report:  Michael Redenbaugh reported the following: 

o Reviewed final plans for the 12th St/Oaks Ave project and provided comments to the project engineer.  

Engineers have started the review of the City’s design standards and subdivision regulations.         

o For the WRRF project, contractors have been focusing their efforts on completing the lift station at 465th 

Ave/Hwy 38.  The walls & base of the lift station are complete, and contractors anticipate the completion 

of the lid by the end of Feb.  Once complete, they will resume work on the Aeromod structure and 

continue as weather allows this winter.  The remainder of the work on the gravity main is scheduled for 

spring 2024 as weather allows.  Engineers continue to review shop drawing and provide construction site 

observation.  The project website is up and running.  A link has been added to the city’s website.    



• Review/Approve Pay Request #4 for WRRF:  Pay app #4 from Rice Lake Construction Group 

for work completed through January on the WRRF was presented.  A motion was made by 

Matson, second by Woslager to approve payment of pay app #4 in the amount of $1,562,297 to 

Rice Lake Construction Group – all voted yes, motion carried. 

• Public Works Report:  Public Works Superintendent Wagner provided his report. 

Streets – The larger piles of snow have been hauled out and the inlets are clear.  Staff hauled salt and salt sand this 

past week.  The 2024 slurry seal project has been submitted to the City of Sioux Falls for bidding.  The repairs to 

the sweeper are completed.  Staff continues to service equipment as needed.       

Water –  The 4th quarter report has been submitted.  Next reporting is due Apr 10th.  No results have been received 

yet on the ISO review that was done in Oct.  Wagner continues to work with engineers on design of the Hwy 38 

water main project.         

Sewer –  All lift stations are working well.  The next DMR reports are due Mar 28th.  The lagoons are in good 

shape at this time.  Olson will be taking a wastewater class/exam Feb 15th.     

Park –  Work will continue on the dugouts as weather allows.  O’Kane has completed his pesticide classes.   

Sports Complex – Wagner has completed the estimate for a new concession stand building at the Sports Complex.  

It will be discussed later in the meeting.   

Public Buildings – Painting and texturing in the Library started this week.      

• Finance Officer Report:  City Finance Officer Wilber provided her report. The items included a summary of 

revenues received in Jan along with an overview of the city’s cash balances, revenues and expenses through Dec.  

With year-end totals now in, Wilber provided a 2022 vs 2023 comparison of both revenue and expenses.  Wilber 

has completed all year-end processes and will now start working on the information needed for this year’s annual 

report & audit.  The Feb calendar of events was provided.  Wilber has lined up the following individuals to sit on 

the election board: Laurel Stringer as the election superintendent, Darla Lawver and Marcene Siemonsma as 

election deputies, and Gail Blocker as the alternate.  A motion was made by Boen, second by Matson to approve 

the election board appointments - all voted yes, motion carried.  

• City Administrator Report:  City Administrator Sidel provided her report.  Chamber Director Hindt will be 

attending the 2nd meeting each month.  Her report will be provided for both meetings.  Nine quotes for IT services 

have been received.  Sidel is in the process of reviewing them and plans to have a recommendation at the Feb 20th 

meeting.  The Weston Group has completed their review of the City’s employee manual and has provided a final 

draft, which Sidel is in the process of reviewing for accuracy to then be presented at the Feb 20th meeting.  Sidel 

gave an update on Dakota Mainstem activities.  Sidel will be attending the SD City Management Association 

training conference on Feb 7th/8th in Pierre.  An agenda for the event was provided.   

 

OLD BUSINESS: 

• Review SMGA Membership Dues:  Each year the City is invoiced by SMGA for membership dues.  These dues 

are calculated based on population.  The current dues for 2024 are $11,355.50.  Discussion was held at the last 

meeting as to what services are provided to the city when being a member of SMGA and if the financial 

investment is worth it.  Bryce Healy with SMGA was present to introduce himself and answer any questions.  

SMGA’s Pledge of Support to Member Communities, which highlights what their partnership provides, was 

provided.  A motion was made by Matson, second by Boen to approve payment of $11,355.50 to SMGA for the 

2024 membership dues – all voted yes, motion carried.  

• Review/Discuss Sports Complex Building Design & Release of Funds:  Park & Recreation Board member Matt 

Evans was present to discuss the new concession stand building at the Sports Complex.  The Park & Rec Board is 

presenting  a design and cost estimate to erect at 38’x32’ building.  The design presented would have a concession 

area, a storage area, and men’s & women’s restrooms.  The estimated project cost is $230,320, which includes the 

cost of the building, equipment inside the building, and concreate & items needed for the outside of the building.  

There is currently 255k budgeted for this project.  Due to the size of the project, the City would be required to bid 

it.  Discussion was held on how the City can solicit sponsorships and donations for larger projects in the future.   A 

motion was made by Boen, second by Woslager to approve the Sports Complex building design and to release 

255k in funds to move forward with the project – all voted yes, motion carried.  

• Discuss Pickleball Court Sponsorship:  Park & Recreation Board member Matt Evans was present to discuss a 

sponsorship agreement between Golden West and the City of Hartford for 2 pickleball courts.  In initial 

conversations with Golden West, they are in favor of sponsoring 2 pickleball courts at a cost of 25k.  Upon review 

by the Park & Rec Board, they are recommending that the City move forward with the 25k sponsorship from 

Golden West.  In exchange for this sponsorship, the City will provide signage on the court and provide all 

maintenance/upkeep of the court, both for a period of 10 years.  In addition, a nameplate will be placed on a doner 

board located in the park for the lifetime of the courts.  Discussion was held on the different types of signage 

options and the cost of each option.  A motion was made by Boen, second by Matson to approve Golden West’s 

sponsorship of 25k for 2 pickleball courts with maintenance and upkeep provided by the city for a 10-year term 

and with signage details to be negotiate with Golden West – all voted yes, motion carried. 



 

NEW BUSINESS: 

• Set 2024 Equalization Meeting Date:  A motion was made by Matson, second by Kuehl to set the Equalization 

Meeting for Monday Mar 18th at 6:30pm – all voted yes, motion carried. 

• Review/Approve Seasonal Job Descriptions & New Pay Scale:  The eight seasonal job descriptions were 

provided.  When doing the 2024 budget, wages for the seasonal positions were increased in an effort to secure 

applicants.  These increased wages have been incorporated into the job description presented.  A motion was made 

by Kuehl, second by Matson to approve all seasonal job descriptions as presented – all voted yes, motion carried.  

• Discuss Life Insurance Benefits for City Staff:  Currently the City does not provide any life insurance benefits 

for staff.  For minimal cost, this could be a nice benefit to add to the City’s current benefit package.  The most 

competitive rate is through Colonial Life at $2 per month per employee for 10k of coverage.  With 13 employees, 

the cost to the City would be $312 annually to provide this benefit.  A motion was made by Woslager, second by 

Matson, to approve adding the life insurance benefit for full-time and year-round staff – all voted yes, motion 

carried. 

• Mayoral Appointment to Park & Recreation Board:  Mayor Jones requested that this item be postponed until 

the next meeting. 

 

EXECUTIVE SESSION:  A motion was made by Boen, second by Matson to enter executive session pursuant to SDCL 

1-25-2(3) for legal, and SDCL 9-34-19 for economic development at 8:09pm – all voted yes, motion carried.   

 

Minutes recorded by Finance Officer Karen Wilber. 

  

I, the undersigned, Karen Wilber, Finance Officer in and for the City of Hartford, South Dakota, do hereby certify that the 

above and foregoing is a true and correct copy of the minutes which is on file at the Municipal Finance Office. 

 

 

____________________________________                             

Karen Wilber, Finance Officer 

 

EXECUTIVE SESSION:  A motion was made by Boen, second by Matson to exit executive session at 8:30pm – all voted 

yes, motion carried.   

 

ADJOURNMENT:  .  A motion was made by Matson, second by Woslager to adjourn at 8:31pm – all voted yes, motion 

carried. 

 

Minutes recorded by City Administrator Teresa Sidel. 

  

I, the undersigned, Teresa Sidel, City Administrator in and for the City of Hartford, South Dakota, do hereby certify that the 

above and foregoing is a true and correct copy of the minutes which is on file at the Municipal Finance Office. 

 

 

____________________________________                             

Teresa Sidel, City Administrator 

  



1Checking

1Checking Fund: GENERAL FUND101

209.02SHOP - RUST PENETRATE/BRAKE
CLEANER

101 4192 426

97.55PARKS - WHITE MARKING PAINT101 4521 426

01/18/2024 306.571STAYD 1ST AYD CORPORATION PSI671318

306.57Vendor Total:

488.33FEB 2024 RENTAL - COPIER &
7 PRINTERS

101 4142 424

24.04JAN 2023 USAGE101 4142 424

02/05/2024 512.37ABBUSINESS A&B BUSINESS, INC. IN1126817

512.37Vendor Total:

110.55WASHERS/NUTS/FASTENERS FOR
EQUIP REPAIRS

101 4311 425

01/12/2024 110.55ACEHARD ACE HARDWARE 4559

28.47WASHERS/FASTENERS FOR
SWEEPER REPAIRS

101 4311 425

01/12/2024 28.47ACEHARD ACE HARDWARE 4562

45.98FASTENERS & BULBS FOR EQUIP
REPAIRS

101 4311 425

01/16/2024 45.98ACEHARD ACE HARDWARE 4578

43.98CORD/RECEPTACLE FOR NEW
WELDER

101 4311 426

01/19/2024 43.98ACEHARD ACE HARDWARE 4594

(15.99)RETURN RECEPTACLE FOR NEW
WELDER

101 4311 426

01/19/2024 (15.99)ACEHARD ACE HARDWARE 4595

95.87MISC BOLTS FOR EQUIP
REPAIRS

101 4311 425

01/22/2024 95.87ACEHARD ACE HARDWARE 4602

21.99WASHERS FOR EQUIP REPAIRS101 4311 425

01/22/2024 21.99ACEHARD ACE HARDWARE 4606

35.97BLEACH FOR SHOP101 4192 426

01/25/2024 35.97ACEHARD ACE HARDWARE 4624

7.98EXTRA KEYS FOR GAGE HOUSE101 4192 426

01/26/2024 7.98ACEHARD ACE HARDWARE 4636

10.50PARTS FOR SWEEPER REPAIRS101 4311 425

01/26/2024 10.50ACEHARD ACE HARDWARE 4637

385.30Vendor Total:

172.87REPAIR SKIDSTEER TIRE101 4311 425

01/10/2024 172.87ATS ATS 21302

172.87Vendor Total:

1,380.003 SKID SETS FOR SNOW PUSHER101 4311 426

02/05/2024 1,380.00BEAVER BEAVERBUILT, INC. 5984

1,380.00Vendor Total:

City of Hartford Page: 1

02/14/2024 3:52 PM
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Date
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01/12/2024 530.21BROWJUG BROWN JUG, LLC 1036



520.21FUEL - STREETS101 4311 426

10.00CAR WASH - NISSAN101 4311 425

10.00CAR WASH - NISSAN101 4311 425

406.49FUEL - STREETS101 4311 426

02/03/2024 416.49BROWJUG BROWN JUG, LLC 1039

946.70Vendor Total:

406.25125 GOLF CART PERMITS101 4311 426

01/31/2024 406.25CHECKGRAFX CHECKERED GRAFX 013124

406.25Vendor Total:

67.32JANUARY 2024 MILEAGE101 4652 427

01/31/2024 67.32CHRIKYLE CHRISTENSEN, KYLE JANUARY 2024

67.32Vendor Total:

111.82W/S-OLD SHOP101 4192 428

229.11W/S-NEW MAINT SHOP101 4192 428

74.80W/S-CITY HALL101 4192 428

120.90W/S-GAGE HOUSE101 4192 428

01/30/2024 536.63CTYHART CITY OF HARTFORD 01302024
STMT

536.63Vendor Total:

255.51JANUARY 2024 MILEAGE101 4652 427

01/31/2024 255.51CLARPAUL CLARKE, PAUL JAN 2024

255.51Vendor Total:

195.32SIDEL - LODGING CITY MGR
ASSOC TRAINING

101 4142 427

02/08/2024 195.32CLUBHOTE CLUBHOUSE HOTEL & SUITES - PIERRE 212058

195.32Vendor Total:

1,353.41DIESEL FUEL FOR STREET
EQUIPMENT

101 4311 426

01/23/2024 1,353.41FARMMERC FARMERS & MERCHANTS CO-OP OIL CO. 28052

1,353.41Vendor Total:

75.88DEPT AG - HANISCH
CERT/CLASS APPLICATOR

101 4521 427

01/26/2024 75.88FIRSBANK FIRST NATIONAL BANK OMAHA 012624 STATE

39.25AMAZON - PASSWORD KEEPER
FOR W HINDT

101 4142 426

9.36AMAZON - BLANK AWARD
CERTIFICATES

101 4142 426

35.23MICROSOFT - EMAIL ACCOUNTS
(JAN)

101 4142 422 2

72.66MICROSOFT - OFFICE 365
SUBSCRIPT (JAN)

101 4142 422 2

53.10BOX INC - MONTHLY
SUBSCRIPTION

101 4142 422 2

106.19MICROSOFT SUBSCRIPT - N
HANISH COMPUTER

101 4142 422 2

City of Hartford Page: 2

02/14/2024 3:52 PM
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01/26/2024 787.78FIRSBANK FIRST NATIONAL BANK OMAHA 012624 STMT



471.99AMAZON - TABLE & COVER FOR
T SIDEL

101 4142 434

863.66Vendor Total:

96.25NOV - PHONE
CALLS/EMAILS/MISC WORK

101 4142 422

560.00DEC - PHONE
CALLS/EMAILS/MISC WORK

101 4142 422

1,117.61DEC - ATTEND
MEETINGS/MILEAGE

101 4142 422

1,457.16JAN - PHONE
CALLS/EMAILS/MISC WORK

101 4142 422

1,256.76JAN - ATTEND
MEETINGS/MILEAGE

101 4142 422

02/08/2024 4,487.78FRIEBE FRIEBERG, NELSON & ASK, LLP 78138

4,487.78Vendor Total:

79.95INTERNET @ CITY HALL101 4192 428

65.95INTERNET @ CITY SHOP101 4192 428

02/01/2024 145.90GOLDENWEST GOLDEN WEST TELECOMMUNICATIONS
COOPERATIVE, INC.

02012024
STATE

145.90Vendor Total:

8.97PUB BLDG - 3 KEYS FOR CITY
HALL

101 4192 426

36.97SHOP - 3 SAW BLADES101 4192 426

13.98PUB BLDG - DOOR
HANDLE/GLUE/PUTTY KNIFE

101 4192 426

6.97PUB BLDG - 3 KEYS GAGE
HOUSE

101 4192 426

249.75PUB BLDG - LIGHT BULBS FOR
CITY HALL

101 4192 426

83.88PARKS - 12 BAGS SAKRETE
DUGOUT REPAIRS

101 4521 425

55.92PARKS - 8 BAGS SAKRETE
DUGOUT REPAIRS

101 4521 425

174.75PARKS - 25 BAGS SAKRETE
DUGOUT REPAIRS

101 4521 425

20.97PARKS - 3 BAGS SAKRETE
DUGOUT REPAIRS

101 4521 425

209.70PARKS - 30 BAGS SAKRETE
DUGOUT REPAIRS

101 4521 425

54.99STREETS - SNOW SHOVEL101 4311 426

8.36STREETS - BOLTS/NYLON ROPE101 4311 426

27.99STREETS - BOLTS FOR SWEEPER
REPAIRS

101 4311 425

66.97STREETS - NUTS/BOLTS/WASHER
FOR SIGNS

101 4311 426 2

01/31/2024 1,020.17HARTF9 HARTFORD BUILDING CENTER, INC. 01312024
STMT

1,020.17Vendor Total:

8.16JAN 2024 MILEAGE101 4142 427

02/14/2024 8.16HINDWYNN HINDT, WYNNE JAN 2024
MILEAGE

8.16Vendor Total:
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150.00WESTERN AVE PROJECT -
DRAINAGE EASEMENTS

101 4311 422

1,283.05MEETINGS/MILEAGE101 4652 422

168.75CIP PLAN101 4652 422

2,925.00PLAN/PLAT REVIEWS101 4652 422

150.00REVIEW DESIGN STANDARDS101 4652 422

01/31/2024 4,676.80ISG I & S GROUP, INC 101765

11,752.50WESTERN AVE INTER - FINAL
DESIGN/DOCS

101 4311 422

01/31/2024 11,752.50ISG I & S GROUP, INC 101767

16,429.30Vendor Total:

300.782,500 #10 REGULAR ENVELOPES101 4142 4231

01/31/2024 300.78JAYMAR JAYMAR BUSINESS FORMS, INC. 63764

300.78Vendor Total:

4,726.75SALT101 4311 4254

3,168.10SALT SAND101 4311 4254

01/31/2024 7,894.85KNIFRIVE KNIFE RIVER - SOUTH DAKOTA 442786

7,894.85Vendor Total:

125.82KUCHTA/FARR NAME PLATES/2
WALL SIGNS

101 4142 426

01/29/2024 125.82LAURHOUS LAURENS HOUSE OF PRINT, THE 1-37-24

21.72NAME PLATE - W KUEHL PARK
BOARD MEMBER

101 4521 426

01/29/2024 21.72LAURHOUS LAURENS HOUSE OF PRINT, THE 1-52-24

147.54Vendor Total:

4,199.00NEW WELDER101 4311 434

469.09STREETS - WELDING SUPPLIES101 4311 426

01/19/2024 4,668.09MATHLINW MATHESON TRI-GAS INC 0029065934

4,668.09Vendor Total:

241.23JAN 2024 MILEAGE101 4142 427

02/12/2024 241.23FARRAMY MEERT FARR, AMY JAN 2024
MILEAGE

241.23Vendor Total:

212.69GAS-NEW SHOP101 4192 428

237.65GAS-OLD SHOP101 4192 428

246.38GAS-GAGE HOUSE101 4192 428

148.44GAS-CITY HALL101 4192 428

01/22/2024 845.16MIDAME MIDAMERICAN ENERGY COMPANY 01222024
STATE

845.16Vendor Total:

30.00FILING PART REL - MICKELSON
DELAY STREET

101 4652 422

30.00FILING PART REL - MICKELSON
DELAY WATER

101 4652 422

City of Hartford Page: 4

02/14/2024 3:52 PM
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02/01/2024 90.00MINNDEEDS MINNEHAHA COUNTY REGISTER OF DEEDS 02012024
STMT



30.00FILING PART REL - MICKELSON
DELAY SEWER

101 4652 422

90.00Vendor Total:

97.50PARCEL 23436101 4311 429

102.00PARCEL 23485101 4311 429

99.00PARCEL 23486101 4311 429

169.50PARCEL 23553101 4311 429

921.00PARCEL 23764101 4311 429

1,312.20PARCEL 23857101 4311 429

99.00PARCEL 23437101 4311 429

1,530.78PARCEL 85478101 4311 429

97.50PARCEL 86120101 4311 429

97.50PARCEL 90387101 4311 429

97.50PARCEL 90388101 4311 429

754.12PARCEL 93064101 4311 429

855.00PARCEL 93065101 4311 429

248.50PARCEL 75950101 4311 429

174.40PARCEL 75952101 4311 429

97.50PARCEL 77375101 4311 429

150.00PARCEL 79549101 4311 429

450.00PARCEL 85049101 4311 429

272.64PARCEL 85051101 4311 429

1,612.50PARCEL 23859101 4311 429

1,197.22PARCEL 23879101 4311 429

120.00PARCEL 59463101 4311 429

97.50PARCEL 71108101 4311 429

176.26PARCEL 71114101 4311 429

97.50PARCEL 71117101 4311 429

01/29/2024 10,926.62MINNTREA MINNEHAHA COUNTY TREASURER 2023 ST
MAINT FEES

10,926.62Vendor Total:

158.07NEW BATTERY FOR SKIDSTEER101 4311 425

01/12/2024 158.07NAPA NAPA AUTO PARTS OF HARTFORD 220780

56.12HOSE & FITTINGS FOR
PAYLOADER REPAIRS

101 4311 425

01/17/2024 56.12NAPA NAPA AUTO PARTS OF HARTFORD 221156

7.49PARTS FOR SWEEPER REPAIRS101 4311 425

01/24/2024 7.49NAPA NAPA AUTO PARTS OF HARTFORD 221639

51.96DIESEL EXHAUST FLUID FOR
EQUIP

101 4311 425

01/26/2024 51.96NAPA NAPA AUTO PARTS OF HARTFORD 221842

273.86MOTOR OIL FOR EQUIP101 4311 425

01/30/2024 273.86NAPA NAPA AUTO PARTS OF HARTFORD 222062

8.49REPLACE BULBS - 2018 CHEVY
PICKUP

101 4311 425

02/07/2024 8.49NAPA NAPA AUTO PARTS OF HARTFORD 222588

555.99Vendor Total:

City of Hartford Page: 5
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16.80PUB HEAR - AMEND ZONING
REGS

101 4652 423

01/05/2024 16.80NEWCENT NEW CENTURY PRESS, INC 2024-443022

30.24RES 2024-1101 4142 423

01/05/2024 30.24NEWCENT NEW CENTURY PRESS, INC 2024-443023

108.081/2 CC MINUTES101 4142 423

01/12/2024 108.08NEWCENT NEW CENTURY PRESS, INC 2024-446005

9.521ST PUBLICATION - ELECTION
NOTICE OF VAC

101 4130 423

01/19/2024 9.52NEWCENT NEW CENTURY PRESS, INC 2024-446886

8.462ND PUBLICATION - ELECTION
NOTICE OF VAC

101 4130 423

01/26/2024 8.46NEWCENT NEW CENTURY PRESS, INC 2024-446887

16.801ST PUBLICATION - 2022
AUDIT

101 4142 423

01/19/2024 16.80NEWCENT NEW CENTURY PRESS, INC 2024-446891

14.932ND PUBLICATION - 2022
AUDIT

101 4142 423

01/26/2024 14.93NEWCENT NEW CENTURY PRESS, INC 2024-446892

152.32ORD 749101 4142 423

01/19/2024 152.32NEWCENT NEW CENTURY PRESS, INC 2024-446893

47.60ORD 750101 4142 423

01/19/2024 47.60NEWCENT NEW CENTURY PRESS, INC 2024-446894

10.64RES 2024-2101 4142 423

01/19/2024 10.64NEWCENT NEW CENTURY PRESS, INC 2024-446895

20.16RES 2024-3101 4142 423

01/19/2024 20.16NEWCENT NEW CENTURY PRESS, INC 2024-446896

25.76JAN BILL REPORT101 4142 423

01/19/2024 25.76NEWCENT NEW CENTURY PRESS, INC 2024-446897

14.562024 SALARIES101 4142 423

01/26/2024 14.56NEWCENT NEW CENTURY PRESS, INC 2024-447913

150.081/16 CC MINUTES101 4142 423

01/26/2024 150.08NEWCENT NEW CENTURY PRESS, INC 2024-447914

6.72JAN PAYROLL REPORT101 4142 423

02/02/2024 6.72NEWCENT NEW CENTURY PRESS, INC 2024-448859

632.67Vendor Total:

32.71REIMB T SIDEL - FUEL FOR
MALIBU

101 4311 426

02/13/2024 32.71PETTY PETTY CASH 02132024
VOUCHER

32.71Vendor Total:

1,072.42FILTERS & OIL FOR JD
EQUIPMENT

101 4311 425

2,271.0611 CUTTING BLADES FOR SNOW
PLOWS

101 4311 426

02/07/2024 3,343.48POWERPLAN POWERPLAN P8723405

3,343.48Vendor Total:

City of Hartford Page: 6
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01/23/2024 135.91QUILL QUILL CORPORATION 36821796



69.763 MESSAGE DATE STAMPS & INK101 4142 426

18.98CERTIFICATE HOLDERS101 4142 426

13.99POST IN NOTES101 4142 426

11.59BINDER LABLE HOLDERS101 4142 426

21.59PLANNER - A FARR101 4142 426

49.98TWO 3-HOLE PUNCHES101 4142 426

19.78HIGHLIGHTERS101 4142 426

26.99PLANNER - W HINDT101 4142 426

45.99CLEAR 16GL CAN LINERS101 4192 426

33.99COLOR INK - P CLARKE101 4652 427

01/31/2024 176.73QUILL QUILL CORPORATION 36975717

312.64Vendor Total:

594.00MATTHIES ABATEMENT101 4652 429

01/19/2024 594.00RBS RBS SANITATION, INC. 01192024
STMT

594.00Vendor Total:

144.47REPAIRS TO SENIOR CENTER
DISHWASHER

101 4192 425

01/17/2024 144.47RESTEQUI RESTAURANT EQUIPMENT REPAIR OF
SIOUX FALLS, INC.

12415653

144.47Vendor Total:

94.00RANDOM DRUG TESTING - T
HAGEN

101 4142 415

89.00RANDOM DRUG TESTING - R
KUCHTA

101 4142 415

01/31/2024 183.00SANFORD SANFORD HEALTH OCCUPATIONAL
MEDICINE CLINIC

759705

183.00Vendor Total:

1,560.12PARTS FOR SWEEPER REPAIRS101 4311 425

01/11/2024 1,560.12SANITATION SANITATION PRODUCTS, INC. 87844

1,828.34PARTS FOR SWEEPER REPAIRS101 4311 425

01/16/2024 1,828.34SANITATION SANITATION PRODUCTS, INC. 87861

2,706.20NEW CONTROLLER FOR SANDER101 4311 434

01/18/2024 2,706.20SANITATION SANITATION PRODUCTS, INC. 87886

6,094.66Vendor Total:

30.23SALES TAX DUE - JANUARY101 4142 4540

02/01/2024 30.23SDDEP2 SD DEPARTMENT OF REVENUE - AUTO
PMTS

01/2024
SALES

30.23Vendor Total:

85.00REG-CHRISTENSEN BLDG
OFFICIALS TRAINING

101 4652 427

02/05/2024 85.00SDMUNI SD MUNICIPAL LEAGUE 200000139

85.00Vendor Total:

193.95ANIMAL CONTROL - DEC101 4412 422

01/11/2024 193.95SFHUMA SF AREA HUMANE SOCIETY 5100

193.95Vendor Total:
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48.00REIMB MEALS - SDCMA CONF101 4142 427

02/14/2024 48.00SIDETERE SIDEL, TERESA 02142024
VOUCHER

48.00Vendor Total:

449.79INSTALL NEW FIREWALL ON
SERVER

101 4142 422 2

01/17/2024 449.79SFNETWORKS SIOUX FALLS NETWORKS 13110

134.55FEB 2023 IT MAINT SERVICE(9
COMPUTERS)

101 4142 422 2

29.19FEB 2023 ANTIVIRUS
SOFTWARE(7 COMPUTERS)

101 4142 422 2

02/01/2024 163.74SFNETWORKS SIOUX FALLS NETWORKS 13146

613.53Vendor Total:

92.65ELEC-STORAGE BLD BY MEM
PARK

101 4192 428

196.23ELEC-GAGE HOUSE101 4192 428

64.75ELEC-TAMMEN WEATHER SIREN101 4192 428

317.50ELEC-NEW CITY SHOP101 4192 428

163.35ELEC-OLD CITY SHOP101 4192 428

300.52ELEC-CITY HALL101 4192 428

55.31ELEC-POOL101 4511 428

63.00ELEC-TURTLE CREEK RR101 4521 428

145.80ELEC-PARK SHELTERS101 4521 428

100.00ELEC-SPORTS COMPLEX101 4521 428

65.26ELEC-DAVID ROE FIELDS -
NORTH LIGHTS

101 4521 428

55.00ELEC-DAVID ROE FIELDS -
EAST LIGHTS

101 4521 428

55.00ELEC-DAVID ROE FIELDS -
WEST LIGHTS

101 4521 428

55.51ELEC-CROSSING LTS S OF HS101 4311 428

323.61ELEC-BILLBOARDS101 4311 428

5,628.84ELEC-STREET LIGHTS101 4311 428

78.80ELEC-CROSSING LTS N OF HS101 4311 428

56.64ELEC-WELCOME SIGN-HWY
38/WESTERN

101 4311 428

55.92ELEC-NEW CROSSWALK SERVICE101 4311 428

56.64ELEC-WELCOME SIGN
WESTERN/DIAMOND TRL

101 4311 428

01/30/2024 7,930.33SIOUXV SIOUX VALLEY ENERGY 01302024
STATE

7,930.33Vendor Total:

369.00SHOP TOOL - 20V FRAMING
NAILER

101 4192 426

02/12/2024 369.00STANHO STAN HOUSTON EQUIPMENT COMPANY,
INC.

2412708

369.00Vendor Total:

19.98COFFEE FOR SHOP101 4192 426
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02/01/2024 32.98SUNSHINE SUNSHINE FOODS 020124 STMT



13.00POP FOR CITY HALL101 4192 426

32.98Vendor Total:

67.352018 CHEVY STEERING REPAIRS101 4311 425

01/05/2024 67.35TAMMENAUTO TAMMEN AUTO & TIRE, INC. 178831

67.35Vendor Total:

408.006 ROLLS POSTAGE STAMPS101 4142 426

02/02/2024 408.00USPOST US POST OFFICE 02022024
VOUCHER

408.00Vendor Total:

41.93CELL-EDD101 4142 428

41.93CELL-CITY ADMIN101 4142 428

119.54CELL-CHAMBER DIR101 4142 428

141.01CELLS-PUBLIC WORKS101 4192 428

203.977 PHONE LINES -
CITYHALL/SHOP

101 4192 428

40.01CELL SERV-LANDFILL CAMERA101 4521 428

66.70CELLS-BP & CODE ENF101 4652 428

01/22/2024 655.09VERIZO VERIZON WIRELESS 9954871026

655.09Vendor Total:

1,000.00REVIEW OF EMPLOYEE MANUAL101 4142 429

01/12/2024 1,000.00THEWESTON WESTON GROUP, THE 1558

1,000.00Vendor Total:

77,914.57Fund Total:

1Checking Fund: WWTF CAPITAL PROJECT510

23,311.63WW FACLITY CONST
ADMIN/OBERVATION

510 5501 422

01/31/2024 23,311.63ISG I & S GROUP, INC 101766

23,311.63Vendor Total:

23,311.63Fund Total:

1Checking Fund: CAPITAL PROJECT FUND-12TH ST PROJECT511

23,747.0012TH ST/OAKS AVE DESIGN511 5501 422

01/19/2024 23,747.00INFRDESI INFRASTRUCTURE DESIGN GROUP, INC. 23723

23,747.00Vendor Total:

23,747.00Fund Total:

1Checking Fund: WATER FUND602

97.55WATER - BLUE MARKING PAINT602 4334 426

01/18/2024 97.551STAYD 1ST AYD CORPORATION PSI671318

97.55Vendor Total:

559.65JANUARY 2024 - FEE TO READ
1230 METERS

602 4335 422

01/31/2024 559.65BADMET BADGER METER 80149104

559.65Vendor Total:
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58.00CITY WATER TESTS (JAN)602 4335 422

02/07/2024 58.00CTYSOOFALL CITY OF SIOUX FALLS 28345

58.00Vendor Total:

1,948.50(2) 2' METERS602 4334 426

01/12/2024 1,948.50METETECH METERING & TECHNOLOGY SOLUTIONS INV4144

1,948.50Vendor Total:

17,644.62BULK WATER PURCHASE602 4334 4261

02/01/2024 17,644.62MINNEH MINNEHAHA COMMUNITY WATER
CORPORATION

02012024
STATE

17,644.62Vendor Total:

13.94PART FOR WATER COIN MACHINE
REPAIR

602 4334 425

01/31/2024 13.94NAPA NAPA AUTO PARTS OF HARTFORD 222169

13.94Vendor Total:

111.03UTILITY BILLS602 4335 4231

01/19/2024 111.03RITEWAY RITEWAY 24-30083

111.03Vendor Total:

134.00ELEC-N WATER TOWER/SIREN602 4332 428

01/30/2024 134.00SIOUXV SIOUX VALLEY ENERGY 01302024
STATE

134.00Vendor Total:

250.00POSTAGE DEPOSIT-DEC W/S
BILLINGS

602 4335 4261

02/02/2024 250.00USPOST US POST OFFICE EPD DEPOSIT
02/21/24

250.00Vendor Total:

20,817.29Fund Total:

1Checking Fund: SEWER FUND604

197.41SEWER - LATEX GLOVES604 6040 426

97.55SEWER - GREEN MARKING PAINT604 6040 426

01/18/2024 294.961STAYD 1ST AYD CORPORATION PSI671318

294.96Vendor Total:

559.65JANUARY 2024 - FEE TO READ
1230 METERS

604 6040 422

01/31/2024 559.65BADMET BADGER METER 80149104

559.65Vendor Total:

74.62W/S-SEWER PLANT604 6040 428

01/30/2024 74.62CTYHART CITY OF HARTFORD 01302024
STMT

74.62Vendor Total:

321.26GAS-SEWER PLANT604 6040 428

01/22/2024 321.26MIDAME MIDAMERICAN ENERGY COMPANY 01222024
STATE

321.26Vendor Total:
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111.03UTILITY BILLS604 6040 4231

01/19/2024 111.03RITEWAY RITEWAY 24-30083

111.03Vendor Total:

1,511.78ELEC-MAIN LIFT STATION604 6040 428

1,950.90ELEC-WASTE WATER LAGOONS604 6040 428

76.24ELEC-SAGEHORN LIFT STATION604 6040 428

234.82ELEC-MICKELSON/HWY 38 LIFT
STATION

604 6040 428

01/30/2024 3,773.74SIOUXV SIOUX VALLEY ENERGY 01302024
STATE

3,773.74Vendor Total:

250.00POSTAGE DEPOSIT-DEC W/S
BILLINGS

604 6040 4261

02/02/2024 250.00USPOST US POST OFFICE EPD DEPOSIT
02/21/24

250.00Vendor Total:

5,385.26Fund Total:

151,175.75Checking Account Total:
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1Vendor CheckCheck Type:Payee Type:

Entity IDVoid DateCheck Number Void Check AmountEntity NameCheck Date Cleared

Checking Account ID:

01/17/2024 1,687,672.00RICELAKEX RICE LAKE CONSTRUCTION GROUP47041

02/07/2024 1,562,297.00RICELAKE RICE LAKE CONSTRUCTION GROUP47054

02/07/2024 11,355.50SMGA SIOUX METRO GROWTH ALLIANCE47055

3,261,324.501 0.00 Total without Voids:Void Total:Checking Account ID:

3,261,324.50Check 0.00 Total without Voids:Void Total:Check Type Total:

3,261,324.50Vendor 0.00Void Total: Total without Voids:Payee Type Total:

3,261,324.500.00 Total without Voids:Void Total:Grand Total:

City of Hartford Page: 1

02/14/2024 10:39 AM

Check Register by Type

Prepaid Checks User ID: WILBER



                       Agenda Item Staff Report 
 

DATE:  February 20, 2024 

AGENDA ITEM:  Special Event Application – Downtown Hartford Inc for Farmers Market 

PREPARED BY:  Teresa Sidel, City Administrator 

 

Staff Recommendation:  Approve as presented. 

__________________________________________________________________________________________ 

Background/Summary:  

Callie Tuschen has submitted a special event application on behalf of Downtown Hartford Inc. to hold a 
monthly market and artisan vendor fair.  This year they are proposing to hold this event once a month on the 
last Thursday of the month versus the 1st Thursday.   The requested time will be from 3:00pm to 9pm – 
starting in May and ending at the end of September.  The dates are May 30, June 27th, July 25th, August 29th, 
and September 26th.  They again are asking the city to close 1st Street from Main Avenue  to the Alley east and 
then close Main Avenue between 2nd Street and Menth St - this would close the intersection of Main & 1st (this 
is the same closure area approved by the city council last July).  They would also like approval to allow open 
containers in the closure area and adjoining sidewalks.  Three other items they are requesting:  1) Advertise 
the event on the city’s Marquee, 2) Provide a plow to paint at the Sept 26th event, 3) Provide additional trash 
cans.  The application fee has been paid.       
 
Prior Council/Board Action:   

 None  on this application but this event has been approved by the council for the past 5 years. 

 

 

Possible Action: 

1. Approve – Will allow the event to take place as specified in the application.   

2. Disapprove – Will not allow the event to take place.   

3. Approve with conditionals – The city council can approve with modifications, restrictions, or placement 

of conditions such as altering the closure area or time of the event.   

 

Fiscal Impact:   

Approval of this event may allow additional sales tax revenue to be generated for the city. 

   

 

Attachments: 

• Special Event Application 

• Map of Closure Area 









Hartford Area Fire & Rescue 

City Council Report 

February 20, 2024 

 

Total Calls December 28 

City of Hartford calls 16  (1) house fire 

 

 

 

Training 

EMS Mega Codes-cardiac arrest 

Fire Search 

Joint training Incident reporting, sprinkler system head shutoff tool, piercing nozzle 

 

 

 

 

 

 



City of Hartford, SD / Hartford Area Development Foundation Report   
02.20.2024 
 
 
 
 
 
 
 
Hartford Area Development Foundation 

- Continued efforts meeting with prospective landowners and purchase opportunities. 
o Creating a spreadsheet for contacts of landowners and what they plan to do with their 

land if anything (ongoing). 
 

- Continued meetings with developers, and investors. 
o Assisting them with land options and connecting them to the right interests. 

 
- Continued efforts on RFI’s from GOED/SMGA and businesses that have interests in Hartford.  

o Since November 2023 – to current > 5 RFI’s have been submitted. 
 

- Envision 2025 invoicing and retention efforts. Brandon Lane is assisting with this. 
o Creating list for future investors – ongoing 
o Invoicing as needed. 
o Retention efforts as needed. 
o Working on year-end newsletter. 

▪ Working to schedule meeting with company for next campaign. 
 

- Participating on Thriverr Zoom calls  
o Been invited to participate as guests to discuss chambers and EDO’s – Feb. 22  

- HADF Binders updated – ongoing 
- Working on creating a Resource Guide – Completed and shared with HADF Board members 

for review. Sent to Board members for changes/corrections/omissions. 
- Rob Fagnan and Bradyn Neises – new brokers for HADF.  

o Working with them on signage and website information 
- Farr was invited to attend/participate in Early Learning South Dakota with West Central School 

on Monday, February 5th. 
o From this meeting, Dr. Knight presented this information to the HADF Board. The HADF 

board voted to have Amy M. Farr represent the HADF at future meetings/gatherings. 
- Farr is continuing to work with the Chamber Director on the Annual Banquet and other items 

as needed. 
- Farr scheduled a tour for Black Tie Components to be on Wednesday, March 13th at 8:30 a.m. 
- Participated in a GOED Survey 

 
Upcoming Meetings: 
HADF Board Meetings  
Wednesday, February 28, 7:30 a.m., City Hall 
Wednesday, March 13, 7:30 a.m., City Hall 
Wednesday, March 27, 7:30 a.m., City Hall 
Wednesday, April 10, 7:30 a.m., City Hall 
Wednesday, April 24, 7:30 a.m., City Hall 
 
 



City of Hartford, SD / Hartford Area Development Foundation Report   
02.20.2024 
 
 
 
 
 
 
 
Sioux Metro Growth Alliance Meetings @11:30 a.m. 
Friday, February 16th at Tea – will be attending 
 
 
Special SMGA Meetings/Events 
Annual Meeting and Social, Wednesday, March 20th, The Country Club of Sioux Falls 
 
Future Economic Development Learning Opportunities:  
Bender Market Outlook – February 22nd 
 
GOED Annual Conference – April 10 and 11, Sioux Falls 



City of Hartford, SD / Hartford Area Chamber of Commerce Report   
02/20/2024 
 
 
  

  

  

 

 Hartford Area Chamber of Commerce 
  
Committee Reviews 

Ambassador Committee  
(Lana Snyder, Sherri Goebel, Roxy Whalen, & Jean Rodriguez): 

 Monthly welcome bags – bags will be going out for October, 
November, December and January (per Jean) 

 Welcome Bag promo items inventory low – working with members to 
replenish supply. 

 Committee members started completing a call script/sheet during 
renewal calls that will be shared with Director monthly  

 
 

Events and Marketing Committee  
(Ashlie Matthews, Mark O’Hara, Brittany Glanzer, Stacy Wengler, Tori Manson 
and Dr. Emily Keefer): 

 Upcoming events:  
o Discover Hartford – May 6-10 
o Downtown Block Party – July 17 
o 7th Annual Golf Classic – August 7 

 The annual banquet happening Saturday, February 17 5:30 – 8:30 
p.m. We will be bowling at the Suburban Bowl.  We have 65 
registered to attend.    

 Announce Burger Battle Winner  
 Announced Business of the year 2023  
 Announced Volunteer of the year 2023  

 
Chamber Director 

 
 Scheduling a ribbon cutting with the book walk 
 Scheduling mixer for March and April  
 Next couple months will be spent fine tuning the app, website, and 

chamber master site along with finding an event management tool that 
can be utilized by all committee members to streamline the process and 
focus on volunteer responsibilities and due dates. (Microsoft teams, 
slack or Asana) 

 
 
 



City of Hartford, SD / Hartford Area Chamber of Commerce Report   
02/20/2024 
 
 
 
 

UPCOMING EVENTS/MEETINGS: 

RIBBON CUTTINGS/GROUNDBREAKINGS 
 
  
EVENTS 
Discover Hartford May 6 – 10th 
Downtown Hartford Block Party July 17th 5 – 9 p.m. 
7th Annual Golf Classic – August 7 8 a.m. 
 
MEETINGS   
 
February  
  
Monday, February 26 
Board of Directors Meeting, 5:00 p.m., City Hall, 125 N. Main Ave.  
Park and Recreation Board Meeting, 6:30 p.m., City Hall, 125 N. Main Ave.  
  
Tuesday, February 27 
Planning and Zoning, 7:00 p.m., City Hall, 125 N. Main Ave.  
 
Wednesday, February 28 
Hartford Area Development Foundation meeting, 7:30 a.m., City Hall, 125 N. Main Ave. 
 
 
 
 
 
 
 
 
 
 
 
 
 



                       Agenda Item Staff Report 
 

DATE:  February 20, 2024 

AGENDA ITEM:  HACC request to release their 2024 Budget Allocation - $20,000 

PREPARED BY:  Teresa Sidel, City Administrator 

 

Staff Recommendation:  Approve  

__________________________________________________________________________________________ 

Background/Summary: 

In September 2023, the Hartford City Council budgeted $20,000 in our 3rd Penny Sales Tax Fund for the HACC’s 

2024 allocation.  These funds help the Hartford Area Chamber of Commerce and their efforts to support and 

promote their members and our business community.  The funds are primarily used for operating expenses 

such as marketing, newsletter, website, programs, annual meeting, events, supplies, etc. 

 

In addition to this annual allocation, the city has hired a part-time employee this year and pays for the salary 

and benefits of this employee (approximately $32,900), who acts as the Director for the Chamber.   

 

Prior Council/Board Action: 

None on this request but the city has provided budget funds to the Hartford Chamber since their inception in 

2013. 

 

Possible Action: 

1. Approve the release of the 2024 budget allocation to the HACC. 

2. Do not approve the release of the 2024 budget allocation to the HACC.   

 

Fiscal Impact: 

The city did pass the 2024 budget with $20,000 budgeted to the HACC.  This amount is in our 2024 budget.     

 

Attachments: 

• Financials submitted by the HACC. 



Hartford Area Chamber of Commerce
Budget vs. Actuals: 2023 - FY23 P&L

January - December 2023

Accrual Basis  Thursday, February 15, 2024 12:22 PM GMT-06:00   1/3

TOTAL

ACTUAL BUDGET OVER BUDGET % OF BUDGET

Revenue

400-001 Membership Dues

400-001.1 Legacy Leader 15,150.00 14,400.00 750.00 105.21 %

400-001.2 Strategic Partner 8,520.00 8,555.00 -35.00 99.59 %

400-001.3 Business Collaborator 19,680.00 15,600.00 4,080.00 126.15 %

400-001.4 Community Supporter 8,465.00 5,400.00 3,065.00 156.76 %

400-001.5 Non Profit 1,825.00 875.00 950.00 208.57 %

Associate 750.00 300.00 450.00 250.00 %

Total 400-001 Membership Dues 54,390.00 45,130.00 9,260.00 120.52 %

400-002 Fundraising

400-002-.1 HTC Breakfast 1,570.00 1,570.00

Total 400-002 Fundraising 1,570.00 1,570.00

400-003 Events 800.00 3,326.82 -2,526.82 24.05 %

400-003.2 Burger Battle 300.00 900.00 -600.00 33.33 %

400-003.3 Annual Banquet 9,620.00 9,620.00

400-003.4 Golf Tournament 12,599.39 11,960.00 639.39 105.35 %

400-003.5 Block Party 4,600.00 4,009.50 590.50 114.73 %

Truck or Treat 150.00 150.00

Total 400-003 Events 28,069.39 20,196.32 7,873.07 138.98 %

400-004 Marketing Income 2,280.00 2,280.00

400-004.1 Bi-Monthly Mailer Ads 3,800.00 2,950.00 850.00 128.81 %

400-004.2 #DiscoverHartford Ads 475.00 -475.00

Total 400-004 Marketing Income 6,080.00 3,425.00 2,655.00 177.52 %

400-005 City of Hartford 32,000.00 5,000.00 27,000.00 640.00 %

Advertising Income 6,200.00 6,200.00

Hartford Bucks Income 8,290.00 8,290.00

Total Revenue $136,599.39 $73,751.32 $62,848.07 185.22 %

GROSS PROFIT $136,599.39 $73,751.32 $62,848.07 185.22 %

Expenditures

600-001 General Marketing 682.05 682.05

600-001.1 Social Media 60.00 -60.00

600-001.2 Quarterly Newsletter 852.00 6,688.68 -5,836.68 12.74 %

600-001.4 Bi-Monthly Mailer 3,002.90 6,847.40 -3,844.50 43.85 %

600-001.6 Website Maintenance 6,354.07 2,981.00 3,373.07 213.15 %

General Advertising 9,661.91 2,647.84 7,014.07 364.90 %

600-002.1 #Discover Hartford 33.00 106.50 -73.50 30.99 %

600-002.1.1 Video Series 1,065.00 -1,065.00

600-002.1.3 Prizes 85.76 426.34 -340.58 20.12 %

Total 600-002.1 #Discover Hartford 118.76 1,597.84 -1,479.08 7.43 %

Total General Advertising 9,780.67 4,245.68 5,534.99 230.37 %

Total 600-001 General Marketing 20,671.69 20,822.76 -151.07 99.27 %

600-002 Marketing Committee



Hartford Area Chamber of Commerce
Budget vs. Actuals: 2023 - FY23 P&L

January - December 2023

Accrual Basis  Thursday, February 15, 2024 12:22 PM GMT-06:00   2/3

TOTAL

ACTUAL BUDGET OVER BUDGET % OF BUDGET

600-002.2 Burger Battle 1,731.91 -1,731.91

600-002.3 Business Signs 998.13 -998.13

600-002.4 Jamboree Banners 368.49 -368.49

600-002.5 Miscellaneous 327.09 327.09

Total 600-002 Marketing Committee 327.09 3,098.53 -2,771.44 10.56 %

600-003 Events Committee

600-003.1 Block Party 3,245.00 4,703.81 -1,458.81 68.99 %

600-003.3 Golf Tournament 6,480.69 8,591.03 -2,110.34 75.44 %

600-003.4 Annual Banquet 16,644.38 1,283.75 15,360.63 1,296.54 %

600-003.5 Mixers and Miscellaneous Events 2,191.27 -2,191.27

600-003.6 Halloween 632.50 1,036.36 -403.86 61.03 %

600-003.8 Jamboree Days 654.27 -654.27

Annual Meeting 151.79 463.61 -311.82 32.74 %

Hometown Christmas 1,002.16 -1,002.16

Total 600-003 Events Committee 27,154.36 19,926.26 7,228.10 136.27 %

600-004 Meetings

600-004.1 Meals & Events 3,505.36 260.49 3,244.87 1,345.68 %

600-004.2 Continuing Education 114.10 114.10

Total 600-004 Meetings 3,619.46 260.49 3,358.97 1,389.48 %

600-005 Memberships

600-005.2 Dues & Subscriptions 2,177.94 1,078.18 1,099.76 202.00 %

Total 600-005 Memberships 2,177.94 1,078.18 1,099.76 202.00 %

600-005.1 Professional Fees 4,686.00 6,946.20 -2,260.20 67.46 %

600-007 Ambassadors 10.72 -10.72

600-007.2 Member Anniversary Giveaway 1,070.48 -1,070.48

600-007.4 New Arrival Bags 43.12 -43.12

Total 600-007 Ambassadors 1,124.32 -1,124.32

600-008 Office Costs

600-008.1 Office Expense 1,773.81 1,610.40 163.41 110.15 %

600-008.2 Insurance 1,485.00 1,586.94 -101.94 93.58 %

600-008.4 Credit Card Fees 946.21 329.15 617.06 287.47 %

600-008.5 Rent 1,330.00 720.00 610.00 184.72 %

600-008.6 Licenses 332.62 43.70 288.92 761.14 %

Total 600-008 Office Costs 5,867.64 4,290.19 1,577.45 136.77 %

Advertising 361.59 361.59

Bank Charges 2.00 80.00 -78.00 2.50 %

Hartford Bucks 1,121.63 1,121.63

Software 7,870.51 1,329.17 6,541.34 592.14 %

Total Expenditures $73,859.91 $58,956.10 $14,903.81 125.28 %

NET OPERATING REVENUE $62,739.48 $14,795.22 $47,944.26 424.05 %

Other Revenue

Interest Income 1,346.89 7.32 1,339.57 18,400.14 %



Hartford Area Chamber of Commerce
Budget vs. Actuals: 2023 - FY23 P&L

January - December 2023

Accrual Basis  Thursday, February 15, 2024 12:22 PM GMT-06:00   3/3

TOTAL

ACTUAL BUDGET OVER BUDGET % OF BUDGET

Total Other Revenue $1,346.89 $7.32 $1,339.57 18,400.14 %

Other Expenditures

Amortization 415.44 415.46 -0.02 100.00 %

Depreciation 570.00 570.00 0.00 100.00 %

Total Other Expenditures $985.44 $985.46 $ -0.02 100.00 %

NET OTHER REVENUE $361.45 $ -978.14 $1,339.59 -36.95 %

NET REVENUE $63,100.93 $13,817.08 $49,283.85 456.69 %



Hartford Area Chamber of Commerce
Statement of Financial Position

As of December 31, 2023

Accrual Basis  Thursday, February 15, 2024 12:48 PM GMT-06:00   1/1

TOTAL

ASSETS

Current Assets

Bank Accounts

100-001 First Interstate Bank 58,684.73

Cash 0.00

First Interstate Checking - Hartford Bucks 8,048.00

First Interstate Money Market 76,346.89

Total Bank Accounts $143,079.62

Accounts Receivable

100-002 Accounts Receivable (A/R) 0.00

Accounts Receivable 0.00

Total Accounts Receivable $0.00

Other Current Assets

100-004 Undeposited Funds 175.00

Edward Jones 15,849.86

Total Other Current Assets $16,024.86

Total Current Assets $159,104.48

Fixed Assets

100-100 Equipment 2,850.00

100-101 Accumulated Depreciation -3,230.00

Total Fixed Assets $ -380.00

Other Assets

100-200 Intangible Assets 10,627.66

100-201 Accumulated Amortization -10,972.39

Total Other Assets $ -344.73

TOTAL ASSETS $158,379.75

LIABILITIES AND EQUITY

Liabilities

Current Liabilities

Accounts Payable

200-100 Accounts Payable (A/P) 0.00

Total Accounts Payable $0.00

Credit Cards

200-200 Great Western Credit Card 0.00

Total Credit Cards $0.00

Total Current Liabilities $0.00

Total Liabilities $0.00

Equity

300-100 Retained Earnings 95,278.82

Net Revenue 63,100.93

Total Equity $158,379.75

TOTAL LIABILITIES AND EQUITY $158,379.75
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Architecture + Engineering + Environmental + Planning 

To:  City of Hartford 

From:  ISG 

Date:  February 20th, 2024 

cc:  Teresa Sidel 

 

GENERAL ENGINEERING UPDATE  

o Reviewed and recommended approval for a plat in Knapp’s landing 

o ISG continues to review the City’s Design Standards, Supplemental Specifications, and Subdivision Ordinance 

at the request of the Planning and Zoning board as well as City Staff. We are targeting to complete our review 

in March. 

 

PROJECT  STATUS UPDATES  

6th & Mundt Roadway Reconstruction – No Update 

An initial punchlist walkthrough was conducted April 21st. The City of Hartford, Zacharias Construction, and ISG walked the 

project site, reviewed the current punchlist, and added additional items that were discussed during the walkthrough. 

Areas where seed failed to establish were reseeded. A letter informing residents of the seeding was mailed mid-October. 

Additionally, ISG included the seed care letter previously sent to residents. The Contractor was contacted and intends to 

complete bid items this fall. Once ISG receives indication that items have been completed, we’ll conduct a walkthrough and 

recommend final acceptance if appropriate. 

The contractor has been contacted regarding critical punchlist items to be completed before the weather turns this fall. Once 

completed, ISG will prepare the final pay application to close out the project. We’ll continue to monitor the seed this winter and 

into next spring and warranty the item as necessary. 

Water Resource Recovery Facility – Construction Progress Update & Website 
General:   

Water Resource Recovery Facility is a mechanical plant for treating an average design flow rate of 1.56 million gallon per day 

(MGD) of wastewater. Wastewater will be collected by gravity to a new lift station southeast of the 465th Ave and Highway 38 

intersection, then pumped to the treatment plant on south side of Interstate. The mechanical treatment is an Aeromod™ 

Activated Sludge System. After treatment, clarified water will be disinfected before discharge to an unnamed creek, a tributary 

to Turtle and Skunk Creeks.   

 

  

A project website has been created to keep residents informed on project overview, schedule, 

and progress updates. Construction progress updates are provided biweekly and include photos 

as weather allows.  

  

https://storymaps.arcgis.com/stories/b6e600d943c848cdabc15691c6047bd8  

 

 

 

https://storymaps.arcgis.com/stories/b6e600d943c848cdabc15691c6047bd8
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Bidding & Pricing: 

Rice Lake and ISG will monitor the contingency throughout the duration of the project and provide council updates as 

necessary. 

 

The remaining bid package includes the connection to the existing system. This package will be let in 2024. 

 

Construction: 

Construction activities at the lift station site are complete until spring when process piping and equipment installation will 

resume. Construction efforts are now focused on completing the Aeromod™ structure. The base slab is complete, and the 

contractor anticipates the structure walls will be require 46 pours at a rate of 2 pours per week, weather permitting. At the time 

of this report, 8 of the 46 pours have been completed. 

 

Gravity main installation is complete for the winter. The remainder of the gravity sewer installation is anticipated to be resume 

spring of 2024 as weather allows.   

 

Construction of the operations building will begin in the spring. Rice Lake anticipates the precast walls will be erected by the 

summer. 

 

ISG is continually reviewing shop drawings as they are provided by Rice Lake and conducting on site construction observation.   

 

The City, ISG, and Rice Lake have commenced biweekly Construction Progress meetings to review project schedule, 

construction status, and discuss items that arise in the field. Updates provided at the process meeting have been incorporated 

into this report. The project remains on schedule with no major challenges noted.  

 

Schedule and Milestones:  

July: Prepare Bid Packages and begin bidding packages. - Completed 

Mid-End of August: Receive and review bids on the Utility, Site work, and Aeromod™ bid packages - Completed 

September: Anticipated Construction Start – Construction Underway 

 

Tentative Construction Sequence: 

Fall/Winter 2023: Aeromod™ Structure 

November 2023 Start: Collection system (forcemain), Lift Station 

Spring 2024: Gravity collection system, Operations building, Operations building footings, site utilities 

Summer 2025: Construction Complete 

October 1, 2025: New Effluent Limits in Effect 

 

Guaranteed Maximum Price: $21,282,358 (Construction and CM Fee) 

Substantial Completion: July 1, 2025  

Final Completion: October 15, 2025 

 

Bike and Recreation Trail – Between Main and Feyder Avenues –  

As part of the City’s recreational trails master plan, a segment of trail is proposed for construction along Turtle Creek between 

Feyder and Main Avenue.  



Hartford Engineer’s Report  
 

Page 3 of 4 

605.274.6401 + ISGInc.com  

 

As the project scope has increased, the estimated cost has also increased. After discussion, it was determined that the City was 

not going to proceed with the grant and construction of the project in 2023. 

Floodplain permitting documents were approved by FEMA on February 8th. Construction documents will be revised to align with 

the approved permit prior to submittal to the City. These plans can be bid at a later date when funding is available. 

Highway 38 Water Main Extension – No Update 

The proposed watermain was proposed to be installed along the Windsor Development. As preliminary plans were provided, ISG 

is working with City Staff to adjust design to provide an efficient design that still meets the original project goals.  

The proposed watermain begins in the intersection of Railroad Street and VanDemark Avenue run east along Railroad Street, 

under Highway 38, and north along Colton Road and connect to the existing main near the intersection of Colton Road and 2nd 

Street. This watermain will provide a loop in the system and allow for future connection as the City expands.  

At VanDemark Avenue, a tee will be installed to allow a future connection to the west. Services are planned at the dog park for 

farm-style hydrants within the dog play area and along the bike trail for a future water fountain. Water main stubs will be 

installed for the future mains in 464th Avenue south of Railroad Street as well as two stubs for the land recently annexed East of 

Colton Road adjacent to 2nd Street.  

• Schedule: 

o September 1 - Finalize Construction Documents - Completed 

o Winter 2024 – Submit to DANR for Review (anticipated 30-day review) 

o Spring 2024 – Bid Project (pending council approval) 

o Spring 2024 – Construction Start 

o Fall 2024 – Construction Complete 

• Estimated Construction Cost 

o $990,800 

▪ $490,800 Approved SRF loan funding 

Western Avenue Interchange Approach –  

General Project Scope: Western Avenue will be reconstructed to a 3-lane urban section with one lane each for north- and 

southbound traffic and a shared center left turn lane. Where recommended in the Study, an additional right-hand turn lane will 

also be installed. The roadway will be constructed of concrete with curb, gutter, and storm sewer. Sanitary sewer and water will 

be extended just past the edge of proposed paving along W. Mickelson Roadway to facilitate future connections.  

Construction documents have been completed and sent to the SDDOT and FHWA for review. A set of plans was also sent to City 

staff for review. 

ISG will begin discussion with utility owners to coordinate relocation of utilities as necessary. Additionally, a meeting will be held 

inviting the impacted businesses and residents to learn about the project as well as voice any concerns they may have. ISG has 

been in correspondence with HR Green to coordinate traffic control between the SDDOT and City projects to ensure a smooth 

transition between the two. As the SDDOT/FHWA, City Staff, business owners, and resident comments are received, the 

construction documents will be revised. 

 



Hartford Engineer’s Report  
 

Page 4 of 4 

605.274.6401 + ISGInc.com  

 

The project schedule is as follows: 

• 30% Construction Plans & Engineers Estimate of Probable Cost: January 13th, 2022 – Completed 

• 60% Construction Plans, Specifications, and Estimate of probable cost: August 11th, 2023 - Completed 

• 90% Construction Plans, Specifications, and Estimate of probable cost:  October 13th, 2023 - Completed 

• Final Construction Plans & Engineer’s Estimate of Probable Cost: January 19th, 2024 - Completed 

o 1 month allocated for final review and revisions 

• Submit Construction plans to DOT/FHWA for review: February 20th, 2024 - Completed 

• Submit Construction plans for bid letting: May 2024 

• Bid Letting: June 15th, 2024 

• Begin Construction: Spring 2025 

ONGOING ITEMS  

• Lead and Copper Rule – Drinking Water 

o Effective December 2021, the EPA has issued its Lead and Copper Rule Revisions (LCRR) to existing Lead and 

Copper Rule (LCR).   

▪ Required to complete and submit an inventory of ALL service lines in your system, no matter the 

ownership, no later than October 16, 2024.  

▪ South Dakota DANR Web Site Rule Link: South Dakota Drinking Water Program (sd.gov) 

▪ EPA LCR and LCRR link: Revised Lead and Copper Rule | US EPA 

 

 

 

 

 

 

https://danr.sd.gov/OfficeOfWater/DrinkingWater/LeadCopper.aspx#:~:text=The%20Copper%20Action%20Level%20is%201.3%20mg%2FL.%20Adverse,solder%2C%20lead%20or%20copper%20pipes%20and%20brass%20faucets%29.
https://www.epa.gov/ground-water-and-drinking-water/revised-lead-and-copper-rule#:~:text=On%20June%2010%2C%20the%20U.S.,Revisions%20to%20December%2016%2C%202021.


                                                              Maintenance Report – 2/20/2024 

 

February 16, 2024 

 

Streets  

      Roads – The roads are looking pretty good so far, we do have some normal cracking on the 

asphalt roads. I will start working on pricing for the crack sealing and mag water in the next few 

weeks.    

      Slurry-seal – We have the information to Sioux Falls, just waiting for the bid letting.                     

     Equipment – The guys have been servicing equipment getting ready for spring. The rest of 

the equipment is working well. We have started looking into a small tractor and mower. We are 

getting ideas and prices from John Deere, International and Kabota.           

                   

Water   

        Reports / DANR – The 4th quarter water report has been sent in and the next report is 

due April 10th., 2024.  

          Water main extension – We have a meeting next week on this project.    

           Lead service lines – No up-dates at this time. We are still trying to find information on six 

blocks of water main. We know what goes into the houses, but we have no information on the 

service line from the main to the curb stop. I have a call into DANR to see what the best way to 

handle these. The worst case is we would have to physically excavate and field verify them. We 

are still trying to find the plans for this area. I contacted the engineering firm that bought out 

the firm that did the project and they are looking for some as builds.        

            ISO – I have no information on this inspection yet, it sounds like it will be a couple of 

months.   

 

Sewer 

        List station – All of the lift stations are working well.    

         Reports – The February DMR report is due March 28th.         

         Lagoons – We are in good shape at this time.  



      Future facility – The project is underway.    

      Classes – Jim was in class last week and took the exam last Thursday, we should have the 

results in a few weeks. 

Park 

       Parks – The guys have the post for the dugouts set and they are working on the frame 

work. They are hoping to have the steel up on two of them next week.                                       

Bike Trail – Nothing new at this time.    

Pool – The parts for the slide have been sand blasted and we should have some of the parts 

painted next week. We will start putting it back together as we have parts.  

Sports complex – No updates at this time. We have put together some numbers for the 

concession building along with some concrete numbers. I added a little extra on each item to 

allow for inflation. We crunched numbers and ideas on both a block building and a steel 

building. The block building is actually a little less money. We are working with the Park Board 

to move ahead on this project. 

Public Buildings – The library is finished; we also replaced some ceiling tiles on both sides.      

      

 

 



                       Agenda Item Staff Report 
 

DATE:  February 20, 2024 

AGENDA ITEM:  Approve Purchase of a Tractor & Mower as Budgeted 

PREPARED BY:  Teresa Sidel, City Administrator 

Staff Recommendation:  Approve Purchase of Tractor/Mower 

__________________________________________________________________________________________ 

Background/Summary: 

During our 2024 budget meeting last year, Craig stated that we needed to replace our 1972 JD tractor.  He 

wanted to purchase a new tractor with a sickle mower attachment.  The city council budgeted $80,000 for 

this, with $40,000 out of our general fund and $40,000 out of our sewer fund.  The quotes are all for a tractor, 

bucket, and sickle mower.  Quotes were received from 4 companies – all quotes are from purchasing off of 

Sourcewell, which is a government purchasing agent. 

 

Sioux International - $71,830 

Titan Machinery - $73,075 

Pfeifer Implement - $71,232 

Kibble Equipment - $77,026 

 

Craig plans to go to test drive the tractors on Tuesday and will have a recommendation for the council at our 

meeting that night. 

 

Prior Council/Board Action: 

9/5/23 – City Council budgeted $80,000 for the purchase of a new tractor with mower attachment. 

 

Possible Action: 

Approve purchase of tractor/mower. 

Do not approve the purchase of tractor/mower. 

  

Fiscal Impact: 

The city has $80,000 in our 2024 budget for a tractor/mower - $40 from the general fund and $40 from the 

sewer fund. 

Attachments: 

Quotes 





















 

FINANCE OFFICER REPORT 

February 20, 2024 
 

Cash Report and Sales Tax Revenue:    Following is a comparison of the 2022 and 2023 Cash Reports as 

well as the year-to-date Sales Tax Revenue as of January 31st:  

   

                                        January 31, 2023          January 31, 2024                Difference 

 Total Cash  $4,502,789.48                $3,478,654.42              ($1,024,135.06) 

  General Fund  $1,815,783.04              $3,708,074.69                 $1,892,291.65 

   1st Penny  $     63,400.08                $     74,840.58                      $11,440.50 

 2nd Penny  $     63,400.08                $     74,840.58                      $11,440.50 

 3rd Penny  $       3,290.51                $       6,360.30                      $  3,069.79 

 

Downtown Committee Funds:  $32,292.44 as of  January 31, 2024 

 

Bill Report:    Please review the bill report that is included in your packet. If you have questions, please feel 

free to contact me or stop in and look at the invoices. Following are highlights: 

 

Beaverbuilt, Inc.      1,380.00 3 Skid Sets for Snow Pusher 

Farmers & Merchants Co-op Oil Co.   1,353.41 Fuel for Equipment 

Knife River – South Dakota    7,894.85 Salt & Salt Sand 

Matheson Tri-Gas, Inc                               4,668.09 New Welder & Welding Supplies 

Metering & Technology Solutions    1,948.50 (2)  2” Meters 

Minnehaha County Treasurer  10,926.62 Street Maintenane Fee on City Owned Parcels 

Powerplan      3.343.48 Oil/Filter for Equip and 11 Cutting Blades for Plows 

Sanitation Products, Inc.    3,388.46 Parts for Sweeper Repairs 

Sanitation Products, Inc.                2,706.20 New Controller for Sander 

The Weston Group     1,000.00 Review of Employee Manual 

Prepaid Check: 

Rice Lake Construction Group          1,687,672.00 WRRF Pay App #3 – cc approved 1/16/24 

Rice Lake Construction Group          1,562,297.00 WRRF Pay App #4 – cc approved 2/6/24 

Sioux Metro Growth Alliance               11,355.50 2024 Membership Dues – cc approved 2/6/24 

 

Election:  A reminder that the deadline to turn in nominating petitions is 5pm on Friday Feb 23rd.   

 

Equalization Meeting:  The objection forms to file an appeal are now available at City Hall. Completed 

forms must be returned no later than 5pm Thursday Mar 14th.  The Equalization meeting date has been set 

for Monday Mar 18th at 6:30pm.  

 

2023 Audit:  The Auditors are scheduled to be in the office May 7th/8th to conduct their review.  I continue to 

work on getting information ready for them. 

  

Calendar of Events:     

February 2024: 

Monday, 19th   President’s Day Holiday – City Hall Closed 

Tuesday, 20th    City Council Meeting @ City Hall, 7pm 

Friday, 23rd    Municipal Election – petitions deadline to be returned no later than 5pm 

Monday, 26th     Park & Rec Board Meeting @ City Hall, 6:30pm 

Tuesday, 27th   Planning & Zoning Meeting @ City Hall, 7pm 

 

 



March 2024: 

Tuesday,5th   City Council Meeting @ City Hall, 7pm 

Tuesday, 12th   Planning & Zoning Meeting @ City Hall, 7pm 

Thursday, 14th   Equalization – 5pm deadline for filing an appeal 

Monday, 18th   Equalization Meeting @ City Hall, 6:30pm 

Tuesday, 19th    City Council Meeting @ City Hall, 7pm 

Monday, 25th     Park & Rec Board Meeting @ City Hall, 6:30pm 

Tuesday, 26th   Planning & Zoning Meeting @ City Hall, 7pm 



DOWNTOWN COMMITTEE FUNDS
(as of January 31, 2024)

Activity Date Revenue Expenses Balance

End of Year 2011 - Balance 12/31/2011 $5,000.06 $4,910.63 $89.43

End of Year 2012 - Balance 12/31/2012 $10,009.86 $0.00 $10,099.29

End of Year 2013 - Balancce 12/31/2013 $10.35 $474.57 $9,635.07

End of Year 2014 - Balance 12/31/2014 $6.78 $9,000.00 $641.85

End of Year 2015 - Balance 12/31/2015 $1.71 $496.91 $146.65

End of Year 2016 - Balance 12/31/2016 $3.70 $0.00 $150.35

End of Year 2017 - Balance 12/31/2017 $3.53 $0.00 $153.88

End of Year 2017 - Transfer Committee Acct Balance 12/31/2017 $2,044.14 $0.00 $2,198.02

End of Year 2018 - Balance 12/31/2018 $3.72 $0.00 $2,201.74

End of Year 2019 - Balance 12/31/2019 $11,883.43 $3,500.00 $10,585.17

End of Year 2020 - Balance 12/31/2020 $10,004.38 $11,862.23 $8,727.32

End of Year 2021 - Balance 12/31/2021 $15,002.27 $1,407.24 $22,322.35

End of Year 2022 - Balance 12/31/2022 $15,034.63 $2,485.86 $34,871.12

End of Year 2023 - Balance 12/31/2023 $10,539.08 $13,118.66 $32,291.54

Year 2024

Deposit (interest) 1/31/2024 $0.90 $32,292.44

TOTALS $0.90 $0.00 $32,292.44

Summary of Expenses:

Attorney's/Accountant's Fees                $1,105.34

Remaining Appropriation (benches, trash cans) $4,302.20

Postage for Survey Mailing $474.57

Hartford Area Optimist Club (mural) $3,500.00

Signature Streetscapes (banners/arms/baskets for lighpoles) $3,215.00

Planters Unlimited (10 hanging baskets for lighpoles) $946.58

Mac's, Inc. (hardware for lightpoles) $16.42

HBC (plants/soil/mulch for hanging baskets) $127.69

Backdoor Garden, LLC (fall decore for hanging baskets) $217.00

Jessica Evans (fall, summer, winter, xmas banners) $1,398.00

Jessica Evans (pumpkins for fall baskets) $15.00

Planters Unlimited (4 hanging baskets for lighpoles) $382.68

LED Lighting Solutions (4 solar lights) $1,847.76

Signature Streetscapes (4 lighpoles/bases/banner poles/brackets) $3,490.00

Backdoor Garden, LLC (soil/pines/quick crete for hanging baskets) $124.14

Jessica Evans  (décor for hanging baskets) $56.06

Hartford Building Center (fasteners for light poles) $25.90

Sandy Dean  (décor for hanging baskets) $32.24

Jessica Evans (spring banners) $515.00

Jessica Evans (summer banners) $90.00

Hartford Building Center (flowers for hanging baskets) $770.00

Hartford Building Center (flowers for hanging baskets) $812.00

LED Lighting Solutions (4 solar lights) $1,673.86

LED Lighting Solutions (3 solar lights) $836.93

Downtown Hartford, Inc (downtown assessment by Bob Yapp $4,000.00

Signature Streetscapes (6 lightpoles/bases) $3,397.00

Hartford Building Center (coconut liners for hanging baskets) $113.25

Hartford Building Center (flowers for hanging baskets) $840.00

Colton Redi-Mix, Inc. (concrete for light install on 1st street) $231.00

Hartford Building Center (6 tree/flowers planters for downtown sidewalks) $2,550.00

Ace Hardware (white paint for downtown bumpout project) $159.99

Ace Hardware (yellow paint for downtown bumpout project) $169.99

Sign Solutions USA (posts for downtown bumpout project) $820.50

Transfer to General Fund $9,000.00



2/20/2024                                    City Administrator Report 

 

 

 

 

********************************************************************************* 

 

• City Projects (Changes in red): 

o 6th & Mundt Street – Project is substantially complete, with a few punch list items and some seeding, 

restoration, and painting to be done in the spring.  A walk-through of the project was conducted by ISG 

and city staff to update this punch list for the contractor.   Homeowners were provided a letter on 

proper care for the new seeding, and they were also provided a letter on how to make their sump pump 

connections to the new storm sewer system.  The contractor continues to work on punch list items.  

Due to the heat and drought, the spring seeding has failed – contractor will re-seed in the fall. Now that 

the weather is cooling down, we are working with the contractors to do some reseeding on the areas 

that did not come in good.  Some of the project areas have been reseeded and a letter was sent to the 

property owners.  ISG will be conducting an inspection and reviewing punch list items to ensure 

everything is addressed before we close out the project.  A punch list of incomplete items has been sent 

to the contractor.  The city will monitor any reseeding to ensure that it takes next spring. 

   

o Hwy 38 Water Main Extension – The city council previously approved plans to have ISG work on a 

design for a water extension that will run along Railroad Street & S Colton Road.  The plans were 

reviewed by staff  and city council approved the project on 1/3.  Financing was discussed and approved 

on 2/21, with part of the project being funded with water fund reserves and part with an SRF loan.  

SECOG has completed the SRF loan application, and it was sent to the state on Thursday (3/30) for 

review.  This project was also placed on the state water plan (requirement for SRF funding).   The state 

reviewed our SRF loan application on 6/29 for $500,000 and it was approved.  The city pledged 

system revenues for repayment, so no surcharge is required.   ISG is completing plans to get ready for 

bid. The plan is to bid this fall for construction next year.  Final plan edits are being made by ISG and 

then they will be reviewed by staff and sent to DANR.  We are working with the city engineer to look 

at a possible redesign as discussed at our last meeting.  Staff and ISG have reviewed plans for the 

Windsor Development – this will aid in placement of the water main extension. Plans have been sent to 

DOT to start their review process.    

 

o Western Avenue Expansion -  ISG continues to work on plans. Schedule for plans and bidding was 

provided by ISG to staff.  We are still reviewing plans along with funding options.  ISG is working 

with HR Green and meeting with them regularly to ensure communication on coordinating the state 

and city project.  ISG and city staff met with DOT officials on Monday, 9/18 to discuss this project and 

bidding procedure/coordination.  Both projects will be let by the state for bidding and any contractor 

that bids on one project will be required to bid on the other project as well – thus ensuring the same 

contractor for both projects.  This will make project coordination much easier.  Once a contractor is 

secured, each project will be independent, with the state in charge of their bridge portion and the city in 

charge of our Western Ave portion.  Bidding is still set for next spring with the project commencing in 

2025.  ISG continues to work on plans and coordinate with HR Green and the state.  Project is still 

planned to be bid next year, with work being performed in 2024.  I have talked with ISG about setting 

up property owner meetings for 2024 to go over the project and address any concerns they may have.  

ISG states the plans are 90% complete and a final set will be sent to the state by Feb 2024.  Part of this 

project requires the DOT to evaluate the drainage along the off ramps.  There will need to be a 

drainage area created along the NW ramp that will run between the lots in the Western Meadows 

Industrial Park.  The state, ISG and city have been working with the property owner to finalize plans 

for this drainage.  ISG has provided an updated cost estimate per my request and I plan to meet with 

Sophie at SECOG to discuss financing options for this project the first part of March. 

 



o WRRF – Work continues on this project.  The City council approved a contract with Rice Lake – the 

contract has been executed.  Grading work continues at the site.  The groundbreaking was a great 

success.  Dirt work for the road and facility is underway, along with utilizes.  ISG has been reviewing 

shop drawings and bi-weekly construction meetings are being planned.  We are still working on 

finalizing easement documents with Assam and Tyler.  A progress meeting was held with the 

engineers, staff and contractors on Wednesday, 1/10.  The weather is starting to slow things down.  

Rice Lake will continue to work on the Aeromod structure, but utility work will probably cease until 

spring.  Equipment and materials will be moved to city ground (yard waste site) for winter storage.  At 

our construction meeting on Wednesday, Rice Lake indicated that they have 8 walls poured out of 46 

total – so they have about 17% completed.  This process will take 2-3 months, depending on the 

weather.  The lid for the lift station will be placed once the site dries out and work can be done. 

 

o 12th/Oaks Project – Infrastructure Design Group has been working on the plans.  A meeting was held 

on 12/18 with IDG, ISG, and city staff to review.  It sounds like bidding is now planned for March 

with construction to begin in spring 2024.  IDG presented full plans for the city and ISG to review this 

week.  We will get comments back to them so they can incorporate into a final design.  We are still on 

track to bid this March.  Comments on the plans were provided from ISG to IDG.  IDG will 

incorporate any changes to complete the plans.  

 

o Other Projects –  

▪ Bike Trail – We continue to work with FEMA to get floodplain approval of this project so the 

city can move forward with the project at a future date if so desire 

▪ ISG is working with Maple Pass, Knapp’s Landing, and Assam development to ensure 

compliance with city design standards and completion of punch list items. 

 

************************************************************************************* 

 

 

 

• SDML District 3 Meeting:  Each year the SDML has a meeting in each district beginning in March.  The 

district meetings are open to city officials, mayors and council members.  A dinner is usually provided and 

then the league gives a short recap of this years legislative session.  Unfortunately, this year’s district 

meeting for our area is planned for April 2nd.  Since it falls on a planned council meeting, I will try and get 

any information provided at that meeting and forward to the council for your reference. 

 

• Life Insurance:  I have met with our Colonial Life representative, and we plan to get the life insurance for 

our employees set up this next month, with an effective date of 4/1.  As mentioned, we can provide $10K of 

life insurance to our employees for $2 per month.  They also offer guaranteed life insurance up to an 

additional $75K if the employee wants to pay the additional fee.  The city will only pay for the $10K policy 

but both will be offered to the employee. 

 

• Goldenwest Sponsorship:  I have reached out to Greg Olesen to discuss the Goldenwest Sponsorship.  We 

are trying to set up a meeting for the 1st week of March to talk about the sponsorship and review sign 

options.  I will keep you updated on that discussion. 

 

• Senate Bill 201:  The Mayor and I have been watching SB201.  This bill addresses transmission pipelines.  

I’m sure it was introduced to help push the summit carbon solution pipeline.  The concerning part of the 

bill for any municipality, county or township is Section 7 - it seems to take away some of the power to zone 

pipelines within our jurisdiction and might be an overreach of the state.  The bill was introduced by 

Crabtree and passed the senate vote 7 yeas to 2 nays (Hoffman & Johnson voted nay) on Feb. 15th.  It will 

now go to the House.  We will continue to monitor and keep you posted.  

 

• Dakota Mainstem:  Governor Noem has signed Senate Bill 16. This Bill, among other things, adds Dakota 

Mainstem to the State Water Resource Management System (SWRMS) and appropriates $1 million. The 

Bill declares an “emergency,” which makes the funds available immediately. The next step is to request 



that the Board of Water & Natural Resources (BWNR) place the funding under contract through a grant 

agreement. This will help with funding. 

 

 

 

 

Call if you have any questions 605-528-6187 or 605-906-1750 



                       Agenda Item Staff Report 
 

DATE:  February 20, 2024 

AGENDA ITEM:  Mayoral Appointment to the Park & Recreation Board  

 

PREPARED BY:  Teresa Sidel, City Administrator 

_________________________________________________________________________________________ 

Staff Recommendation:  Approve Mayoral Appointment 

_________________________________________________________________________________________ 

Background/Summary: 

According to city ordinance, the Park & Recreation Board is made up of 5 voting members from the public, and 

2 non-voting members, which are made up of 1 staff person and 1 councilperson.  The terms for Josh Mulder 

and Callie Tuschen expired on December 31st and they have both decided to go off the Board.  The Mayor has 

already appointed Wendy Kuehl to fill one of the open positions, so we have one more open position left.  The 

Mayor plans to make a second appointment at this meeting.    

 

Prior Council/Board Action:    

None 

 

Possible Action: 

• Approve Appointment 

• Do Not Approve Appointment 

 

Fiscal Impact:   

None – The Park Board is not a paid position. 

 

Attachments: 

None 



                       Agenda Item Staff Report 
 

DATE:  February 20, 2024 

AGENDA ITEM:  Review/Approve Surplus List 

PREPARED BY:  Teresa Sidel, City Administrator 

Staff Recommendation:  Approve Surplus Items as presented. 

__________________________________________________________________________________________ 

Background/Summary: 

State law requires approval of the governing board to surplus any items owned by the city before disposal.  

We have 2 items that are no longer usable by the city and staff would like to surplus the items and 

scrap/dispose of them. 

1.  Merry-Go-Round at Turtle Creek Park.  This item was originally purchased by the city in 1980 and is 

over 40 years old.  It has been painted and repaired many times.  It had come to the point of being 

unsafe and we actually replaced it last year with a new merry-go-round.  Staff would like the council to 

surplus the old one so we can scrap it.  It has no value and I do not recommend selling it to anyone due 

to liability reasons. 

2. PC Monitor.  This is an old monitor from an old public works computer that has already been disposed 

of - Jenny was using the monitor as a second monitor at her desk but it has stopped working.  We have 

replaced it with another monitor.  It doesn’t work so I would just like to scrap it. 

 

Prior Council/Board Action: 

None 

 

Possible Action: 

Approve the Surplus list – Allowing the city to scrap the items. 

Do not approve the Surplus list – This would mean the city needs to keep and store the items.  

Fiscal Impact: 

None 

Attachments: 

Surplus List 



Surplus Items

Purchase Date

Computer 

Number

Original 

Cost
Description Reason for Disposal Type of Disposal

FIXED ASSETS ( Original Cost Amount over $500.00)

1/1/1980 8012070095 2,500.00 Merry-go-Round at TC park

In bad shape - Replaced 

with new one in 2023

Scrap for liabillity 

reasons

NOT FIXED ASSETS (Original Cost Amount under $500)

Unknown - Unknown Old Public Works Monitor No longer works Scrap



                       Agenda Item Staff Report 
 

DATE:  February 20, 2024 

AGENDA ITEM:  Review/Discuss Revised Payroll Manual 

PREPARED BY:  Teresa Sidel, City Administrator 

 

Staff Recommendation:   Review & Discuss Revisions to Employee Payroll Manual.  Place on Council’s next 

agenda for final approval.   

__________________________________________________________________________________________ 

Background/Summary:  The City employed the service of the Weston Group to revise our employee manual 

to ensure proper content was included.  I have reviewed the draft sent to us and it incorporates all sections 

from our current manual, including current benefits and policies, plus adds some additional verbiage and 

sections.  I have provided a list of each section to note what changes have been made.  I believe most of the 

additions and changes are a good fit for the city but there a few items that I would like to discuss and make 

sure the council is good with them – those items are highlighted in red and are explained further below: 

 

Section II 

• Confidential Information – This section states that all employees will sign a confidentiality agreement.  

We currently do not do this, but we are bound by a few state statutes that require confidentiality.  I 

don’t disagree with this section and think it would be a good idea to have the city attorney draft a 

confidentiality agreement that needs to be signed by all city employees.  One question – Do we require 

seasonal or part-time employees to sign one as well – it’s not defined? 

• Background Checks – This section requires background checks for all full-time & year-round part-time 

employees.  Karen & I are bonded and have had a background check in connection with this but only 

reference checks have been conducted on other employees – not background checks.  Is this 

something we want to implement.  The school does background checks, so I know there is a cost 

associated with them. 

• Solicitation & Distribution – This section was added by the Weston Group and restricts any solicitation 

or distribution of written materials to employees to join or contribute to any organization or fund while 

on work time.  I know in the past, employees and council members have had kids come and sell candy, 

cookies, etc. for fundraisers to other city employees.  As I read this section, this would not be allowed.  

Do we want to ban this? 

 

Section III 

• Performance & Behavior Management – “Immediate Termination of Employment” was added to this 

section and addresses situations that may be cause for termination.  One situation is having a weapon 



upon city ground.  Weapons are not addressed in our current manual and this section, along with 

section VI addresses not allowing weapons in the workplace.  I would like the council to have some 

discussion on this item as well to see if we do or do not want to have this language. 

 

Section IV 

• Drug & Alcohol Testing – This section keeps the same verbiage that we currently have but I want to 

discuss our policy of random drug testing with the council to ensure that is what the city wants.  Right 

now, we do random testing quarterly for all full-time and year-round employees through Sanford.  The 

public works employees have CDLs, so they are part of a larger pool of CDL holders within the area – 

they usually get selected for a random test once or maybe twice a year.  The office employees have 

their own pool and since there are so few of us, someone gets selected every quarter – some office 

employees go more than once a year.  Currently, a random drug/alcohol test for an office employee 

(non-DOT) is $89.00.  In order to save a little bit of money and stay consistent with the public works 

department, do we want to cut back the office random drug testing to twice a year?  If we have 

suspicion of drug or alcohol abuse, we can always send an employee at any time for a test. 

• Weapons in the workplace – Just like section III, this addresses weapons at the workplace and basically 

does not allow any type of weapon, firearm, explosive and/or ammunition while on city property, using 

a city vehicle or conducting city business.  This would probably eliminate any pocketknives, pepper 

spray, etc.  Are we okay with this?   

 

 

Prior Council/Board Action: 

None 

 

Possible Action: 

Approve revisions and adopt the revised employee manual.   

Do not approve the revision to the employee manual.  

Review and discuss revisions – any changes to be brought to the next city council for final approval. 

 

 Fiscal Impact: 

None 

Attachments: 

Revised Employee Manual & List of Revisions 



Employee Manual Updates provided from the Weston Group                                                  February 2024 

 

Section I  

• Welcome: This section was added by Weston Group 

• About our City: This section was added by Weston Group 

• Purpose of Employee Handbook:  Only last paragraph was added.  We always require 

employees to sign an acknowledgment Receipt Form, but this puts it in the handbook. 

• Employment-At-Will: This is already in our handbook but was reworded some – same context. 

• Commitment to Diversity:  We currently have verbiage about Equal Opportunity Employment 

in our handbook, but this has just been reworded – same context again. 

• Disability Accommodation:   Reworded some and adds verbiage about pregnancy, childbirth 

and lactation. 

• Religious Accommodation:  This section was added by the Weston Group. 

• Our Work Environment:  Some paragraphs are the same, some are reworded, and some 

content added. 

• Open-Door Policy:  This section was added by the Weston Group. 

• Communication with Employees:  This section was added by the Weston Group. 

• Workplace Conduct:  This section was added by the Weston Group but the city has adopted a 

code of conduct policy that is binding for all city boards and employees. 

 

Section II 

• Confidential Information, HIPAA & Corporate Compliance:  This section was added by the 

Weston Group. (Discuss confidentiality agreement) 

• Hours & Work Schedule:  Mostly the same - a small paragraph was added about being at your 

workstation and ready to work at your starting time each day.   

• Recruitment & Hiring:  Same content. 

• Employment Classifications:  Same content. 

• Background Checks:  This section was added by the Weston Group. The city currently does 

MVR reports but not background checks. (Discussion) 

• Reference Checks:  This section was added by the Weston Group.  This has been a policy of the 

city, but it was never in our employee manual. 

• Immigration Law:  This section was added by the Weston Group.  The city requires I9 forms, 

but it was never stated in our employee manual. 

• Dress Code & Public Image:  This section was added by the Weston Group. 

• Attendance & Punctuality:  This section was re-worded by the Weston Group and additional 

content was added. 

• Personnel Data Changes:  Same content- reworded for clarity. 

• Workspace & Environment:  This section was added by the Weston Group.  The items covered 

have been the policy of the city but have not been in the employee manual. 



• Outside Employment:  This section was added by the Weston Group.  The city has allowed 

outside employment as long as it did not conflict with their city position but was not in our 

employee manual.  

• Solicitation & Distribution:  This section was added by the Weston Group.  (Discussion) 

• Romantic Relationships at Work:  The section was added by the Weston Group.   

• Employment of Relatives:  This section is the same. 

• Grievances & Complaints:  This section is the same. 

• Conflict of Interest:  The city has adopted a Code of Conduct, which is applicable to our Boards 

and employees, which covers conflicts of interest but verbiage of this was not previously in our 

employee manual.   

• Personal Electronic Devices:  The first paragraph is the same verbiage we currently have in our 

employee manual, but the last 2 paragraphs have been added. 

 

Section III 

• Career Development:  This section was added by the Weston Group. 

• Performance Evaluations:  This section is the same. 

• Performance & Behavior Management:  This section is the same, except for Immediate 

Termination of Employment was added.   

 

Section IV 

• Compensation: The first two paragraphs under Compensation were added by the Weston 

Group. 

• Timekeeping: This section is the same. 

• Overtime:  This section is the same. 

• Payment of Wages:  This section is the same. 

• Paycheck Deductions:  This section was added by the Weston Group. 

• Rest Breaks & Meal Periods:  This section was added by the Weston Group but follows our 

same policy. 

• Call Back Pay:  This section is the same. 

• Time Sheets or Cards: This section is the same. 

• Flex Time:  This section is the same. 

• Travel & Reimbursement of Expenses:  This section is the same. 

 

Section V 

• The first paragraph in this section is the same as our current manual but the second paragraph 

“Benefits Disclaimer” is new. 

• Employment Classifications:  This section is the same. 



• General Information and Eligibility:  Changes include – Addition of CC approved life insurance 

for full-time and year-round employees and the last two paragraphs under SD Supplement 

Retirement Plan were added by the Weston Group. 

• Same-Sex Marriages, Civil Unions and Domestic Partnerships:  This section has been added by 

the Weston Group. 

• Continuation of Heath & Dental Coverage:  This section was added by the Weston Group but 

follows our policy. 

• Workers’ Compensation:  The city follows these guidelines, but they were not outlined in our 

previous employee manual – this has been added by the Weston Group. 

• Vacation, Sick & Holidays:  This section is the same. 

• Sick Leave:  This section is the same. 

• Holiday Pay:  This section is the same. 

• Bereavement Leave:  This section is the same. 

• Family & Medical Leave:  Most of this section is the same except paragraph 2 “Eligibility” and 3 

“Qualifying Reasons” have been added. 

• Personal Leave:  This section is the same. 

• Jury Duty/Witness Leave:  This section is the same. 

• Military Leave/Military Training Leave:  This section is the same. 

• Time off to Vote:  This section is the same. 

• Break Time for Nursing Mothers:  This section has been added by the Weston Group. 

• Longevity Pay:  This section is the same. 

 

Section VI 

• Health, Safety & Security:  The 1st paragraph under this section has been added. 

• Safety & Accident Rules:  This section has been added by the Weston Group. 

• Occupational Health & Safety:  This section has been added by the Weston Group. 

• Drug Free Workplace:  The section is the same.  

• Drug & Alcohol Testing: This section is the same. (Discuss timeframe for Random Testing) 

• Smoke Free Environment:  Paragraph 1 is the same Paragraph 2 has been added. 

• Work-Related Injuries & Illness:  This section has been added by the Weston Group. 

• Driving for Company Business:  This section has been added by the Weston Group. 

• Safety While Driving City Vehicles:  Use of cell phone has been added, seat belt policy is the 

same. 

• Workplace Violence & Bullying:  This section has been added by the Weston Group. 

• Weapons in the Workplace:  This section has been added by the Weston Group. (Discussion) 

• Inclement Weather & Emergency Closings:  This section has been added by the Weston Group. 

• Emergency Evacuations:  The city has an emergency evacuation plan on file, but it was not part 

of our employee manual.  This section adds verbiage to reference our emergency plan. 

 

 



 

Section VII 

• Electronic Communications Policy – there is some verbiage about cell phone use by temporary 

or seasonal employees and no right to privacy that is address in our current manual but 

additional content about conduct, use of internet, tone & content, downloading, passwords, 

etc. has been added. 

• Social Media:  This section has been added by the Weston Group. 

 

Section VIII 

• Intellectual Property & Security:  This section has been added by the Weston Group. 

• Contact with the Media:  This section is the same. 

• No expectation of Privacy:  Paragraph 1 is new, but paragraph 2 is the same. 

 

Section IX 

• Separation from Employment:  This section is the same. 

• References & Verification of Employment:  This section is the same. 

 

Acknowledgement of Employee Handbook – We already have all new employees sign an 

acknowledgement form, but this elaborates it a little more and would be better to use.   
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SECTION I 
GENERAL INFORMATION 

 

Welcome! 

On behalf of the entire City of Hartford (“City”), we are 
thrilled to welcome you to our organization. Whether 
you're a new hire, a seasoned employee, or an intern, 
we're excited to have you join our team. 

This Employee Handbook has been designed to help 
you understand our values, policies, and procedures, 
ensuring a smooth and productive work experience 
for you. It provides essential information on our 
culture, expectations, and benefits, and it serves as a 
valuable resource throughout your journey with us. 

We expect all employees to contribute to the success 
of our organization by: 

• Treating colleagues, coworkers, and citizens with 
respect and professionalism. 

• Adhering to City policies and procedures. 

• Collaborating and communicating effectively with 
fellow team members. 

• Demonstrating a strong work ethic and 
commitment to service excellence. 

As a City employee, you are eligible for a range of 
benefits, including health insurance, retirement plans, 
professional development opportunities, and more. 
Please refer to the specific sections of this handbook 
for details. 

We are here to support you throughout your journey 
with the City. If you have any questions or need 
assistance, please don't hesitate to reach out to your 
supervisor, myself or the Finance Officer.  

Thank you for choosing to be a part of the City. We 
believe you'll find this to be a rewarding and fulfilling 
place to work, and we look forward to achieving great 
things together. 

Once again, welcome to our team! We're excited to 
have you on board. 

Teresa Sidel 

City Administrator 

 

 

ABOUT OUR CITY 
ANZIATION 

The City of Hartford, South Dakota is located just 10 
minutes west of Sioux Falls.  We are located off exit 
#387 or off exit #390 on Interstate 90.  Our population 
is about 3,354 people (2020 census).  We have a 
volunteer fire department, law enforcement, 
churches, civic organizations, schools, parks, 18-hole 
golf course, swimming pool, banks, grocery store, 
convenience stores, health clinic, pharmacy, dentist, 
car wash, laundromat, restaurants, and many other 
commercial stores and services to fulfill your needs.    

Hartford is a progressive and growing city that gives 
you a great quality of life and feeling of 
community.  Hartford is a wonderful place to call 
"home" and we have a lot to offer!  Our city motto is 
“Live Lively".  Please add us to your "favorites" on 
your computer and visit us often. www.hartfordsd.us 

 

PURPOSE OF EMPLOYEE HANDBOOK 
 

The policies and procedures for personnel 

administration are enacted by the City of Hartford 

(hereinafter "City"). In the event of a conflict 

between these policies and any collective 

bargaining agreement or state and federal law, the 

terms and conditions of that agreement or law shall 

prevail. 
 

Revision 

The City specifically reserves the right to repeal, 

modify or amend any of these policies at any time 

with or without notice. 

 
Applicability to Appointed and Elected Officials 

All elected and appointed officials shall comply with 

all laws, including but not limited to discrimination, 

harassment and non-retaliation. Such officials shall 

not have rights to any grievance procedure set 

forth herein. 

 
Upon receipt of a copy of the Handbook, Employees 
must sign an “Acknowledgment Receipt Form” 
indicating they have received, understand, and will 
read the City’s policies. 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.hartfordsd.us/
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EMPLOYMENT-AT-WILL 
EMPLOYMENT-AT-WILL 
Employment at the City of Hartford is at will and for 
an indefinite duration.  Employment-at-will allows a 
Employee or the organization to end the employment 
relationship at any time, with or without notice, for any 
reason or no reason. This Handbook does not create 
an employment agreement. 
 

COMMITMENT TO DIVERSITY 
 

Equal Employment Opportunity 
 

The City of Hartford is an equal opportunity employer. 
In accordance with applicable law, we prohibit 
discrimination and harassment against any applicant 
or Employee based on any legally-recognized basis, 
including, but not limited to: veteran status, uniformed 
servicemember status, race, color, religion, sex, 
sexual orientation, gender identity, pregnancy 
(including childbirth, lactation and related medical 
conditions), national origin or ancestry, citizenship 
status, physical or mental disability, genetic 
information (including testing and characteristics) or 
any other consideration protected by federal, state or 
local law.  
 

Our commitment to equal opportunity employment 
applies to all persons involved in our operations and 
prohibits unlawful discrimination and harassment by 
any Employee, including supervisors and co-workers. 
 

Employees with questions or concerns about 
discrimination in the workplace are encouraged to 
bring these issues to the attention of their manager or 
myself.  Employees can raise concerns and make 
reports without fear of reprisal.  Anyone found to be 
engaging in unlawful discrimination will be subject to 
disciplinary action, up to and including termination of 
employment. 
 

DISABILITY ACCOMMODATION 
 
The City welcomes qualified applicants and 
Employees with disabilities and does not discriminate 
against disabled persons in any way.  
 

Employees with a disability who believe they need a 
reasonable accommodation to perform their job 
duties should contact their immediate manager.  
 
On receipt of an accommodation request, 
management will communicate with the Employee 
and engage in an interactive process to determine the 
nature of the issue and what, if any, reasonable 
accommodation may be appropriate that the City 
might make to help overcome these limitations. 
 

The City will also consider requests for reasonable 
accommodations for medical conditions related to 
pregnancy, childbirth and lactation were supported by 

medical documentation and/or as required by 
applicable federal, state or local law. 
 

RELIGIOUS ACCOMMODATION 
 

The City will provide reasonable accommodation for 
Employees' religious beliefs, observances and 
practices when a need for such accommodation is 
identified and reasonable accommodation is 
possible.  
 

A reasonable accommodation is one that eliminates 
the conflict between an Employee's religious beliefs, 
observances or practices and the Employee's job 
requirements, without causing undue hardship to the 
City.  

OUR WORK ENVIRONMENT 

The City of Hartford is committed to providing a work 
environment that is free of illicit harassment. As a 
result, the organization maintains a strict policy 
prohibiting sexual harassment and/or intimidating 
behavior.  
 
The organization's anti-harassment policy applies to 
all persons involved in its operations, regardless of 
their position, and prohibits harassing conduct by any 
Employee of the City, including supervisors, 
managers and nonsupervisory Employees. This 
policy also protects Employees from prohibited 
harassment by third parties, such as customers, 
vendors, visitors, or temporary or seasonal workers. 
If such harassment occurs in the workplace by 
someone not employed by the City, the procedures in 
this policy should be followed. The workplace 
includes: actual worksites, any setting in which work-
related business is being conducted (whether during 
or after normal business hours), company-sponsored 
events, or company owned/controlled property.  
 

Sexual Harassment Defined 
 

Sexual harassment includes unwanted sexual 
advances, requests for sexual favors or visual, verbal 
or physical conduct of a sexual nature when: 
 

• Submission to such conduct is made a term 
or condition of employment; or 

• Submission to, or rejection of, such conduct is 
used as a basis for employment decisions 
affecting the individual; or 

• Such conduct has the purpose or effect of 
unreasonably interfering with a Employee's 
work performance or creating an intimidating, 
hostile or offensive working environment. 

 

Sexual harassment also includes various forms of 
offensive behavior based on sex. The following is a 
non-exhaustive list of the types of conduct prohibited 
by this policy: 
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• Unwanted sexual advances or propositions 
(including repeated and unwelcome requests 
for dates). 

• Offers of employment benefits in exchange for 
sexual favors. 

• Making or threatening reprisals after a 
negative response to sexual advances. 

• Visual conduct: leering, making sexual 
gestures, displaying of sexually suggestive 
objects or pictures, cartoons, posters, 
websites, emails or text messages. 

• Verbal conduct: making or using sexually 
derogatory comments, innuendos, epithets, 
slurs, sexually explicit jokes or comments 
about an individual's body or dress, whistling 
or making suggestive or insulting sounds. 

• Verbal and/or written abuse of a sexual nature, 
graphic verbal and/or written sexually 
degrading commentary about an individual's 
body or dress, sexually suggestive or obscene 
letters, notes, invitations, emails, text 
messages, tweets or other social media 
postings. 

• Physical conduct: touching, assault or 
impeding or blocking normal movements. 

• Retaliation for making reports or threatening to 
report sexual harassment. 
 

Other Types of Harassment 
 

Harassment on the basis of any legally protected 
status is prohibited. Prohibited harassment may 
include behavior similar to the illustrations above 
pertaining to sexual harassment. It also includes, but 
is not limited to: 
 

• Verbal conduct such as epithets, derogatory 
comments, slurs, or unwanted comments and 
jokes 

• Visual conduct such as derogatory posters, 
cartoons, drawings, or gestures 

• Physical conduct such as assault, blocking 
normal movement, restraint, touching, or 
other physical interference with work directed 
at an individual 

• Threats and demands to submit to certain 
non-work-related conduct or perform certain 
non-work-related actions in order to keep or 
get a job, , or as a condition of job benefits, 
security, or promotion 

• Bullying including behaviors meant to 
intimidate, humiliate, or single someone out 
without reason. 
 

Reporting Discrimination/Harassment 
 

Any Employee who has a work place discrimination 
or harassment complaint against a manager, co-
worker, visitor, resident or other person, must bring 
the problem to the City’s attention.  An Employee 
believing that he/she has been illegally harassed 
because of sex, race, color, ancestry, national origin, 

religion, disability, age, or any other class prohibited 
by law, should immediately report the incident to a 
manager or the City Administrator.  If the complaint 
involves the City Administrator, then he/she should 
inform the Mayor. The complaint will be immediately 
investigated. Employees have a duty to report any 
conduct they witness that violates this policy 
even if it does not involve the Employee him or 
herself. 
 

Actions taken internally to investigate and resolve 
complaints will be conducted confidentially to the 
extent practicable and appropriate in order to protect 
the privacy of persons involved, but complete 
confidentiality cannot be guaranteed.  
 

Any employee who feels he/she has been harassed 

or discriminated against or that his/her personal rights 

have been violated should immediately report the 

matter to the immediate supervisor unless the 

supervisor is the offending party. If the supervisor is 

unavailable, or the employee believes that it would be 

inappropriate to contact his/her supervisor, the 

employee should immediately contact the City 

Administrator or City Attorney. 

A supervisor or the City Administrator who becomes 

aware of any possible harassment or discrimination 

should advise the mayor, or in the mayor's absence 

the Council President. The City will make a thorough, 

confidential, and impartial investigation of the 

complaint. All employees must cooperate with any 

such investigation. The City will take prompt remedial 

measures to immediately end the offending action. 

 

Non-Retaliation 
 

The City prohibits any form of retaliation against any 
Employee who has made a good faith complaint or 
participated in an investigation of discrimination or 
harassment.  Retaliation includes any adverse action 
such as denial of benefits, refusal to hire, reprimands, 
negative evaluations, discharge, etc.  If an Employee 
believes that he/she has been subjected to any 
retaliatory treatment, the Employee is encouraged to 
contact the City Administrator. 
 

Manager's Responsibility 
 

All supervisors and managers are responsible for: 
 

• Implementing this policy, which includes, but is 
not limited to, taking steps to prevent 
harassment and retaliation; 

• Ensuring that all Employees under their 
supervision have knowledge of and 
understand this policy; 

• Promptly reporting any complaints to the 
designated the City Administrator 
Representative so they may be investigated 
and resolved in timely manner; 
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• Taking and/or assisting in prompt and 
appropriate corrective action when necessary 
to ensure compliance with this policy; and 

• Conducting themselves, at all times, in a 
manner consistent with this policy. 
 

Failure to meet these responsibilities may lead to 
disciplinary action, up to and including termination 
 

OPEN-DOOR POLICY 
 
The City has adopted an Open-Door Policy for all 
Employees. This means, literally, that every 
manager's door is open to every Employee. The 
purpose of our open-door policy is to encourage open 
communication, feedback, and discussion about any 
matter of importance to an Employee. Our open-door 
policy means that Employees are free to talk with any 
manager at any time about any topic. 
 
Responsibilities Under an Open-Door Policy 
 

If any area of your work is causing you concern, you 
have the responsibility to address your concern with 
a manager. Whether you have a problem, a 
complaint, a suggestion, or an observation, the City 
managers want to hear from you. By listening to you, 
the City is able to improve, to address complaints, 
and to foster Employee understanding of the rationale 
for practices, processes, and decisions. 
 

Before You Pursue the Open-Door Policy 
 

Most problems can and should be solved in 
discussion with your immediate supervisor; this is 
encouraged as your first effort to solve a problem. But 
an open-door policy means that you may also discuss 
your issues and concerns with the next levels of 
management and/or the City Administrator. No matter 
how you approach your problem, complaint, or 
suggestion, you will find managers at all levels of the 
organization willing to listen and to help bring about a 

solution or a clarification. 
 

COMMUNICATION WITH  

EMPLOYEES 
 

Employees may receive City information and updates 
in a variety of ways: 1) departmental or city meetings, 
2) via memo distributed in a mail box, 3) electronic e-
mail, 4) text message and/or 5) bulletin boards placed 
in the break room and near the time clocks.  
Employees are responsible for staying abreast of 
published communications. 
 

WORKPLACE CONDUCT 
 

Our Workplace Conduct policy applies to all 
Employees and provides the framework of principles 
for conducting business, dealing with other 
Employees and elected officials. 
 

This policy is based on the following: 
 

• Act and maintain a high standard of integrity 
and professionalism 

• Be responsible and scrupulous in the proper 
use of City information, equipment and 
facilities 

• Be considerate and respectful of the 
environment and others 

• Exercise fairness, equality, courtesy, 
consideration and sensitivity in dealing with 
other Employees and elected officials 

• Promote the interests of the City inside and 
outside of the organization 

• Perform duties with skill, honesty, care and 
diligence 

• Abide by policies, procedures and lawful 
directions that relate to your employment with 
the City  

• Under no circumstances may Employees 
offer or accept money 

• Any Employee, who in good faith, raises a 
complaint or discloses an alleged breach of 
the Code, whilst following correct reporting 
procedures, will not be disadvantaged or 
prejudiced. All reports will be dealt with in a 
timely and confidential manner. 

 
The City expects cooperation from all Employees 
in conducting themselves in a professional, ethical 
and socially acceptable manner of the highest 
standards.  
 
Any Employee in breach of this policy may be subject 
to disciplinary action, including termination. 
 
Should an Employee have doubts about any aspect 
of the Workplace Conduct Policy, they must seek 
clarification from the City Administrator. 
 
The Workplace Conduct policy for the City is 
important and we regard them seriously.   Employees 
are urged to become familiar with these standards 
and are expected to follow the policies and standards 
faithfully in doing their own jobs and conducting the 
City’s business.  Please note that any Employee who 
deviates from these policies and standards will be 
subject to disciplinary action, up to and including 
termination of employment. 
 

While not intended to list all the forms of behavior that 
are considered unacceptable in the workplace, the 
following are examples of infractions or misconduct 
that may result in disciplinary action, including 
termination of employment: 
 

• Theft or inappropriate removal or possession 
of property 

• Falsification of timekeeping records  

• Working under the influence of alcohol or 
illegal drugs  
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• Possession, distribution, sale, transfer, or 
use of alcohol or illegal drugs in the 
workplace  

• Fighting or threatening violence in the 
workplace  

• Boisterous or disruptive activity in the 
workplace 

• Negligence or improper conduct leading to 
damage of City-owned property 

• Insubordination or other disrespectful 
conduct 

• Violation of safety or health rules 

• Smoking in the workplace  

• Sexual or other unlawful or unwelcome 
harassment  

• Excessive absenteeism or any absence 
without notice  

• Unauthorized use of telephones, electronic 
communication tools, or other the City-
owned equipment  

• Using City equipment for purposes other 
than city business  

• Unauthorized disclosure of business 
confidential information  

• Intentional HIPAA violation  

• Violation of personnel policies 

• Unsatisfactory performance or conduct  
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SECTION II 
EMPLOYMENT POLICIES  

& PRACTICES 
 
 

CONFIDENTIAL INFORMATION, HIPAA 

& CORPORATE COMPLIANCE 
 

Privacy and security of confidential information is an 
important value at the City. The City is committed to 
delivering the highest quality services to its 
customers in an ethical and law-abiding manner.   
 

Every reasonable effort will be made to fulfill this 
promise through active compliance with federal and 
state law by: 
 

• Training Employees on HIPAA, Security, and 
Identity Theft policies and procedures 

• Conducting internal monitoring and auditing 

• Responding appropriately to a detected 
offense and developing corrective action 

• Developing open lines of communication 
 

All workforce members at the City may come in 
contact with sensitive, confidential and/or resident 
information that must be protected in carrying out 
daily operations and resident treatment.   
 

Employees are expected to safeguard other 
confidential information to include, but are not limited 
to: 
 

• Compensation data  

• Financial information 

• Pending projects and proposals  

• Personnel and payroll records 

• Conversations between any persons 
associated with the City 

 

All Employees are required to complete and sign a 
confidentiality agreement as a condition of 
employment.  Employees who improperly use or 
disclose confidential business or resident information 
will be subject to disciplinary action, up to and 
including termination of employment and legal action, 
even if they do not actually benefit from the disclosed 

information. 
 

HOURS & WORK SCHEDULES 
 

It is the City's intent to create a standard work week 

within which an employee is expected to perform City 

services. The City also realizes that emergency and 

extenuating circumstances may arise in which an 

employee is required to work variable hours. 

Nothing within this policy is meant as a guarantee to 

the number of hours, either daily or weekly, that an 

employee may be required to work. The standard 40-

hour work week applies to all employees, except 

salaried employees and unless otherwise stated. Start 

time will be set by the immediate supervisor. The City 

complies with the Fair Labors Standard Act regarding 

overtime pay. 

The standard hours for City Hall are 7:30 a.m. to 5:30 

p.m. Monday through Thursday and 8:00 a.m. to 

12:00 p.m. on Fridays.  There will be a one-hour break 

for lunch and a 15-minute break period in both the 

morning and afternoon. A minimum of one office 

employee must be at city hall during office hours. 

The Public Works Department may choose to work 

from 7:30 a.m. to 4:30 p.m. with one hour lunch with 

15-minute break periods in the morning and afternoon 

or from 8:00 a.m. until 4:30 p.m. with one-half hour 

lunch with 15-minute break periods in the morning 

and afternoon.  A minimum of one public works 

employee must be on duty from 8:00 a.m. to 5:00 p.m. 

Monday through Friday. 

Any full-time employee who is required to attend by 

their supervisor, a regularly scheduled City Council 

meeting, a regularly scheduled Planning and Zoning 

meeting, or a regularly scheduled Park and 

Recreation Board meeting shall receive 3 hours 

compensation for this meeting. If the regularly 

scheduled City Council Meeting, Planning and Zoning 

meeting, or Park and Recreation Board meeting 

exceeds 3 hours, the full-time employee who 

attended will receive compensation for the actual time 

of the meeting.  In lieu of compensation, the employee 

is encouraged to take time off for any City Council 

meeting, Planning and Zoning meeting, or Park and 

Recreation Board meeting within the same payroll 

week upon approval of the City Administrator.  

In all instances, all employees are expected to take 

the entire time period assigned for lunch with no work 

performed for the City, including phone calls, which 

shall be reflected on their timecard or time sheet. 

Break periods may not be accumulated for time off. 

 

The City expects all Employees will be regular and 
punctual in attendance as the job function requires.  
This means being at your work station, ready to work, 
at their starting time each day.  Absenteeism and 
tardiness place a burden on other Employees and on 
the City. 
 

All City employees are expected to be at work on 

time and during their regularly scheduled hours.    

Employees who are unable to report for work on 

time are required to notify their immediate supervisor 

prior to their being absent, unless an emergency 

exists. If an emergency situation exists, the 

employee is expected to notify their immediate 

supervisor or the City Administrator as soon as 

reasonably possible.  
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Except in cases of an emergency, if an employee is 

absent more than three (3) consecutive days without 

proper notification, the employee will be considered 

to have voluntarily resigned their position. 

 

RECRUITMENT & HIRING 
 

It is the policy of the City to recruit and fill job 

vacancies with the most qualified individual for the 

position. The City has three methods of recruiting 

qualified applicants to fill job vacancies in City 

employment. These are: 1) promotion from within; 2) 

transfer from within; or 3) open announcement and 

advertisement. All selections shall be based   on merit 

and fitness to fill the job vacancy. All recruitment 

efforts are based upon equal employment opportunity 

and conducted without regards to race, religion, 

creed, color, national origin, sex, age, disability, 

political affiliation, and marital or veteran status. 

Employee-in-Training Period 

Every employee hired by the City must complete a six 

(6) month training period for the purpose of assessing 

the individual’s ability to perform their assigned 

duties. Such employment may be terminated if either 

the City or the employee feels this is the appropriate 

action. There is no notice required of either party for 

such termination and no due process procedures will 

be held by the City for any disciplinary action during 

this time period. During this training period an 

employee shall accrue both sick and vacation leave 

at the regularly scheduled rate. Sick leave may be 

used as necessary at this time; however, the 

employee is not entitled to use their accrued vacation 

leave until completion of their training period. An 

employee-in-training is entitled to all paid holidays as 

observed by the City. At the discretion of the 

employer, the training period may be extended by an 

additional three (3) months. 

Promotion/Transfer 

If in the best interest of the City, promotions or 

transfers of individuals already employed with the City 

shall be given first consideration. This consideration, 

however, does not entitle the individual to an 

automatic promotion or transfer to a higher level of 

employment. 

Employees receiving transfers, promotions, etc., 

must complete a ninety (90) day training period for 

assessing his/her ability to perform the duties of the 

new position assigned. 

During this time the employee will continue to 
receive all benefits as previously assigned. 

 

Applications for Employment 

Individuals interested in applying for a specific 

position with the municipality must complete and 

submit a municipal application form.  A separate 

application must be submitted for each position in 

which the individual wishes to be considered. 

Applications will not be maintained on file for the 

purpose of aiding applicants in applying for future job 

vacancies with the municipality. 

 
Eligibility 

To be eligible for employment with the municipality 
of Hartford you must: 

1) Be legally eligible to be employed in the 

United States as proven on the required        I-9 

form; and 

2)  If a male born after December 31, 1959, 
be registered for the selective service. 

 
Qualifications 

The municipality maintains job descriptions on each 

position. This description establishes the minimum 

required levels of education and experience 

necessary to qualify for appointment. Each 

description may also detail desired skills or 

qualifications which are preferred by the municipality 

and will be given foremost consideration. 

Employment Offers 

The City Council will be the hiring authority for all 
Regular Full-Time Employees and Year-Round 
Employees.  The City Administrator will be the 
hiring authority for all Temporary or Seasonal 
Employees. 

After the selection of an individual to fill a job 

vacancy, the individual will be notified of their 

selection by the City either in writing or by personal 

contact. An offer of employment shall be extended 

and a starting date established at this time. There 

shall be no such offer or hint of employment with the 

municipality conferred to an applicant until the final 

decision has been approved. 

When selection has been made, the individual 

selected must be made fully aware that his/her 

employment relationship may be terminated with or 

without case, with or without prior notice, by either 

the municipality or the employee during the training 

period except for reasons illegal under state or 

federal law. 

All full-time employment offers are subject to a 

post-offer, pre-employment physical. Successful 

completion of a pre-employment physical is 

required before the applicant is hired by the 

municipality. 
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Residency Requirement 

Residency within the municipality or within 10 miles 

of the city limits shall be a condition of employment 

for all full-time employees.  An applicant for full-time 

employment, however, shall not be discriminated 

against because of non-residency in the 

municipality and shall be given a reasonable 

amount of time not to exceed 6 months, if hired, to 

establish residency within the municipality or within 

10 miles of the city limits.  This residency 

requirement may be waived by a majority vote of 

the city council.     

A full-time employee must reside in the State of 

South Dakota.  

EMPLOYMENT CLASSIFICATIONS 

Definitions: 

Municipal Employee:  Anyone employed by the 
municipality other than the City Engineer or City 
Attorney. 
 
Regular Full-Time Employee:  An employee who is 
employed by the municipality to work a 
predetermined schedule of at least 40 hours per week 
and has completed their employee in-training period. 
Eligible for full benefits. 

Temporary or Seasonal employees:  An employee 
who is employed by the municipality to work less than 
20 hours per week (part-time) or no more than 1,040 
hours per year.  Not eligible for benefits. 

Year-Round Minimal Part-Time Employee:  An 
employee who is employed by the municipality to 
work less than 20 hours per week on a regular basis.  
Not eligible for benefits. 

Year-Round Regular Part-Time Employee:  An 
employee who is employed by the municipality to 
work at least 20 hours but less than 39 hours per 
week on a regular basis and has completed his/her 
employee-in-training period. Eligible for pro-rated 
benefits. 

Employee-in-Training:  An employee who is newly 
hired by the municipality in a regular full-time 
position or year-round regular part-time position who 
has not completed his/her 180-day training period 
accrues full or pro-rated benefits; however, may not 
use vacation leave until completion of the training 
period or six months of employment. 

BACKGROUND CHECKS 
 

All offers of employment to full-time employees or 
year-round regular part-time employees at the City 

are contingent upon clear results of a thorough 
background check.  
 
Background checks will be conducted on all final 
candidates and may include Employees who are 
promoted, as deemed necessary. 
 
Employees driving the City owned vehicles will also 
be subject to an annual MVR report. 
 

REFERENCE CHECKS 
 
So that the City can handle requests for job 
references in a consistent, fair and lawful manner, all 
requests for job references on behalf of the City 
should be forwarded to the City Administrator. In 
response to job reference requests, the City will only 
confirm current or former Employees' dates of 
employment and job title. If a Employee or former 
Employee submits written authorization, the City will 
also provide information regarding salary or wage 
history. 
 

Providing employment references including off-the-

record remarks, without authorization in violation of 

the above stated policy may result in disciplinary 

action.  Personal references are allowed at the 

employee’s discretion.IO 

 

IMMIGRATION LAW 

The City of Hartford complies with the Immigration 
Reform and Control Act of 1986 by employing only 
U.S. citizens and non-citizens who are authorized to 
work in the United States. All Employees are asked 
on their first day of work to provide original 
documents verifying the right to work in the United 
States and to sign a verification form required by 
federal law (Form I-9). If you cannot verify your right 
to work in the United States within three (3) days of 
hire, The City of Hartford is required by law to 
terminate your employment. 
 

DRESS CODE & PUBLIC IMAGE 

 
It is important for all Employees to project a 
professional image of the City to customers, visitors 
and guests. Employees should be well groomed and 
dressed appropriately for the business and for their 
position in particular.  Office employees are expected 
to dress neat, clean, and professional.  Public works 
employees are expected to wear city provide apparel 
to help identify them to the public.   
  
We encourage Employees to seek the advice of their 
supervisor if they have questions regarding 
appropriate dress or appearance at work or specific 
uniform for their work area, including if they have 
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concerns about standards that may impact their 
religious or other protected standards. 
  
Employees who report to work in a manner that 
violates this policy may be instructed by their 
supervisor to return home to change. The time that 
nonexempt Employees are absent for this purpose 
will be unpaid. 
 
 

ATTENDANCE & PUNCTUALITY 
 
Employees are expected to be regular in attendance 
and to be punctual. Any tardiness or absence causes 
problems for fellow Employees and supervisors. If 
Employees are absent, their workload must be 
performed by others, just as they must assume the 
workload of others who are absent. To limit problems 
caused by Employee absences or tardiness, we have 
adopted the following policy that applies to absences 
not previously approved by the City. 
 

Employees are expected to report to work as 
scheduled, be on time and be prepared to start work. 
Employees are also expected to remain at work for 
their entire work schedule, except for meal or break 
periods, or when required to leave on authorized 
company business or otherwise authorized to leave. 
Non-approved late arrivals, early departures or other 
absences from scheduled hours are disruptive and 
must be avoided. 
 
If Employees are unable to report for work on any 
particular day, they must notify their supervisor as 
soon as practical, before the time the Employee is 
scheduled to begin working for that day. The City may 
inquire about the general reason for an absence or 
tardiness. Unless extenuating circumstances exist, 
Employees must call or text in on each and every day 
they are scheduled to work but will not report to work. 
 

Excessive absenteeism or tardiness may result in 
disciplinary action up to and including termination of 
employment, unless the absence or tardiness is 
legally protected. Excessive is defined as greater 
than 4% of your scheduled hours. 
 
The following types of time off will not be considered 
grounds for disciplinary action under this policy: 
 

• Excused time off, including vacation and other 
forms of paid time off; 

• Approved leaves of absence, including jury 
duty leave, military leave, leave protected 
under the Family and Medical Leave and time 
off or leave provided under the Americans with 
Disabilities Act  

• Time off due to a work-related injury that is 
covered by workers' compensation. 
 

Each situation of absenteeism or tardiness will be 
evaluated on a case-by-case basis. Even one 

unexcused absence or tardiness may be considered 
excessive, depending upon the circumstances. 
However, the City will not subject Employees to 
disciplinary action or retaliation for an absence or for 
tardiness that is legally protected. 
 

An Employee who believes that their absence or 
lateness to work is legally protected should notify 
their manager of this fact at the time of the absence 
or tardiness.  
 

If an Employee believes they have been mistakenly 
subject to disciplinary action for an absence or for 
tardiness that the Employee believes is legally 
protected, the Employee should promptly discuss the 
matter with their manager or the City Administrator. 
 

Absent extraordinary circumstances or a legally 
protected reason, if Employees fail to report for work 
without any notification to their supervisor and their 
absence continues for a period of three days, the 
City will consider the Employee to have abandoned 
and voluntarily terminated their employment. 
 
 

PERSONNEL DATA CHANGES 
 
The city shall maintain a Payroll File and Confidential 
Personnel File on each employee.   
 
Payroll File 
The Finance Officer will maintain the Payroll File and 
it will include the following: 
 

• New Employee paperwork to include job 
application and /or resume 

• Job description 

• Personal data sheet 

• Position & Salary, Including History 

• Payroll deduction authorization 

• I9 & W4 Forms 

• Leave of Absence Requests 

• Time Cards/Time Sheets 

• Termination Record or Resignation Letters 
 

Payroll files are the property of the City and access to 
the information is restricted.  Management personnel 
of the City who have a legitimate reason to review the 
payroll files are allowed to do so.  Employees who 
wish to review their own file should contact the 
Finance Officer or City Administrator.  With 
reasonable advance notice, the Employee may 
review his/her payroll file in the presence of the 
Finance Officer or City Administrator.   
 

It is the employee's responsibility to inform the 
finance officer of any changes in name, address, 
telephone number or withholding status. An 
employee must immediately report any of the above 
or other pertinent changes. 
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Confidential Personnel File 

The City Administrator will also maintain a 

Confidential Personnel File on each employee.  The 

confidential personnel file will include the following:   

• Records of disciplinary actions 

• Performance Reviews 

• Legal Correspondence 

 
The Confidential Personnel File shall be accessible 

only to the individual employe and the City 

Administrator or the Mayor and City Council when 

considering the individual employee’s employment 

status or performance evaluation. 

The employee or his/her representative shall have 
reasonable access to his/her personnel record upon 
request to the City Administrator. The file will be made 
available to the employee's representative only upon 
express written authorization by the employee.  

No written incident report or records of disciplinary 
action shall be placed in an employee's personnel file 
unless the municipality first advises the employee of 
its intent to enter such document into the file and 
affords him/her an opportunity to read and sign such 
material. Signing does not imply agreement, only that 
the contents have been made known to or discussed 
with the employee. 

The employee shall have the express right to submit 
a letter of rebuttal to his/her file regarding any 
information contained in his/her file that is in dispute. 

 

WORKSPACE &  

ENVIRONMENT 
 

Work Areas 
 

Our expectation is that your work area will be tidied 
at the end of every day. Perishable food items should 
never be stored at an Employee’s work area. 
 

Security 
 

It is the responsibility of every City Employee to 
ensure that building is kept safe. 
 
Employees should make sure that all personal 
belongings and valuables are secured. Personal 
property is not covered by the City insurance. 
 

Breakroom and Bathrooms 
 
Please keep the breakroom and bathroom areas 
clean at all times, cleaning up after use. You should 
be respectful to others by always cleaning up after 
yourself. 
 

If there are any issues with these facilities you should 
notify your Manager immediately. 

 

 
Waste Bins 
 

These bins should be used for any items which are 
not recyclable e.g.; plastics, metal, a pen, food scraps 
etc. Please use your discretion and be mindful of 
disposing food scraps in the office. Liquids should not 
be poured/ placed into bins.  
 

Recycling Bins 
 

Please recycle where you can and use the 
appropriate bins. Only paper and cardboard with NO 
company, resident or employee information is to be 
placed into these bins. NO general rubbish is to be 
placed in these bins. 
 
 

OUTSIDE EMPLOYMENT 
 
Employees may hold outside jobs if the outside job 
does not constitute a conflict of interest to their 
position or schedule. Unless an alternative work 
schedule has been approved by management, 
Employees will be subject to the City’s scheduling 
expectations, regardless of any existing outside work 
assignments.  The City’s office space, equipment, 
and materials are not to be used for outside 
employment. 
 

SOLICITATION & DISTRIBUTION 
 

Except for activities related to City approved 

programs, employees may not orally solicit or 

distribute written materials to other employees to join 

or contribute to any organization or fund while on 

work time. 

 

ROMANTIC  

RELATIONSHIPS AT WORK 
 

An environment in which Employees maintain clear 
boundaries between Employee personal and 
business relationships is most effective for 
conducting business. The City does not prohibit 
friendships or romantic relationships between 
Employees, but seeks to set forth clear guidelines as 
to how relationships should be conducted in the 
workplace, but romantic relationships between an 
employee and someone in a supervisory or 
potentially supervisory position should be disclosed 
to the City Administrator or Mayor. 
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EMPLOYMENT OF RELATIVES 
 

The municipality's policy in employment is to hire 

and promote on the basis of an individual’s merit, 

knowledge, skills, and abilities and avoid 

circumstances of favoritism and discrimination. 

Thus, the employment of immediate family 

members with the same department or other 

areas where an immediate family member would 

hire, supervise, discipline or otherwise judge the 

performance of the above is prohibited, except 

relatives may be hired for seasonal part-time 

temporary employment. 

The municipality also reserves the right to 

prohibit such working relationships beyond the 

department level if a potential conflict exists. 

Immediate family is defined as: parents, step-

parents, spouse, children, step-children, 

brothers, sisters, step-brothers, step-sisters, 

grandparents, grandchildren or an individual 

who has acquired any of the above status 

through marriage. 

 

GRIEVANCES & COMPLAINTS 
 

The following is the City's grievance policy. 

Employment with the City is at-will and adoption of 

this grievance policy does not otherwise create any 

other employment relationship. As to any grievance 

claim, the following procedure is not available to an 

elected official or appointed employee. 

 

An employee who is not in the employee-in-training 

period may file a written grievance stating the 

grounds for the grievance with the City Council 

regarding a term or condition   of employment.  Such 

grievance must be in writing and filed with the City 

Administrator within 5 working days (working days 

does not mean calendar days) from the date on which 

the employee became aware of the action or should 

have reasonably been aware of the action that is the 

basis of the grievance. 
 

The grievance will be heard in executive session on 

the next regularly scheduled meeting of the City 

Council or on a special meeting of the City Council. 

All grievances will be heard in executive session. If 

not satisfied with the City Council’s decision, then the 

requirements of SDCL 3-18-15.2 shall be followed. 
 

Except as where protected activity is involved, 

employees who voluntarily terminate their 

employment will have any outstanding or 

unresolved grievances immediately dismissed. 
 

CONFLICT OF INTEREST 

 

If an Employee finds that they have, or they are 
considering the assumption of a financial interest or 
outside employment relationship that might involve 
a conflict of interest, or if the Employee is in doubt 
concerning the proper application of this policy, the 
Employee should promptly discuss the matter 
with the City Administrator and refrain from any 
exercise of responsibility in any manner that might 
reasonably be considered to be affected by any 
adverse interest. 
 

Failure to disclose the fact of a conflict or 
potential conflict may constitute grounds for 
disciplinary action. 
ERTIFICATION 

PERSONAL ELECTRONIC DEVICES 
 

A temporary or seasonal employee, as defined by the 

City of Hartford Employee Policy Manual, is an 

employee who is employed by the municipality to 

work for less than 20 hours per week (part time) or no 

more than 1040 hours per year. The term "cell 

phone/electronic device" shall include cell phones, 

smart phones, personal digital assistants or any other 

electronic communication device.  It is the policy of 

the municipality to enact a zero-tolerance stipulation 

on all personal cell phone/electronic device usage by 

temporary or seasonal employees during working 

hours for the municipality. The use of cell 

phones/electronic devices for personal calls or texting 

during working hours is strictly prohibited except for 

bona fide emergency situations or job-related 

activities by a supervisor. Temporary or seasonal 

employees, while on duty, must keep these devices 

stored in their personal bags, purses or vehicles. 

They can also be surrendered to their immediate 

supervisor for storage until their working hours are 

completed for the day.  Temporary or seasonal 

employees may however; use cell phones/electronic 

devices for personal calls during break periods and/or 

lunch periods.  If a cell phone/electronic device is 

used during break of lunch periods, the length of the 

personal call shall not exceed the break or lunch time 

period. 

Ring tones from personal electronic devices and 
cellular phones may provide a constant disruption in 
the workplace. For this reason, Employees are 
encouraged to silence personal electronic devices 
and cellular phones when at work or keep them on 
vibrate. 
 

Employees are expected to follow all laws regarding 
the use of cellular phones while driving a City vehicle. 
This includes the use of your cellular phone to send 
or receive text messages or emails or engage in 
social networking. 
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SECTION III: YOUR CAREER AT 

THE CITY OF HARTFORD 

 

CAREER DEVELOPMENT  
 

The City encourages Employees to take 
responsibility for their careers and career growth by 
making their managers aware of professional 
objectives.  Managers assist Employees in 
developing Employee skills through a variety of 
resources such as coaching, mentoring, and/or 
training.   
 

As internal job openings become available, 
Employees are encouraged to pursue other positions 
in which they have interest and the qualifications. 
Employees must be in their position for a minimum of 
6 months prior to requesting a transfer.  Employees 
on documented corrective action are not eligible to 
transfer until the issue is resolved.  
 

Employees will be considered for new positions along 
with all other applicants. Each transfer is judged on 
an individual basis, depending on the needs of both 
departments involved and overall clinic needs. 
Internal applicants are not guaranteed the position for 
which they are applying. 
 

All final decisions regarding transfers will be made by 
the hiring manager in conjunction with the City 
Administrator. Employees who wish to apply for a 
transfer are encouraged to discuss the potential 
transfer with their present manager, as well as, with 
the City Administrator so they may determine if the 
skills fit the requirements of the desired job.   
 
The City also reserves the right to re-assign positions 
in order to meet the ever-changing needs of its 
customers and the general business environment.  
Pay will be adjusted, if appropriate, to ensure 
Employee is paid commensurate with other 
incumbents, the market place, and/or position 
classification.   
 

PERFORMANCE EVALUATIONS 
 

Performance evaluations will be conducted on all 

regular full-time and regular year-round part-time 

employees. Performance evaluations are designed to 

provide the employee with a record of his/her 

performance, to encourage professional growth and 

to promote communication between the supervisor 

and employee.  The performance appraisal will be 

conducted by the employee's immediate supervisor 

and/or city administrator.  Written performance 

appraisals will be conducted a minimum of twice 

during the employee's training period (at the mid-

point and at the conclusion of the training period) and 

annually thereafter before December 31st of each 

year. Additional evaluations may be conducted at any 

time by a supervisor during the year.  The 

performance evaluations are to be structured to each 

employee's position. The purpose of the evaluation is 

to commend strengths, address weaknesses, 

suggest ways to improve, and discuss employee 

goals and objectives.  Evaluations will be conducted 

in a private meeting between the employee and 

his/her Supervisor or City Administrator. Employees 

are required to sign their evaluations and will receive 

a copy if requested. Signing does not imply 

agreement, but that the contents have been made 

known or discussed with the employee. 

 
 

PERFORMANCE & BEHAVIOR 

MANAGEMENT 
 

The City expects employees to use good judgment 

and exhibit a sense of responsibility.  All 

employees are responsible for providing their 

particular City services to the public in    a 

courteous, polite manner. Employees are 

expected to maintain high standards of    conduct 

and cooperation in their duties for the City, and to 

conduct themselves in an appropriate manner and 

maintain a high level of job performance, and to not 

disclose confidential information learned in the 

course of employment. Disciplinary actions shall 

be applied when either the City Council or Direct 

Supervisor determines such actions are 

necessary. A disciplinary action shall be in the form 

of an oral reprimand, written reprimand, written 

suspension, written demotion or reassignment, or 

written dismissal as defined below. The City 

Council or Direct Supervisor may, but is not 

required to, apply these actions progressively and 

for example, suspension or termination of 

employment may be applied as a first step of 

discipline.  The City Council reserves the right to 

suspend an employee with pay, however, such 

action is not deemed to be a disciplinary action.  

Employment is at-will and this disciplinary policy 

does not otherwise create any other employment 

relationship 

 

Types of discipline include, but are not limited to: 

 

Oral reprimand:  An oral or verbal statement, which 

is documented 

 

Written reprimand:  A written statement of 

reprimand. 
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Written Suspension without Pay:  Removal from 

duties for City for specified period of time, without 

pay, for up to 10 working days. 
 

Written Demotion or Reassignment:  May include 

reduction in pay (possibly including benefits), 

reduction in job duties, placement into a lower 

position; change of employee's duties within his/her 

current position; or other terms and conditions. 
 

Written Dismissal:  Involuntary termination of 

employment. 
 

All forms of discipline may be applied by the City 

Council if deemed necessary.  Direct Supervisors 

may apply only Oral and/or Written reprimands. 

 
Appeal 
 

The following is the City’s appeal procedure from a 

disciplinary action.  Employment with the City is at-

will and adoption of this appeal procedure does not 

otherwise create any other employment relationship.  

As to any disciplinary matter including but not limited 

to termination the following produce is not available 

to an elected official or appointed employee. 

 

An employee may appeal a disciplinary decision to 

the City Council.  The appeal must be in writing and 

filed with the City Administrator within 5 working days 

(working days does not mean calendar days) of the 

written notice of the disciplinary action upon which the 

appeal is based.  The appeal will be heard in 

executive session on the next scheduled meeting of 

the City Council or on a special meeting of the City 

Council.  All appeals will be held in executive session. 

 

If not satisfied with the City Council’s decision, then 

the requirements of SDCL 3-18-15.2 should be 

followed. 
 

Immediate Termination of Employment 
 
The following are examples of situations in which an 
immediate dismissal may occur: 
 

• Falsification of employment or resident 
records, information or other records 

• Recording the work time of another 
Employee, allowing any other Employee to 
record the Employee’s work time or allowing 
falsification of any time care, whether yours or 
another Employee 

• Theft or the deliberate or careless damage of 
any company property or the property of any 
Employee or resident 

• Use of City equipment, time, materials or 
facilities for personal reasons without 
advanced permission from management 

• Possessing, distributing, selling, transferring 
or using or being under the influence of 
alcohol or illegal drugs in the workplace 
(including medical marijuana while on the 
worksite) 

• Provoking a physical fight or engaging in 
physical fighting during working hours or on 
premises owned or occupied by the City 

• Carrying firearms, weapons or dangerous 
substances at any time, on premises owned 
or occupied by the City 

• Using abusive or threatening language at any 
time during working hours or while on 
premises owned or occupied by the City 

• Excessive absenteeism or absence of 3 
consecutive workdays without prior notice to 
the City 

• Failing to obtain permission to leave work for 
any reason during scheduled working hours 

• Not clocking out when leaving the premises 

• Abusing or misusing vacation or sick time 

• Working overtime without authorization or 
refusing to work assigned hours 

• Violating any safety, health or security policy, 
rule or procedure of the City 

• Committing a fraudulent act 
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SECTION IV: COMPENSATION 

 

The City strives to create and implement its 
compensation package to support its mission and 
values and be competitive with other employers.  the 
City also strives to utilize its total compensation 
program to promote successful recruitment, excellent 
job performance and retention of talent.  
Transparency about the compensation decision-
making process is intended to convey fair and 
equitable treatment of Employees.  The City makes 
compensation decisions fairly and equitably without 
acts of discrimination in compliance with applicable 
federal, state and local laws. 
 

In accordance with the requirements of the Fair Labor 
Standards Act, the City classifies Employees as 
exempt or nonexempt. 
 

TIMEKEEPING 
 

Each employee shall use time clocks to record their 

work periods unless timesheets are approved by the 

City Administrator.  Time clocks shall be figured on 

a per minutes basis.   

Employees do not need to punch in and out for break 

periods.  Employees must punch in and out for noon 

lunch. Each employee shall punch in and out for 

required meeting attendance. Full-time employees 

attending regular scheduled City Council, Planning 

and Zoning, or Park & Recreation Board meetings 

shall reflect said time on their time cards. Each 

employee is responsible to ensure that his/her time 

clock cards or sheets are correct and submitted on 

time. 

 

OVERTIME 
 

Eligible hourly employees may be required to work 

overtime when determined necessary by their 

supervisor or the governing board. Overtime is 

defined as time that is worked in excess of the first 40 

hours within the standard work week and does not 

include hours paid but not worked such as vacation 

days or sick days. In the case of an emergency, if an 

employee is required to work by their immediate 

supervisor any hours outside of their normal daily 

work hours, those hours will count towards overtime 

regardless of total hours worked for the week. 

Employees that do not have a standard work day will 

be paid overtime for any hours over 40 hours a week, 

excluding vacation and sick days. 

Overtime will be paid for hours over 40 during a 

Holiday week.  Holiday hours will count towards the 

40-hour week. 

Overtime will be paid for special meetings or 

unscheduled non-regular meetings that an employee 

is required to attend, provided the meeting is not 

during standard work day hours. 

All overtime must be authorized by the employee's 

immediate supervisor prior to the working of such 

hours. Overtime is to be authorized only if the work 

cannot be otherwise done during normal work hours. 

Insofar as possible, the opportunity to work overtime 

shall be distributed as equally as practicable by the 

municipality among the employees in each 

department. 

Overtime compensation for all overtime eligible 

employees shall be at the rate of one and one-half 

(150%) of the employee's regular hourly rate. 

However, if an employee is required to work on a 

holiday the municipality will follow the holiday policy.  

 

PAYMENT OF WAGES 
 

Municipal employees are paid on a bi-weekly 

schedule. Direct deposits are initiated on the first 

Tuesday following the end of the bi-weekly pay period 

unless the Monday proceeding the payroll date is a 

Holiday or other unusual circumstances exist. In 

these situations, the deposits will appear on 

Wednesday. 

 

PAYCHECK DEDUCTIONS 
 

The City is required by state and federal law to make 
certain deductions from Employees' paychecks each 
pay period. Additional deductions may occur such as 
the Employee portion of health and welfare benefits. 
 

The amount of all deductions will be listed on the 
Employee's pay stub. 
 
 

REST BREAKS & MEAL PERIODS 
 

Employees who work six (6) or more hours in a given 
day, may take an unpaid meal period.  Dependent on 
the department/ position / workflow, the period may 
be either a thirty (30) minute or sixty (60) minute 
break.  Meal periods are staggered within each 
department in order to avoid disruption to resident 
flow and/or work volumes.   
 

Any nonexempt Employee who is required to work 
through a meal break will be paid for the 30-minute 
period. Employees are also entitled to two 15-minute 
paid rest periods each day, if resident work flow 
allows. Meal and rest breaks will be scheduled by the 
department supervisor or manager. 
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CALL BACK PAY 

When an employee is called in to work by the approval 

of their immediate supervisor, they shall receive a 

minimum of two hours of work time to be applied to 

his/her total hours worked for the work week. 

TIME SHEETS OR CARDS 
 

Each employee, either hourly or salaried, shall punch 

a time clock or fill out a time sheet if approved by the 

City Administrator.  Each employee's time sheet is a 

record of their regular hours worked, overtime 

worked, and vacation or sick leave used for the 

purpose of calculating and issuing pay checks. Each 

employee must record all time worked for the city, 

including phone calls and work done during non-

scheduled work hours. 
 

FLEX TIME 
 

The City Council authorizes hourly employees flexible 

work hours within the same regularly scheduled 40-

hour work week subject to the following rules and 

conditions: 

 

• All Flex Time must be approved by the 

employee’s immediate supervisor or 

City Administrator.  

• At least one office employee will be on 

duty during office hours and one 

maintenance employee shall be on duty 

from 8:00 a.m. to 5:00 a.m. Monday 

through Friday. . 

• Flex time must be accumulated in 

minimum increments of one quarter 

hour.  Flex time is working hours that 

are not within the standard work day, 

while maintaining a high level of 

service during the City’s peak operating 

hours.  Supervisors are required to 

carefully examine the flex time 

schedules utilized or requested by 

employees and are responsible to 

coordinate work schedules which 

ensure ample employee coverage 

during the normal business hours.  

 

 

 

 

 
 

TRAVEL & REIMBURSEMENT OF 

EXPENSES 
 

It is the policy of the municipality that employees be 

fully reimbursed for necessary and reasonable job-

related travel expenses. Every effort will be made to 

treat all employees fairly and equally when granting 

travel expenditures. 

Travel Approval Required 

All one-day travel must be approved by the City 

Administrator and all-over-night travel must be 

approved by the governing board prior to the date 

of travel except in emergency instances. 

In-State Travel Expenses 

Per Diem rates for approved in-state travel are 

as follows: (1) The actual cost of lodging, or the 

current state rate.  (2)  An allowance for meals at 

the current state rate. 

Out-of-State Travel Expenses 

An allowance for meals and lodging for approved 

travel outside of the state of South Dakota will be 

reimbursed based on current state rates. 

Meal Allowance - Schedule for Computation 

One meal if gone for a period of six hours but not 
overnight. 

 Receipts for lodging expenses 

  Receipts shall be required for all lodging expenses     

which are to be reimbursed by the  municipality. 

Mileage Rate 

When employees must use their private vehicles for 

approved travel, mileage shall be paid at the current 

state rate. 
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SECTION V: EMPLOYEE 

BENEFITS & LEAVES 

 

Leaves of absence are considered a benefit and 

privilege offered by the municipality of Hartford. Leaves 

are not granted automatically, but are to be requested 

by the employee.  In some instances, it may not be 

possible to grant all leaves requested during busy times    

or emergency situations. Employees anticipating a 

leave of absence are encouraged to apply for such 

leave as soon as possible and no later than 14 days 

prior to the leave being taken. 

Benefits Disclaimer 
 

This Handbook provides only a brief description of 
some of the benefit plans and programs that are in 
effect at the time of publication.  
 
The City reserves the right to modify, change or 
eliminate any of its benefits at any time.  The terms of 
the specific plan documents control eligibility, benefits 
determinations and other conditions.  
 
Employees are provided copies of summary plan 
descriptions and other relevant information at the 
time of hire and/or eligibility.   Any questions 
regarding coverage should be directed to the City 
Administrator. 
 

EMPLOYMENT CLASSIFICATIONS 
 

Definitions 
 

Municipal Employee:  Anyone employed by the 

municipality other than the City Engineer or City 

Attorney. 
 

a. Regular Full-Time Employee:  An employee 

who is employed by the municipality to work a 

predetermined schedule of at least 40 hours per 

week and has completed their employee in-

training period. Benefits: 

• Vacation Leave…Full Benefit 

• Sick Leave…Full Benefit 

• Holiday Pay …Full Benefit 

• Health/Dental/Life Insurance…Benefits 
as defined under section V 

• S.D. Retirement System…Participating 
 

b. Temporary or Seasonal employees:  An 
employee who is employed by the municipality 
to work less than 20 hours per week (part-time) 
or no more than 1,040 hours per year.  
Benefits: None 

 

c. Year-Round Minimal Part-Time Employee:  
An employee who is employed by the 
municipality to work less than 20 hours per week 
on a regular basis.  Benefits: None 

 

d. Year-Round Regular Part-Time Employee:  
An employee who is employed by the 
municipality to work at least 20 hours but less 
than 39 hours per week on a regular basis and 
has completed his/her employee-in-training 
period. Benefits:  

• Vacation Leave…Prorate to hours 
worked 

• Sick Leave…Prorated to hours worked 

• Holiday Pay …Prorated to hours 
worked 

• Health/Dental Insurance…None 

• Life Insurance…Benefits as defined 
under section V 

• S.D. Retirement System…Participating 

 

e. Employee-In-Training: An employee who is 
newly hired by the municipality in a regular full-
time or part-time position who has not 
completed his/her 180-day training period. 
Benefits: 

• Vacation Leave…Accure full benefits 
but may not use leave until completion 
of training period and six months of 
employment 

• All other benefits are the same as their 
respective class above 

 

GENERAL INFORMATION & ELIGIBILITY 
 

Health Insurance: 

Full-time active status employees who work 40 hours 

a week are eligible for health insurance coverage 

under plan B of the SD Health Pool as follows:  

City pays 100% of the premiums for a Single Policy; 

City pays 60% of the premiums for an Employee plus 

1 Policy, with the employee paying 40%; City pays 

65% of the premiums for a Family Policy, with the 

employee paying 35%.  Eligible full-time active status 

employees who work 40 hours per week have the 

option of accepting the City's health insurance plan or 

they may receive wages for 70% of the single 

coverage cost under plan B of the SD Health Pool.  
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Dental Insurance: 
Full-time active status employees who work 40 hours 
a week are eligible for dental insurance coverage as 
follows: 

• City pays 50% of the premiums for all 
dental policies, with the employee 
paying 50%. 

 
Life Insurance: 
All Regular Full-time and Year-round Regular Part-
time employees will be eligible for $10,000 in life 
insurance with the Midwest GTL plan through 
Colonial Life. 
 
South Dakota Retirement System: 

For eligible employees (those who work 20 or more 

hours per week for more than 6 months) participation 

in the South Dakota Retirement System is 

mandatory. A deduction is made for the employee’s 

share. 

Flexible Spending Accounts (Cafeteria Plan): 

Participation in the FSA benefits is an option for all 

eligible employees. Plans offered are dependent 

care, unreimbursed medical expenses, and insurance 

premium conversion. 

SD Supplement Retirement Plan: 

Participation in the Supplement Retirement Plan is 

an option for all regular part time and full-time 

employees. 

Benefits-eligible Employees are allowed to make 
changes to their benefit plans during annual 
enrollment each fall. Employees can add 
dependents, remove dependents, enroll or terminate 
their coverage. Changes go into effect January 1 of 
the following year. The only exception is a qualifying 
event described below. 
 

You can change your coverage during the year if you 
have a qualifying life event. The changes you may 
make depend on the type of qualifying life event that 
occurs. A qualifying life event can be: 
 

• Marriage, divorce, legal separation 

• Birth of a child, adoption, placement 
for adoption and foster placement 

• Loss of other coverage 

• New eligibility for other coverage 

• Status change - if you are 
transferring into a benefits-eligible 
position, benefits will be   

        effective first of the month following 
the effective date of the status 
change. 

 

SAME-SEX MARRIAGES, CIVIL UNIONS 

AND DOMESTIC PARTNERSHIPS 
 

The City complies with all applicable federal and state 
laws regarding the provision of benefits to same-sex 
spouses, domestic partners and couples in a civil 
union.  
 

Employees should contact the City Administrator if 
they have any questions regarding benefits eligibility 
for themselves or their spouse, domestic partner or 
civil union partner. 
 

CONTINUATION OF HEALTH & DENTAL 

COVERAGE 
 

The Federal Consolidated Budget Reconciliation Act 
(COBRA) gives Employees and their qualified 
beneficiaries the opportunity to continue health 
insurance coverage under the City’s health plan when 
a “qualifying event” would normally result in the loss 
of eligibility. 
 

Some common qualifying events are resignation, 
termination of employment, or death of a Employee; 
a reduction in an Employee’s hours; or leave of 
absence, divorce or legal separation; and a 
dependent child no longer meeting eligibility 
requirements. 
 

Under COBRA, the Employee or beneficiary pays the 
full cost of coverage at the City’s group rates plus an 
administration fee.  The health insurance carrier 
provides each eligible Employee with a written notice 
describing rights granted under COBRA when the 
Employee becomes eligible for coverage under the 
City’s health insurance plan.  The notice contains 
important information about the Employee's rights 
and obligations. 
 

WORKERS’ COMPENSATION 
 

Employees are protected under the South Dakota 
workers’ compensation law against loss of income 
that occurs during work activities due to injury or 
death. the City pays the entire cost of the Workers’ 
Compensation insurance premium. Employees must 
report all job-related accidents, injuries and illnesses 
immediately after experiencing symptoms. The 
Worker’s Compensation carrier will determine the 
benefits for which the Employee is eligible.   
 

• REPORTING – Employees who are injured 
on the job, must report the injury immediately 
to the manager or the City Administrator 
office, regardless of whether the injury is 
minor or of no apparent significance.  

 

• FIRST REPORT OF INJURY - A First Report 
of Injury Form must be completed and 
submitted by the manager or a member of the 
City Administrator staff within 24 hours to 
ensure documentation and to expedite 
processing the claim.  

 



19 

 

Employees are covered from their first day of 
employment for all injuries arising during the course 
of their employment. 
 
 

VACATION, SICK & HOLIDAYS 

 
Paid vacation leave will be granted to all qualified 

employees.  Regular full-time employees receive 

one week of vacation during the first full year of 

employment, two weeks of vacation per year for the 

second, third and fourth full years of employment, 

three weeks of vacation per year for the fifth through 

ninth full years of employment, four weeks of 

vacation per year for the tenth through nineteenth 

full years of   employment, five weeks of vacation 

per year for the twentieth full year of employment 

and thereafter. Year-round regular part-time 

employees shall receive the same vacation time 

benefits per years of service prorated to hours 

worked.  Said vacation shall be credited on January 

1st of each year and in the event of termination of 

employment, any unearned vacation time is to be 

paid back to the municipality.   

Vacation leave will accrue at a rate according to the 

following schedule: 

0-1 years - 5 days 

2-4 years - 10 days 

5-9 years - 15 days 

10-19 years - 20 days 

>20 years -25 days 

The City Council may increase vacation leave for an 
employee at their discretion any time after an 
employee’s six-month probation period. 

Employees on a leave of absence without pay or who 

have been suspended without pay   do not accrue 

vacation leave benefits. Employees-in-training 

accrue vacation leave but may not take such leave 

until they have successfully completed such training 

period and have completed 6 months of employment. 

A maximum of 40 vacation hours may be carried over 

each year. Upon separation from employment, an 

employee will be paid for any accumulated vacation 

time.  Reimbursement for vacation leave will be at the 

employee’s salary rate per their last day of 

employment. 

When an employee's vacation time falls on a holiday, 

such time is not to be subtracted from an employee's 

vacation leave balance. Vacation leave must be 

scheduled with the employee's immediate supervisor 

at the earliest possible time prior to the use of such 

leave.  The municipality reserves the right, at the 

supervisor’s discretion, to deny vacation leave within 

reason, for the purpose of maintaining the work force 

during heavy scheduled work periods. 

Salaried employees taking vacation leave will be paid 

their regular their regular salary amount.  If a salary 

employee does not work at least 40 hours in any 

given week, they will be required to utilize vacation 

leave during that week if the absence is not relate to 

sick leave. 

SICK LEAVE 
 

Employees who are eligible for full benefits shall 

accrue sick leave at a rate of eight    hours of sick 

leave per month.  Employees on a leave of absence 

without pay or who    have been suspended without 

pay who are absent do not accrue sick leave benefits. 

Sick leave benefits not used during the calendar year 

in which they are earned may be carried over and 

used during the succeeding calendar year.  There is 

a 480-hour limit to the number of sick leave hours 

employees may accumulate.  Sick leave benefits 

shall be paid at the employee's regular rate of pay at 

the time the leave is taken. The minimum amount of 

sick leave that may be used is one hour per leave 

period. 
 

Sick leave may be taken for doctor or dental 

appointments for yourself for family members, for 

personal illness or illness of family members.  Family 

members are defined as parents, children, spouse, or 

dependent residing in the employee's home. The City 

Council may grant at their sole discretion the use of 

sick leave time by a city employee for the illness of 

non-family members for up to 10 working days per 

each request. An employee that is absent from work 

due to illness or disability shall notify his/her 

immediate supervisor before scheduled to work, or as 

soon as possible if an emergency situation exists, 

and indicate the nature of the illness or disability and 

the expected length of absence. 
 

After three days of continuous sick leave, medical 

doctor approval may be necessary to prove that a 

legitimate illness exists. However, the immediate 

supervisor may request a physician's statement 

concerning such absence at any time. 
 

It is the policy of the municipality that any sick leave 

hours accumulated over 480 hours shall be paid out 

at 1/2 the employee's current rate of pay with the 

payment made during the last payroll pay period of 

the year. It is the policy of the municipality that upon 

separation the employee shall be eligible for the 

payment of accrued sick leave and such accrued sick 
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leave shall be paid at 1/2 the employee's current rate 

of pay upon separation from municipal service. 
 

Salaried employees taking sick leave will be paid their 

regular salary amount. If a salary employee does not 

work at least 40 hours in any given week, they will be 

required to utilize sick leave during that week if the 

absence is related to sick leave.   

 

Transfer of Sick Leave to another Employee 
 

If an employee has exhausted his/her sick and 

vacation leave due to an extended illness, other 

employees may donate sick or vacation leave to the 

employee to use as sick leave with the approval of 

the City Administrator. The transfer of hours may only 

occur after the employee has used all of his or her 

own sick and vacation hours. The donation of hours 

will be hour for hour regardless of the pay rate of the 

employee involved in the donation.  The minimum 

transfer is 8 hours of sick time, vacation time or   a 

combination of sick and vacation time totaling 8 

hours. 
 

Extended Leave for Illness or Temporary 
Disability 
 

Employees may request approval to use 

accumulated sick leave and vacation leave for the 

purpose of paid release time to recover from an 

extended illness or temporary disability. For 

extended periods of illness or temporary disability, 

a medical doctor's certification of illness shall be 

required. 
 

HOLIDAY PAY 
 

The City recognizes and observes the following as 

paid holiday for eligible employees: 

• New Year’s Day, January 1 

• Martin Luther King Jr. Day, 3rd 
Monday in January  

• Presidents' Day, 3rd Monday in 

February  

• Memorial Day, last Monday in May  

• Independence Day, July 4 

• Labor Day, 1st Monday in September 

• Native Americans' Day, 2nd Monday 

in October 

• Veterans’ Day, November 11 

• Thanksgiving Day, 4th Thursday in 
November 

• Day after Thanksgiving Day 

• Christmas Eve, December 24  

• Christmas Day, December 25 

When a holiday falls on a Saturday, the preceding 

Friday is observed as the paid holiday for eligible 

City employees. If a holiday falls on a Sunday, it is 

observed on the following Monday. If Christmas 

Eve falls on a Sunday, it will be observed on the 

preceding Friday.  Employees ineligible for paid 

holiday will be granted a day off without pay in 

observance of a holiday. 

Work on a Holiday 

An employee required to work on a paid holiday, 

actual or observed, by the municipality will receive 

one and one-half (150%) time for those hours 

worked. 

Paid Holiday on Regular Day Off 

If a paid holiday recognized by the municipality 

falls on an employee's regularly scheduled day 

off, the employee will be granted another day 

within the same week off. 

BEREAVEMENT LEAVE 
 

Death in the immediate family. (Immediate family is 

defined as an employee's spouse, parents, children, 

step-children, brothers, sisters, step­brothers, step-

sisters, grandparents and grandchildren. The term 

also includes a spouse's equivalent of the above.) 

Employee will be paid for three days at 8 hours of 

straight pay that will not count towards hours of worked 

for overtime. 

 

FAMILY & MEDICAL LEAVE (FMLA) 

 
The City complies with the Family Medical Leave Act 

("FMLA"), which is unpaid leave. Any FMLA leave 

shall, however, run concurrent with any paid or other 

unpaid leave   time, meaning you must first use any 

available paid leave for any FMLA leave and unpaid 

leave runs concurrent with FMLA leave. 

Eligibility  
 

To be eligible for leave under this policy, an 

Employee must have: (1) been employed by the City 

for at least 12 months before commencement of the 

leave; (2) worked for the City at least 1250 hours 

during the 12-month period preceding the leave; and 

(3) work at or report to a site at which the City has 50 

or more Employees within a 75-mile radius. 
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Qualifying Reasons  
 

FMLA leave may be taken for the following reasons: 
 

• The birth of a child and to care for a newborn 
child of the Employee; 

• The placement of a child for adoption or foster 
care with a Employee; 

• Care for the Employee’s child, spouse, or 
parent who has a serious health condition;  

• A serious health condition that renders a 
Employee unable to perform the functions of 
his or her job; 

• Care for a covered service member with a 
serious injury or illness (“military caregiver 
leaves”); or 

• A qualifying exigency (circumstance) which 
occurs while the Employee’s spouse, child, or 
parent is a member of the Armed Forces 
Reserve or National Guard on active duty or 
has been notified of an impending call or 
order to active duty in support of a 
contingency operation. 

 

FMLA leave forms are available from the City 

Administrator and FMLA must be authorized by the 

City Administrator. During an approved FMLA leave, 

the City will maintain your health and other benefits 

as if you continued to be actively employed. However, 

you must continue to pay your portion, if any, of the 

group health plan premiums or your benefits may be 

cancelled. If you are requesting leave for a serious 

health condition, whenever possible the medical   

certification from your healthcare provider should be 

supplied before leave begins. The City, at no expense 

to you, may require examination(s) and/or information 

from your provider as set forth under the FMLA. 

 Paid Time Off for FMLA Leave 

 Any employee utilizing FMLA leave, may be granted 

10 days of paid time off at    50% of their current wage 

provided that all other paid leave (sick and vacation) 

be used before the extra 10 days at 50% of current 

wages is paid out and that all paid leave will  run 

concurrent with FMLA leave and be considered part 

of their 12 weeks allowed  through FMLA. 

 

PERSONAL LEAVE 
 

Employees may request leave without pay in 

extenuating circumstances. Such leave is at the 

sole discretion of the City Administrator with the City 

Council approval. It is the policy of the municipality 

that in circumstances such as these, vacation leave 

will be used in full before such leave without pay is 

granted. No additional leave or other benefits shall 

accrue during such leaves without pay. 
 

The employee may continue his/her group 

insurance coverage by pre-paying the entire 

premium during the affected period the leave. 

Employees must arrange for such continuation of 

coverage with the municipality prior to the 

commencement of the extended leave without pay. 

 
 

JURY DUTY / WITNESS LEAVE 
 

Municipal employees will be granted leave with pay 

for jury duty or if they are subpoenaed to testify in 

court in a matter in which they are not a party.  

During such periods of absence, regular full-time 

or part-time employees will receive their regular 

rate of pay. Compensation received by an 

employee for service on a jury shall be paid to the 

City of Hartford, the exception being mileage, 

which shall be retained by the employee. 

 

Employees who are absent from work due to jury 

duty will not be dismissed or   suspended from 

employment; and shall retain and be entitled to the 

same job status and pay as he/she had prior to 

performing jury duty. Persons who are to be absent 

due to jury duty must notify his/her immediate 

supervisor in advance.  If no prior notification is   

given the employee may be subject to disciplinary 

procedures. Vacation and sick leave benefits shall 

accrue at the normal rate for eligible employees 

during jury duty. Municipal employees involved in 

private litigation are required to use vacation leave. 

 
 

MILITARY LEAVE / MILITARY  

TRAINING LEAVE 
 

Requests for Military Leave of Absence 

An employee who wishes to be granted military leave 

of absence must submit the request and a copy of 

his/her official orders or other records from the 

military service to this/her immediate supervisor prior 

to the dates of attendance.  If the reservist or National 

Guard member submits a cop of his/her official 

annual training schedule prior to beginning of the 

year’s military activities, the employee need only 

submit separate requests and orders for those 

training duties not included on the annual schedule, 

or when the annual schedule is modified.   
 

Active Duty 

An employee who voluntarily enlists during peace 

time or is called into Active Duty for the military 

service of the United States or who, in time of national 
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emergency, voluntarily enlist for active duty in the 

military service of the United State, shall be granted 

military leave for the time necessary to permit 

completion of the military service. 

 

In order to have re-employment rights, a person 

leaving active duty in the military service of the United 

States must apply to the municipality for re-

employment within 90 days after his/her separation 

from active duty, or within 90 days after his/her 

release from hospitalization continuing after such 

separation for not more than one year.  This applies 

performing full active duty, as opposed to initial duty 

for training, or active or inactive duty training, or other 

active duty where different re-employment rights are 

defined by Federal Statue. 
  

Reserve or National Guard Training Leave 

An employee who enlists as reservist or a member of 

the National Guard shall be granted time off without 

pay for initial active-duty training, annual training 

encampment, weekend training drills, and other 

active and inactive training duty.  The reservist or 

National Guard member must report back to his 

civilian job at the beginning of his first regularly 

scheduled shift on the first day after the completion of 

initial active duty for training or other training duty plus 

the necessary travel time to return from the training 

site to the place of employment.  He/She is also 

entitled to a reasonable rest time, and a reasonable 

time thereafter if returned is delayed by factors 

beyond his/her control.  If an employee fails to report 

to his/her job within this specified time period, he/she 

may be subject to the penalties which would be 

imposed on any employee who is tardy or absent 

without permission. 
 

Federal Statute 

An employee who participates in any branch of the 

Military Service of the United States is covered by 

and subject to Federal Statue, US Code Title 38, 

Chapter 43, and all other applicable statues. 
 

TIME OFF TO VOTE 
 

Municipal employees whose work schedule does not 

enable them time to vote during the time the polls are 

open shall be allowed up to 1/2 hour to vote.  Such 

time shall be treated as regular work time for the 

purposes of pay and accrual of leaves. 

 

 

 

 

BREAK TIME FOR NURSING MOTHERS 
 

The City will provide a reasonable amount of break 
time to accommodate Employees desiring to express 
breast milk for their infant child, in accordance with 
and to the extent required by applicable law.  
 

The break time, if possible, must run concurrently 
with rest and meal periods already provided. If the 
break time cannot run concurrently with rest and meal 
periods already provided, the break time will be 
unpaid, subject to applicable law. the City will make 
reasonable efforts to provide Employees with the use 
of a room or location other than a bathroom stall to 
express milk in private. This location may be the 
Employee's private office, if applicable.  
 

The City may not be able to provide additional break 
time if doing so would seriously disrupt the City's 
operations, subject to applicable law. Please consult 
your supervisor or the City Administrator with 
questions regarding this policy.  
 

Employees should advise management if they need 
break time and an area for this purpose. Employees 
will not be discriminated against or retaliated against 
for exercising their rights under this policy. 
 
 

LONGEVITY PAY 

Longevity pay will be paid out to all year-round 

employees at the end of each calendar year at a rate 

of $10.00 (post tax) per each year of service.  
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SECTION VI:  HEALTH, SAFETY  

& SECURITY 

 
Employees are expected to obey safety rules and 
exercise caution and common sense in all work 
activities.  Employees should report any unsafe 
conditions to their manager.  Employees who violate 
safety standards, cause hazardous or dangerous 
situations, or fail to report, or where appropriate, 
remedy such situations, may be subject to 
disciplinary action including termination of 
employment.  In the case of an accident that results 
in injury, regardless of how insignificant the injury 
may appear, Employees should notify their manager 
within twenty-four (24) hours. 
 

SAFETY & ACCIDENT RULES 
 

The health and safety of Employees and others on 
the City property is of critical concern to the City. the 
City intends to comply with all health and safety laws 
applicable to our business. To this end, we must rely 
upon Employees to ensure that work areas are kept 
safe and free of hazardous conditions. Employees 
are required to be conscientious about workplace 
safety, including proper operating methods, and 
recognize dangerous conditions or hazards. 
 

Any unsafe conditions or potential hazards should be 
reported to management immediately, even if the 
problem appears to be corrected. Any suspicion of a 
concealed danger present on the City's premises, or 
in a facility, piece of equipment, process or business 
practice for which the City is responsible should be 
brought to the attention of management immediately.  
 

Periodically, the City may issue rules and guidelines 
governing workplace safety and health. the City may 
also issue rules and guidelines regarding the 
handling and disposal of hazardous substances and 
waste. All Employees should familiarize themselves 
with these rules and guidelines, as strict compliance 
will be expected. Any workplace injury, accident, or 
illness must be reported to the Employee's supervisor 
as soon as possible, regardless of the severity of the 
injury or accident. 
 

OCCUPATIONAL HEALTH & SAFETY 
 

The City will, as far as practicable, provide a safe 
work environment for the health, safety and welfare 
of our Employees, vendors, visitors and members of 
the public who may be affected by our work. 
 

To do this, the City will: 

• Develop and maintain safe systems of work, 
and a safe working environment 

• Consult with Employees and health and 
safety reps on safety 

• Provide protective clothing and equipment, 
and enforce its use 

• Provide information and training for 
Employees  

• Assess all risks before work starts on new 
areas of operation, for example, buying new 
equipment and setting up new work 
methods, and regularly review these risks 

• Remove unacceptable risks to safety 

• Provide Employees and vendors with adequate 
facilities (such as clean, cool and clean drinking 
water, and hygienic eating areas) 
 

The City demands a positive, proactive attitude 
and performance with respect to protecting health, 
safety and the environment by all Employees, 
irrespective of their position.  CO 
DES 

DRUG FREE WORKPLACE 
 

The City has a strong commitment to its employees 

to provide a safe, healthful, and productive work 

environment and to promote high standards of 

employee health, and the City strives to establish and 

maintain a work environment that is free from the 

effects of alcohol and drug abuse. The City complies 

with the Drug-Free Workplace Act of 1988.  The 

unlawful possession, use, distribution, dispensation, 

sale or manufacture of controlled substances 

including alcohol is prohibited while employees are 

on the City's property and while conducting business-

related activities off the City's premises.  The legal 

use of prescribed drugs is permitted on the job only if 

it does not impair an employee's ability to perform the 

essential functions of the job effectively and in a safe 

manner that does not endanger other individuals in 

the workplace. Any employee found    to be in 

violation of this policy or any of the provisions set forth 

in the plan below will be subject to discipline up to and 

including termination of employment.  Under the 

direction of the employee’s Supervisor, the City may 

conduct drug and alcohol testing of employees where 

reasonable suspicion exists to suggest the employee 

is under the influence of drugs or alcohol or where 

there has been an accident-causing personal injury 

or property damage.  While performing any duties for 

the municipality, no employee can be over the legal 

blood alcohol limit of .04%. 
 

Drug and Alcohol Abuse Policies 

Following are the policies of the municipality 

regarding drug and alcohol abuse: 

• The unlawful manufacture, distribution, 

dispensing, possession or use of 

controlled drugs or substances, or the 

use of alcohol while on duty, on or off 



24 

 

business property owned or leased by 

the municipality is proper cause for 

disciplinary action. 

• Any illegal controlled drug or substance 

possessed while on duty by employees 

will be turned over to the appropriate 

criminal justice agencies and may result 

in criminal prosecution. This does not 

apply to public safety officers who are in 

possession of an illegal controlled drug or 

substance while acting in the line of duty. 

• It is not permitted for an employee to be 

under the influence of controlled drugs 

or substances or alcohol on the job, 

except as provided for in item four (4). 

• The legal use of controlled drugs or 

substances prescribed by a licensed 

physician is not prohibited, but 

employees in positions where side 

effects of the prescribed medication 

could affect performance and safety on 

the job are required to make such use 

known to their supervisor. 

• The illegal use, sale, and possession of 

controlled drugs or substances while off 

duty and off municipal premises which 

result in a criminal conviction is 

unacceptable. Off-duty, alcohol-related, 

criminal convictions are also 

unacceptable. This may affect the job 

performance and the confidence of the 

public in the municipality’s ability to meet 

its responsibilities. 

 

 

DRUG & ALCOHOL TESTING 
 

The City of Hartford maintains a zero-tolerance 

policy for drugs and alcohol during business hours. 
 

All city employees will be subject to random drug 

testing and will be placed in the Sanford Health 

random drug testing pool. The City of Hartford will 

request the employee undergo drug testing for: 

Post Offer-Pre-Employment purposes. The City of 

Hartford will request the employee undergo drug 

and alcohol testing during the following events:  

Post Accident – except in cases of a “no fault” 

accident or Random and if there is a "reasonable 

suspicion" that the employee is under the influence 

of drugs or alcohol during work hours. 

"Reasonable suspicion" means an articulable 

belief based on specific facts and reasonable 

inferences drawn from those facts that an 

employee is under the influence of drugs or   

alcohol. 
 

Circumstances which constitute a basis for 

determining reasonable suspicion may include, but 

are not limited to: 

• A pattern of abnormal or erratic 

behavior which is so unusual that it 

warrants summoning a supervisor for 

assistance. 

• Information provided by a reliable and 

credible source with personal 

knowledge. 

• Direct observation of drug or alcohol 

use. 

• Presence of the physical symptoms of 

drug or alcohol use; (i.e. glossy or 

blood­ shot eyes, alcohol odor on 

breath, slurred speech, poor 

coordination and/or reflexes. 

• Possession of substances in violation 

of the municipality's drug and alcohol 

policy. The employee, where 

"reasonable suspicion" exists, may be 

asked to submit to blood and urine 

testing by a qualified medical 

physician or hospital at the 

municipality’s expense. Prior to 

testing, the proper authority shall 

secure a signed release statement 

from the employee to have the 

hospital/physician release medical 

information to the municipality. 

 

The person making the personal observation is 

required to detail in writing the specific facts, 

symptoms, or observations which led to the 

reasonable suspicion. This documentation shall be 

given to the City Administrator and placed in the 

employee's personnel file only if confirmed by the 

drug and/or alcohol test. 
 

All information from an employee's drug and/or 

alcohol test is confidential, and only those with a 

need to know are to be informed of the results. 

Disclosure of test results to any other person, 

agency or organization is prohibited unless written 

authorization is obtained from the employee. 
 

Drugs to be Tested For: 
 

The following drug groups were selected based on 

the ability of each drug to adversely affect physical 
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or mental performance. All are controlled 

substances under state and federal law. 

• Alcohol, ethyl 
Amphetamines/Methamphetamines; 
i.e., speed 
Barbiturates; i.e., to include but not 
limited to amobarbital, butobarbital, 
phenobarbital, secobarbital 

• Cocaine, Cocaine Metabolites 

• Benzodiazepines 

• Opiates; i.e., to include but not limited 
to codeine, heroin, morphine,  
hydromorphone, hydrocodone 

• Phencyclidine (PCP) 

• THC (Marijuana) Metabolite 
 

Employee Responsibilities 
 

An employee must not report to work while his/her 

ability to perform his/her job duties is impaired due 

to on or off duty alcohol or drug use. Employees 

called in for emergency duty to work outside their 

regular work schedule must not report to work 

impaired by off-duty alcohol or drug use. 
 

An employee must not possess or use alcohol or 

illegal drugs or prescription drugs without a 

prescription during working hours or while on duty, 

on breaks, or during meal periods. 
 

An employee must notify his/her supervisor, before 

beginning work, when taking any medication or 

drugs, prescription or non-prescription, which may 

interfere with the safe and effective performance of 

duties or operation of municipal equipment. 
 

An employee must notify his/her immediate 

supervisor of any drug or alcohol related criminal 

statute conviction for a violation occurring in the 

work place no later than five (5) days after such 

conviction. Any violations of the above stated may 

result in immediate disciplinary action. 
 

Management Responsibilities and Guidelines 
 

Supervisors shall not physically search the 

persons of employees nor shall they search the 

personal possessions of employees without the 

freely given consent of the employee and in the 

presence of the employee. 
 

Any supervisor encountering an employee who 

refuses to consent to a drug and/or alcohol 

analysis when "reasonable suspicion" has been 

identified shall remind the employee of the 

requirements of the policy. Where there is 

reasonable suspicion that the employee is under 

the influence of alcohol or drugs, the manager or 

supervisor shall   direct the employee not to work 

and they will be transported home by someone 

with the municipality.   
 

SMOKE FREE ENVIRONMENT 
 

Smoking, including the use of e-cigarettes, is 
prohibited in the City buildings and vehicles.  
 

Employees may have sensitivities and medical 
conditions that are aggravated by exposure to smoke, 
and it's important for us to create a comfortable and 
healthy work environment for everyone.  Employees 
who smoke and are returning to the workplace must 
ensure that they do not have a strong smoke odor on 
their clothing. This will help us maintain a considerate 
and inclusive atmosphere for all our employees. 
 
 

WORK-RELATED INJURIES & ILLNESS 
 
An Employee who sustains a work-
related injury or illness should inform his or her 
supervisor immediately. No matter how minor an on-
the-job injury may appear, it is important that it be 
reported immediately. 
 

Employees who sustain work-related injuries may 
receive workers' compensation benefits outlined in 
the City's Workers' Compensation Insurance policy.  
 

Employees who need to take time off from work due 
to a workers' compensation illness or injury may also 
be eligible for a leave of absence under the City’s 
leaves of absence or reasonable accommodation 
policies.  
 

Employees should contact the City Administrator for 
additional information. 
 

DRIVING FOR COMPANY BUSINESS 
 

The City provides company-owned vehicles for 
approved selected Employees to drive on company-
designated business.  
 

All Employees are expected to comply with all local, 
state, and federal laws while 
operating company vehicles and other equipment 
or driving a personal vehicle for business purposes.  
 

The City may discipline Employees who engage in 
unlawful conduct. For example, Employees who are 
assigned to drive a company-owned vehicle or 
otherwise required to drive as part of their job duties 
are required to have and maintain a valid driver's 
license, wear seat belts, and travel at a safe speed. 
The improper, careless, negligent, destructive, or 
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unsafe use or operation of equipment or vehicles, as 
well as excessive traffic and parking violations, may 
result in disciplinary action, up to and including 
termination of employment.  
 

Employees will be responsible for all liabilities, fines, 
etc. that result from such traffic and parking 
violations, to the extent permissible under the law. 
 

Employees are to use their company-owned vehicle 
for work-related purposes only, but may run 
incidental, personal errands during their commute to 
and from work or during their meal break. This 
commuting and meal break time is the Employee's 
time. Employees are not allowed to 
use company vehicles outside of normal work hours 
unless specifically authorized by senior 
management. 
 

Any accidents in company vehicles or 
while driving on company business, regardless of 
severity, must be reported immediately to the police 
and to the City Administrator. Failing to stop after an 
accident and/or failure to report an accident may 
result in disciplinary action up to and including 
termination of employment. 
 

Drivers are responsible for the security 
of company vehicles assigned to them. The vehicle 
engine must be shut off, ignition keys removed, and 
vehicle doors locked whenever the vehicle is left 
unattended. 
 

SAFETY WHILE DRIVING CITY 

VEHICLES 
 

Employees whose job responsibilities include regular 
or occasional are expected to put safety first. 
Therefore, personal and company-supplied cell 
phones are not to be used while driving. 
 

If an Employee receives a call on a cell phone while 
driving, he or she must pull over safely, park, and then 
either answer the phone or return the call.  
 
Furthermore, if an Employee needs to make a call, he 
or she must also pull over safely, park and then place 
the call. Employees also may not send or review text 
messages while driving as part of their job 
responsibilities. 
 

The purpose of this policy is to ensure the safety of 
Employees, other motorists and company property.  
 

Employees who are charged with traffic violations, or 
cause accidents or injuries, resulting from their use of 
personal or company-issued cell phones or 
smartphones while driving will be solely responsible 
for all liabilities, fines, etc., that result, to the extent 
permissible under the law. 
 

Employees whose job responsibilities do not 
specifically include driving as an essential function, 

but who are issued a company-provided cellular 
telephone for business use or who use their personal 
cellular telephone for business use, are also 
expected to abide by the provisions of this policy. 
 

Seat Belt Policy 
 

The municipality of Hartford is committed to doing 

everything possible to prevent injury to employees, 

prevent damage to property and to protect employees 

and the public from the results of accidents. The 

municipality realizes that safety belts are an important 

and efficient means to accomplish this goal.  Thus, it 

is the policy that all municipal employees and their 

passengers shall be required to use seat belts when 

driving any city owned or leased vehicle (if equipped 

with seat belts) or while driving their personal vehicle 

on official municipal business. Failure to comply with 

this policy may result in disciplinary action. 
 

WORKPLACE VIOLENCE 

& BULLYING 
 

The City is strongly committed to providing a safe 
workplace. The purpose of this policy is to minimize 
the risk of personal injury to Employees and damage 
to the City and personal property. The City does not 
expect Employees to become experts in psychology 
or to physically subdue a threatening or violent 
individual. Indeed, the City specifically discourages 
Employees from engaging in any physical 
confrontation with a violent or potentially violent 
individual. However, the City does expect and 
encourage Employees to exercise reasonable 
judgment in identifying potentially dangerous 
situations. 
 

Experts in the mental health profession state that 
prior to engaging in acts of violence, troubled 
individuals often exhibit one or more of the following 
behaviors or signs:  
 

• Over-resentment, anger and hostility 

• Extreme agitation 

• Making ominous threats such as bad things 
will happen to a particular person, or a 
catastrophic event will occur  

• Sudden and significant decline in work 
performance 

• Irresponsible, irrational, intimidating, 
aggressive or otherwise inappropriate 
behavior 

• Reacting to questions with an antagonistic or 
overtly negative attitude  

• Discussing weapons and their use, and/or 
brandishing weapons in the workplace  

• Overreacting or reacting harshly to changes 
in the City policies and procedure; 
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• Personality conflicts with co-workers; 
obsession or preoccupation with a co-worker 
or supervisor 

• Attempts to sabotage the work or equipment 
of a co-worker; blaming others for mistakes 
and circumstances 

• Demonstrating a propensity to behave and 
react irrationally. 
 

Prohibited conduct threats, threatening language or 
any other acts of aggression or violence made toward 
or by any the City Employee WILL NOT BE 
TOLERATED.  
 

For purposes of this policy, a threat includes any 
verbal or physical harassment or abuse, any attempt 
at intimidating or instilling fear in others, menacing 
gestures, flashing of weapons, stalking or any other 
hostile, aggressive, injurious or destructive action 
undertaken for the purpose of domination or 
intimidation.  
 

To the extent permitted by law, Employees and 
visitors are prohibited from carrying weapons onto the 
City premises. All potentially dangerous situations, 
including threats by co-workers, should be reported 
immediately to any member of management with 
whom the Employee feels comfortable. 
 

Reports of threats may be maintained confidential to 
the extent maintaining confidentiality does not 
impede the City's ability to investigate and respond to 
the complaints. All threats will be promptly 
investigated.  
 
All Employees must cooperate with all investigations. 
No Employee will be subjected to retaliation, 
intimidation or disciplinary action as a result of 
reporting a threat in good faith under this policy.  
 

If the City determines, after an appropriate good faith 
investigation, that someone has violated this policy, 
the City will take swift and appropriate corrective 
action. If the Employee is the recipient of a threat 
made by an outside party, that Employee should 
follow the steps detailed in this section. It is important 
for the City to be aware of any potential danger in its 
offices. Indeed, the City wants to take effective 
measures to protect everyone from the threat of a 
violent act by Employees or by anyone else. 
 

The City is committed to a work environment in which 
all individuals are treated with respect and dignity and 
are free from all forms of abusive conduct. Abusive 
conduct, or “bullying,” is conduct of an employer or 
Employee in the workplace, with malice, that a 
reasonable person would find hostile, offensive, and 
unrelated to an employer’s legitimate business 
interests. It includes unwelcome or unacceptable 
behavior including repeated infliction of verbal abuse, 
such as derogatory remarks, insults, epithets, verbal 
or physical conduct that a reasonable person would 
find threatening, intimidating, or humiliating, or the 

gratuitous sabotage or undermining of a person’s 
work performance and may be directed at an 
individual or a group.  
 

Bullying behavior is often persistent and part of a 
pattern, but it can also occur as a single incident if it 
is especially severe and egregious. It is usually 
carried out by an individual but can also be an aspect 
of group behavior. Some examples of bullying 
behavior are:  
 

• Excessive supervision 

• Belittling or disregarding opinions or 
suggestions 

• Manipulating the ability of someone to do 
their work (e.g., overloading, underloading, 
withholding information, setting meaningless 
tasks, setting deadlines that cannot be met, 
giving deliberately ambiguous instructions) 

• Unfairly blaming for mistakes 

• Trivializing of work and achievements 

• Abusive and offensive language 

• Insults 

• Teasing 

• Public humiliation in any form 

• Spreading rumor and innuendo 

• Unreasonable criticism 

• Isolating people from normal work interaction 

• Deliberate exclusion 

• Practical jokes 

• Name calling 

• Threats of physical harm or other type of 
retribution 

 

Bullying may be intentional or unintentional. 
However, it must be noted that where an allegation of 
bullying is made, the intent of the alleged bully is 
irrelevant, and will not be given consideration when 
disciplining a Employee. It is the effect of the behavior 
upon the individual which is important.  
 

We encourage all Employees to report any instance 
of bullying behavior. Reported or suspected 
occurrences of bullying will be promptly and 
thoroughly investigated. Following an investigation, 
the City will promptly take any necessary and 
appropriate disciplinary action. the City will not permit 
or condone any acts of retaliation against anyone 
who files or cooperates in the investigation of bullying 
complaints.  
 
To report workplace bullying, discussing the problem 
with your immediate supervisor is encouraged as a 
first step. If, however, you do not believe a discussion 
with your supervisor is appropriate or your problem is 
not resolved after discussion with your supervisor, 
you are encouraged to request a meeting with the 
City Administrator. 
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WEAPONS IN THE WORKPLACE 
 

The City strives to provide a safe and secure 
workplace for Employees, customers, customers and 
visitors. The company has zero tolerance for, and 
forbids the possession of any type of weapon, 
firearm, explosive and/or ammunition while on 
company property or conducting company business. 
 

For purposes of this policy, company property 
includes, but is not limited to, all company facilities, 
company-provided vehicles and equipment that are 
either leased or owned by the City. 
 

Unless governed by another policy, employees are 
subject to the following policy. Possession of firearms 
or other weapons may be cause for discipline, 
including, but not limited to, immediate termination of 
employment.  
 

In enforcing this policy, the City reserves the right to 
request inspections of any Employee and their 
personal effects while on company property, to the 
extent allowable under applicable law. Any Employee 
who refuses to allow an inspection will be subject to 
the same disciplinary action as having been found in 
possession of firearms or other weapons. 
 

In the event an Employee lawfully possesses a 
firearm, the Employee can store the firearm in the 
Employee’s personal vehicle while on company-
provided parking areas; however, the firearm must be 
stored in the Employee’s locked vehicle, or locked to 
the vehicle, and hidden from plain view. 
 

Employees share the responsibility of identifying 
violators of this policy. If you either witness or suspect 
another individual of violating this policy you should 
immediately report this information to your 
supervisor. 
 

INCLEMENT WEATHER &  

EMERGENCY CLOSINGS 
 

At times, emergencies such as severe weather, fires, 
or power failures can disrupt the City operations.  The 
decision to close the office will be made by the City 
Administrator.   When the decision is made to close 
the office, Employees will receive official notification 
via email or text message. 
 

EMERGENCY EVACUATIONS 
 

In the event of a fire or hazardous material 
emergency, all employees shall follow the city’s 
emergency evacuation plan.  The source of a 
potential fire or hazardous material emergency 
should not be investigated. Any Employee who 
suspects an emergency should report it immediately.  
 

All Employees and visitors are expected to evacuate 
the building by exiting in an orderly manner through 
the nearest exit. 
 

When exiting, Employees should not use elevators 
and should descend stairwells in an orderly manner.  
 

After exiting, Employees should report to the area 
away from the building exits designated as the 
meeting location. Once Employees arrive at the 
designated area, they should immediately report to 
their immediate supervisor and remain at that location 
until accounted for and authorized to leave. 
 

No reentry to the building will be permitted until an 
official all-clear notification is given. 
 

Employees should notify the City Administrator if they 
believe they might require an accommodation or 
assistance in order to comply with these procedures 
in the event of an emergency. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



29 

 

SECTION VII:  IT, INTERNET, 

EMAIL & SOCIAL MEDIA POLICIES 

 

ELECTRONIC COMMUNICATIONS 

POLICY 
 

A temporary or seasonal employee, as defined by the 

City of Hartford Employee Policy Manual, is an 

employee who is employed by the municipality to 

work for less than 20 hours per week (part time) or no 

more than 1040 hours per year. The term "cell 

phone/electronic device" shall include cell phones, 

smart phones, personal digital assistants or any other 

electronic communication device.  It is the policy of 

the municipality to enact a zero-tolerance stipulation 

on all personal cell phone/electronic device usage by 

temporary or seasonal employees during working 

hours for the municipality. The use of cell 

phones/electronic devices for personal calls or texting 

during working hours is strictly prohibited except for 

bona fide emergency situations or job-related 

activities by a supervisor. Temporary or seasonal 

employees, while on duty, must keep these devices 

stored in their personal bags, purses or vehicles. 

They can also be surrendered to their immediate 

supervisor for storage until their working hours are 

completed for the day.  
 

Temporary or seasonal employees may however; 

use cell phones/electronic devices for personal calls 

during break periods and/or lunch periods.  If a cell 

phone/electronic device is used during break of lunch 

periods, the length of the personal call shall not 

exceed the break or lunch time period. 

 
The City provides Employees with access to its 
computer system and networks including, email and 
internet, primarily for use in conducting the City's 
business. 
 

Implied Consent 
 
 By using the City's network and computer systems, 
Employees provide their consent to having activity 
and accounts accessed, monitored, reviewed, 
recorded and stored without notice. 
 

No Right to Privacy in Computers, Email and 
Internet  
 

Computers provided by the City and the City 
computer networks and systems are the property of 
the City. Employees should not assume emails are 
confidential even when a password is used to access 

the account or the term confidential appears in the 
subject line.  
 

The City may access the computer network and 
systems and review communications within the 
system in order to maintain the system, investigate 
possible misuse, assure compliance with software 
copyright laws, comply with legal and regulatory 
requests for information, and any other purpose 
deemed appropriate by the City. Employees should 
not expect the use of the electronic communications 
to be private.  
 

Employees will not be given notice when the City 
accesses electronic communications. the City will not 
monitor Employees for any unlawful purpose 
including monitoring, or giving the impression of 
monitoring, Employee union activity and protected 
concerted activity under Section 7 of the National 
Labor Relations Act (NLRA). 
 

 
 
Conduct  
 

All polices included in the Employee handbook 
regarding proper conduct for Employees, including 
the policies on discrimination, harassment and 
confidentiality, apply to the use of the City's email. 
 

Use of the Internet  
 

Depending on job responsibilities, Employees may 
have access to the internet. Every internet site visited 
is capable of determining the identity of the visitor. 
For this reason, Employees should exercise sound 
judgment and discretion when accessing the internet. 
 
Internet Use Primarily for Legitimate Business 
Purposes 
 

Employees use of email and the internet should be 
primarily limited to City business use during working 
time. However, the City does not prohibit Employees 
from using their work email system for non-business 
purposes during nonworking time. 
 

Tone and Content 
 

Employers should be thoughtful in all their 
communications and dealings with others on the 
telephone, email and social media. Employees 
should not harass, threaten, libel or defame fellow 
professionals, Employees, clients, competitors or 
anyone else. 
 

Downloading 
 

Computer viruses reside on the internet. Employees 
should not download program or executable (.exe) 
files without the prior approval of the IT site 
consultants.  
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Employees should not open email attachments from 
recipients they do not recognize, especially if the 
email has been forwarded numerous times. Even if 
the Employee knows the sender, they should not 
open any attachments that are not referred to in the 
content of the email or have strange names as it may 
have been transmitted inadvertently. 
 

Report Viruses 
 

If an Employee believes that their computer has been 
affected by a virus, the Employee should contact the 
IT site consultants. 
 

Password 
 

Employees should not share their computer 
passwords with anyone as this could allow non-
Employees to access the employer's sensitive 
information. As stated above, the City reserves the 
right to review the contents of employer-provided 
computers. Employees should not assume 
employers do not have a right to access password 
protected equipment or accounts. 
 

Storage Media 
 

The City's electronic communications are the 
property of the City. The City may store electronic 
communications for a period of time after the 
communication is created. Communications stored in 
the system may be deleted, printed or otherwise used 
for any purpose. Employees should delete emails on 
a regular basis.  
 

No Solicitation 
 

The City's electronic resources must not be used for 
solicitation purposes during work time. the City's no 
solicitation rule applies to the use of electronic 
resources. 
 

Harassment and Discrimination Prohibited 
 

The City's policy prohibiting all forms of harassment 
and discrimination applies fully to the use of the 
employer's network and computer systems including 
internet and email. Employees may not use electronic 
communications for inappropriate uses, including, but 
not limited to harassment, discrimination, or stalking, 
or in a manner that may be construed by others as 
harassment or discrimination based on race, national 
origin, sex, sexual preference, age, disability, 
religious beliefs or any other characteristic protected 
by federal, state or local law. 
 

Failure to Comply 
 

Failure to comply with all aspects of this policy may 
lead to disciplinary action up to and including 
termination. 
 
 
 

SOCIAL MEDIA 
 

the City respects the right of any Employee to 
maintain a blog or web page or to participate in a 
social networking, Twitter or similar site, including but 
not limited to Facebook and LinkedIn. However, to 
protect the City interests and ensure Employees 
focus on their job duties, Employees must adhere to 
the following rules:  
 

• Employees may not post on a blog or web 
page or participate on a social networking 
platform, such as Twitter or similar site, during 
work time or at any time with the City 
equipment or property. 

• All rules regarding confidential and proprietary 
business information apply in full to blogs, web 
pages and social networking platforms, such 
as Twitter, Facebook, LinkedIn or similar sites. 

• Any information that cannot be disclosed 
through a conversation, a note or an e-mail 
also cannot be disclosed in a blog, web page 
or social networking site. 

• Whether the Employees are posting 
something on their own blog, web page, social 
networking, Twitter or similar site or on 
someone else's, if the Employee mentions the 
City and also expresses either a political 
opinion or an opinion regarding the City's 
actions that could pose an actual or potential 
conflict of interest with the City, the poster 
must include a disclaimer. The poster should 
specifically state that the opinion expressed is 
his/her personal opinion and not the City's 
position. This is necessary to preserve the 
City's good will in the marketplace.  

• Any conduct that is impermissible under the 
law if expressed in any other form or forum is 
impermissible if expressed through a blog, 
web page, social networking, Twitter or similar 
site. For example, posted material that is 
discriminatory, obscene, defamatory, libelous 
or violent is forbidden.  

• the City policies apply equally to Employee 
social media usage. the City encourages all 
Employees to keep in mind the speed and 
manner in which information posted on a blog, 
web page, and/or social networking site is 
received and often misunderstood by readers.  

 

Employees must use their best judgment. 
Employees with any questions should review the 
guidelines above and/or consult with their 
manager. Failure to follow these guidelines may 
result in discipline, up to and including discharge. 
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SECTION VIII:  MISCELLANEOUS 

 

INTELLECTUAL PROPERTY  

& SECURITY 
 

All intellectual property developed by Employees 
during their employment with the City will remain the 
property of the City. 
  
Employees may be given access to confidential 
information, data, business property, keys to 
premises or any other business-related 
property/information in the performance of their 
duties. This must be protected and used only in the 
interests of the City. 
 

Employees must not: 
 

• Disclose or use any part of any confidential 
information outside of the performance of 
their duties and in the interests of the City 

• Authorize or be involved in the improper use 
or disclosure of confidential information 
during or after their employment without the 
City’s written consent, other than as required 
by law. 

• Confidential information includes any 
information in any form relating to the City 
and related bodies, customers or businesses, 
which is not in the public domain 

• Employees must act in good faith towards the 
City and must prevent (or if impractical, 
report) the unauthorized disclosure of any 
confidential information.  
 

Failure to comply with this policy may result in 
performance improvement proceedings including 
dismissal, and the City may also pursue monetary 
damages or other remedies. 
 

CONTACT WITH THE MEDIA 
 

All media relations by city employees on behalf of the 

City of Hartford, including potential liability incidents, 

are to be coordinated through the City Administrator’s 

Office. Any media inquiries received by city staff will 

be referred immediately to their immediate supervisor 

who, in turn, will immediately forward the contact to 

the City Administrator for response. Only authorized 

spokespersons are allowed to talk with the media on 

the City’s behalf. 
 

Authorized spokespersons include: The Mayor and 

the City Administrator. If the City Administrator, or the 

Mayor in the absence of the City Administrator, 

determines that the City's goal can best be achieved 

by having someone with more background or 

expertise speak for the City on a particular topic, he 

or she may designate one of the following to assist 

with or give the city's response: Public Works 

Superintendent, Finance Officer, Chamber and 

Economic Development Director, City Engineer, or 

City Attorney. 
 

To assure that the City's elected officials have 

accurate, complete and timely information to fulfill 

their responsibilities to represent the public in City 

affairs, they shall be immediately informed by 

telephone or email of the substance of every media 

inquiry and of the City’s official response. 
 

NO EXPECTATION OF PRIVACY 
 

The City wishes to maintain a work environment that 

is free of illegal drugs, alcohol, firearms, explosives or 

other improper materials. To this end, the City 

prohibits the control, possession, transfer, sale or use 

of such materials on its premises to the extent 

permitted by applicable law. We require the 

cooperation of all Employees in administering this 

policy. 

 
No employee shall have any expectation of privacy 

regarding any personal information, documents, 

materials, or other personal items kept in any city-

provided locker, vehicle, desk, file, computer, 

electronic device, cellular telephone or elsewhere in 

city-owned property. The Employer shall have the 

right to search and review any files, emails, web sites, 

etc., maintained or accessed by the employee on any 

computer or electronic device provided by the city for 

the employee's use. All messages, data files, 

documents and programs stored in or transmitted via 

a city-owned computer, cell phone or electronic 

device are and remain the property of the City of 

Hartford and are not the private property of the 

employee. The Employer shall have complete access 

to any telephone records, cellular telephone logs, or 

other information maintained on any city-provided 

phone. Any city-provided locker, desk, file, computer, 

cellular telephone, electronic device, vehicle or other 

equipment shall be subject to search at any time by 

the Employer. Any common area in city-owned 

buildings, break rooms, employee lounges, hallways, 

conference rooms, etc., may be subject to search 

and/or surveillance for security and safety purposes. 

The intent of this policy is to deter inappropriate 

behavior within the workplace and any violation of this 

policy may result in disciplinary action and/or 

termination by the Hartford City Council. 
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For the purpose of implementing the above policy, 

Employer shall be defined as the City Administrator, 

Public Works Superintendent or Mayor; in the 

absence of the Mayor, the City Council President may 

exercise the Mayor’s authority under this section and 

in the absence of the Mayor and City Council 

President, the City Council Vice President may 

exercise the Mayor’s authority under this section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



33 

 

SECTION IX: LEAVING THE 

COMPANY 

 

SEPARATION FROM EMPLOYMENT 
 
Employees of the City are employed on an at-will 

basis. This means that employment may be 

terminated by either party at any time, with or without 

cause or notice. Nothing in this policy is intended to 

limit or alter the at-will nature of your employment. 

 

Employees may leave the City for a variety of 

reasons. Regardless of the reason, we strive to 

ensure that all separations from employment are 

handled fairly, efficiently and in compliance with 

applicable federal and state laws. 
 

Definitions: 

• Voluntary Separation: Written 

resignation, extended absence 

without proper notification, or 

retirement.   Voluntary separation is 

initiated by the employee. 

• Involuntary Separation: Layoff or 

discharge. Involuntary separation is 

not initiated by the employee. 

 
Voluntary Separation 
 

Resignation 

A municipal employee may resign from municipal 

service by giving his/her immediate supervisor or 

City Administrator written notice of his/her 

resignation at least two weeks in advance of their 

leaving municipal service. In extenuating 

circumstances, the City Administrator may accept 

the employee's resignation as taking effect 

immediately. 
 

Un-Notified Absence 

If an employee is absent for more than three 

consecutive days without proper notification in 

accordance with the attendance policy, they shall 

be considered to have voluntarily resigned their 

position in municipal service. Reinstatement upon 

presentation of extenuating circumstances or 

reasons for such absence shall be at the discretion 

of the City Council. Any un-notified absence of less 

than three days may result in disciplinary action. 
 

Return of Municipal Property 

Municipal employees are expected to return all 

municipal property at the time of their departure 

from municipal service. The municipality reserves 

the right to withhold from the employee's final 

paycheck the amount for any property that is not 

returned or for which there is no explanation for the 

absence of the property. The municipality may take 

legal action if necessary to recover municipal 

property. 

 

Exit Interviews 

It is a policy of the municipality of Hartford for the 

appropriate authority to conduct an exit interview 

prior to any employee's separation from municipal 

employment. The exit interview is conducted for 

several purposes, including: 1) to advise the 

employee of the affect their separation will have 

upon all benefits and what benefits they have 

coming upon separation; and 2) to aid the 

municipality in gathering information to help 

improve the municipality’s working environment 

and other employment relationships. 

 

 

 

 
 

 

 
 

REFERENCES & VERIFICATION  

OF EMPLOYMENT 

 

All requests for Employee information, including 

references, and employment and mortgage 

verification should be forwarded to the City 

Administrator or Payroll Department.  Employees 

should not provide references or other employment 

verification directly to any third party. 
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SECTION X: ACKNOWLEDGEMENT OF EMPLOYEE HANDBOOK 

 
I have received the City of Hartford Employee Handbook and understand that is my 

responsibility to carefully read this handbook. I understand that should I have any questions 

concerning the policies within this handbook I should contact the City Administrator for further 

clarification.   

 

I agree that my employment is terminable-at-will, so that the City of Hartford and I remain free 

to end our working relationship at any time, for any reason, with or without notice.   

 

I understand that this Handbook has been prepared for the information and guidance of 

Employees working at the City.  This Employee Handbook is intended to cover the procedures, 

rules, and policies most often applied to day-to-day work activities.  Some of the information will 

change from time to time since the City policies are under constant review and are revised when 

appropriate.  

 

I understand that I remain responsible for working within current, as well as, future policies as 

established by the City. 

 

I understand that there is no guarantee of continued employment made to any Employee, either 

expressly or implied, in this Employee Handbook 

 
Employee Name: ___________________________________________________________ 
                                  Please Print 

 
 
 
Employee Signature: _________________________________________________________                    

 
 

  
Date:  ____________________________________________________________________ 
 

 
RETURN TO CITY ADMINISTRATOR 

 
 
 
 



                       Agenda Item Staff Report 
 

DATE:  February 20, 2024 

AGENDA ITEM:  Review/Approval Recommendation for IT Services 

PREPARED BY:  Teresa Sidel, City Administrator 

 

Staff Recommendation:   Contract with A&B IT Solutions for IT services.   

__________________________________________________________________________________________ 

Background/Summary:  Since 2017, the city has been working with Sioux Falls Networks for our IT service.  

Our contract covered maintenance of all office computers (9), the server, remote backup, help with software 

& hardware upgrades, and help with 3rd party programs.  Although only the 9 office computers were covered 

with our plan, SF Network was helpful for all our computer needs and did help with any council computer 

issues.  We received word at the beginning of the year that this company was dissolving so new IT services 

needed to be secured.  The city put out a Request for Proposals and we had 9 companies that responded.  In 

the proposal I wanted to make sure we continued to get the same service we are already receiving but make 

sure all our computers (18) were covered.  I also wanted software that would provide 24/7 monitoring so the 

city can be more proactive versus reactive to possible threats.   

 

After I received the proposals, I went through each one to ensure they were providing all the services desired 

and we were comparing apples to apples.  The total monthly cost to the city is shown in red at the bottom of 

the spreadsheet.  Please note that Big D Technology provided a rate per hour versus a monthly quote – this 

can either be good for the city or not good – the cost would be hard to quantify.  To be conscience of the 

taxpayer’s money, I don’t want to consider the higher quotes.  Advance Tech was the lowest quote - they 

don’t currently serve any municipality, but I receive good references from 4 companies they serve.  The 

company that I know the best is A&B Solutions.  The city currently leases our copier and printers from them.  

They have provided good service and are prompt to fix any issues.  If we contracted with them, it would be a 

plus to have everything under one company.  Since we do have our copier and printers with them, they gave 

us a discount of $300 per month and they waived their usual one-time on-boarding fee of $500.  They also 

provide quarterly reports to use on the system.  This is the company our current IT provider recommended.  

Since we have this good working relationship and I am familiar with their service, I would recommend 

contracting with A&B IT Solutions.   

 

 

Prior Council/Board Action: 

None 

 



Possible Action: 

Approve staff recommendation.  

Do not approve staff recommendation. 

Approve another IT Service company.   

 

 Fiscal Impact: 

Currently the city pays approximately $320 per month for IT services – this service is limited.  Any additional 

cost per month with a new IT company is not in budget and will need to be taken from the city’s reserve 

account.  A supplemental appropriation will need to be passed to supplement the budget. 

Attachments: 

IT Comparison Summary 



Computer Pros Advance Tech Catalyst IT A&B IT Solutions Green Eggs & Ram Workplace IT Mgmt RazTech Sterling Computers Big D Technology

Preventative Maint, 

Monitor, & Repair                         

18 Computers
 $719.82 / month $1,050 /month $972.00 / month $1,689.85 / month $1,048.40 / month $2,790 / month $1,495 / month $4,840.00 See below for costs

Maintain 3 VPNs Included Included Included Included Included Included Included Included Included

Monitor/Repair            

1 Server - Including 

Firewall,router, 

switch $399.99 / month Included $500 / month Included Included Included $37 / month Included Included

Ensure Remote 

Backup Operations Included Included $150 / month Included $100 / month

Included - on & off 

site backup $30 / month Included Included

Maintain/Upgrade              

Antivirus, Malware Included Included Included Included $95 / month Included Included Included Included

Help with 3rd Party 

Programs:  Banyon, 

SUI, Office 365 and 

Box Sync Included Included

$72 / month for 

Office 365 

monitoring Included Included Included Included Included Included

24/7 Security 

Monitoring of all 

Computers & Server
Included Included $250 / month Included $400 / month Included Included Included Included



Computer Pros Advance Tech Catalyst IT A&B IT Solutions Green Eggs & Ram Workplace IT Mgmt RazTech Sterling Computers Big D Technology

Help with IT 

Budgeting & 

Ordering Software & 

Hardward as 

needed. Included Included Included Included Included Included Included Included Included

Additional Services 

included

- -

Monthly Reports 

on IT system

Quarterly 

reviews/reports on IT 

system.  Note:  We do 

have a contract with 

A&B to manage our 

copier & printers. -

Security awareness 

and training Security Training - -

On-Boarding 

Services

Included Included Included

Included - the one-time 

fee of $500 was waived 

since we have an 

established partnership 

with them. Included

One-time fee = 

$1,995 Included

One-time fee that is 

equal to one month 

contract fee = $4,840

Cost is billed at hourly 

rate of $160/hour

Total Contract Cost 

per Month

$1,119.81 $1,050.00 $1,944.00 

$1,300.00            (orignal 

quote of $1,689.85 was 

reduced due to our 

established partnership 

with them)

$1643.40                                                                                             

(Note - no yearly contract 

like the others - just billed 

month to month for 

services) $2,790.00 $1,562.00 $4,840.00 

All IT servies are at a 

rate of $160/hour.  

They are open to a 

monthly contract but 

need a better 

undertanding of our 

system.

Current Monthly Charges are appoximately $320 w/remote backup but we were only paying for repair, maint, & MS on 9 computers - no city council computers, code enforcer computer or chamber computer.   

We also do not receive any 24/7 monitoring or security training.
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