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Introduction 

 
Welcome to the West Fargo Park District. We are pleased with your decision to be a part of our team.  
The Park District is dedicated to supporting an atmosphere that inspires each employee to maintain a 
workplace of mutual trust and respect while providing quality parks and recreation for the community 
of West Fargo and its visitors. 
 
The following policies and procedures provide a framework outlining the conditions of your 
employment.  Please read them carefully and make every effort to understand them completely.  If you 
have any questions, please contact your manager. 
 
Sincerely, 
Barb Erbstoesser 
Executive Director 
 
 
 
 
 
 
 
 
 
 
DISCLAIMER  
This manual is not an employment contract.  Nothing contained in this manual, or any written or oral 
statement contradicting, modifying, interpreting, explaining or clarifying any provision of the manual, 
is intended to create, or shall create, any express or implied contractual obligations that are binding 
upon either the Park District or you.  This manual is intended to provide you with information about 
Park District policy and practices that are currently in force.  These policies and practices are subject to 
change by the Park District unilaterally at any time, without prior notice to you.  As an at-will employee 
of the Park District, you may terminate your employment at any time, with or without cause or notice, 
and the Park District retains the same right. 
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Mission Statement 
The West Fargo Park District’s mission provides opportunities for its citizens to enjoy their 
leisure time in our public programs, facilities and parks that: 

• Contribute to the physical, mental and social development of our citizens 

• Contribute to the quality of community life 

• Meet citizen needs and interests through quality services at a reasonable price. 
 
 

Vision 
Parks and programs; enhancing the quality of life in West Fargo. 
 
 

Values 
Honesty.  To deal openly and effectively with citizens, employees, partners and all those 
who we work with. 
 
Receptive and Responsive.  We remain receptive to our customers and respond to their 
needs. 
 
Integrity.  We do what we say, mean what we do and follow through. 
 
Sense of Community.  We are a community of serving one another and promoting strong 
values. 
 
Leadership.  We are responsible to set direction and plan for the future of our Park 
District. 
 
Partners.  We work cooperatively with those who are engaged in improving the quality of 
life in West Fargo. 
 
Responsibility.  We manager our resources sensibly and resourcefully.  
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1 Introduction and Disclaimers 
 

1.01 Disclaimer and Employment-At-Will Policy 
The policies in this manual are not intended as a contract of employment and do not constitute one. The 
policies outlined in this publication are guidelines only and are not all-inclusive. The West Fargo Park 
District may change, delete, suspend, or discontinue any policy or benefit described in this manual at any 
time with or without prior notice.  
 
Employment with the West Fargo Park District is “At-Will” and may be terminated by either the employee 
or the West Fargo Park District at any time, with or without prior notice. No representative of the West 
Fargo Park District may alter or grant exceptions to the policies described herein or enter into any 
agreement for employment for a specified period of time. 
 
This Policy Manual supersedes all previously issued policies. 
 

1.02  Manual Purpose and General Administration Background 
The West Fargo Park District has designed and adopted this Policy Manual to set forth the general 
administrative policies of the West Fargo Park District. This manual attempts to cover matters of general 
applicability to employees, but it does not cover every situation which may arise from day to day. The 
material in this manual is not exhaustive.  
  

Five Park Board members who are elected at large, each to four year terms make up the policy board of 
the West Fargo Park District. President of the Board of Park Board serves as head of the Board. The Board 
meets 2nd Wednesday of each month. An agenda for each meeting is available at Park District 
Administrative offices at the Rustad Recreation Center each Friday preceding the meeting.  All additions 
to the agenda must be presented to the Executive Director or the Finance Director on Wednesday, one 
week prior to the meeting. 
 

Each member of the Park Board is assigned and is responsible to administer a certain portfolio.  These portfolios 
and holders are (first name indicates primary and second name indicates secondary) (for 2018-2020): 
  

a) Public Relations/Policy/Personnel –Lauritsen/Rheault 
b) Finance/Budget/Legal/Legislation – Rheault/Zetocha 
c) Land Acquisition/Facility Development – McCracken/Heise 
d) Recreation/Programming – Heise/Lauritsen 
e) Facilities – Zetocha/McCracken 

The Executive Director serves as the Administrative Manager for the West Fargo Park District. The Finance 
Director administers pay policies, employee benefits, employee civil rights, and answers general questions 
concerning the administration of the Policy Manual. 
 
The Executive Director is responsible for the development of policies that affect the employees of the Park 
District. The West Fargo Park Board must approve any changes or deviations from these policies. 
The policy manual is designed to serve the best interests of the Park District and the employee. If an 
employee has any questions or needs information, he/she is encouraged to contact the Executive Director 
or the Finance Director. 
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1.03 DEFINITIONS  

EMPLOYER:  West Fargo Park District.   
 
EMPLOYEE:  A person employed by the West Fargo Park District on a permanent or seasonal basis to  
perform services in a satisfactory manner under the direction and supervision of the Executive Director and subject 
to the approval of the West Fargo Park Board. 
 
PERMANENT EMPLOYEE:  A person serving a twelve-month probationary period and is subsequently employed by 
the Park District on a continuing basis. 
 
EMPLOYEE STATUS DEFINITIONS:  The Fair Labor Standards Act (FLSA) sets forth the definitions 
of exempt and non-exempt employees.  The permanent employee of the Park District is either classified as non-
exempt or exempt by the following descriptions:  
 

a) The non-exempt employees are identified as employees who duties are detailed other than executive, 
administrative or professional as established by guideline set forth by federal statutes.  The Executive 
Director will make recommendations for employee classifications to the Park Board for approval.  The non-
exempt employee must maintain accurate records of actual hours worked.  These records are required by 
governmental regulations and are used to calculate paychecks.  

 
b) The exempt employees are executive, administrative and professional employees who are paid a salary.  

Exempt employees are not paid for overtime worked and the law does not require time sheets for them.  
The primary duty is managing the department; directing the work of two or more other permanent 
employees or their equivalent; has the authority to hire and fire, or his or her suggestions on hiring, firing 
promotions, or changes of employee status carry particular weight; customarily and regularly exercises 
discretionary powers.  

 
SEASONAL EMPLOYEE:  A person employed in a position of short duration or intermittent in nature, or in a position 
where it is clearly impractical or impossible to employ on a regular basis.  The policies and benefits listed herein 
shall not apply to seasonal employees.  An employee may work 40 hours per week and still be considered a seasonal 
employee. 
 
SEASONAL TO PERMANENT EMPLOYEES:  Persons changed from seasonal to permanent status on a continuing basis 
shall be placed in a probationary status up to a period of twelve months.  Date of employment for seniority 
determination will be the date of designation as permanent employee. 
 
PROBATIONARY PERIOD:  There shall be a twelve months’ probation period for all new employees who are 
scheduled to be placed on permanent status.  For those seasonal employees whose employment is changed to 
permanent status, the probationary status shall be up to one year (as determined by the appropriate Director of 
Parks and Recreation).  
 
During the probationary period, the employee may be terminated for inability to satisfactorily perform assigned 
duties.  Employees who elect to resign during the probationary period shall give two week notice to the Director of 
Parks and Recreation. 
 
Probation may be extended for an employee, if requested by the Executive Director and approved by the Park 
Board, when the employee's performance has not been deemed satisfactory by the Executive Director. 
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1.04 Employment Classifications  

Jobs are classified under the Fair Labor Standards Act (FLSA) as either non-exempt or exempt. Exempt 
employees are paid on a salary basis and are not eligible for overtime. Non-exempt employees are paid 
on either an hourly or salaried basis and are eligible for overtime pay if they work more than 40 hours per 
work week.  
 
The West Fargo Park District has established the following job categories. The Executive Director 
determines the category of a job position. There may be a different categorization of the same or similar 
job, depending on the needs of the Park District. 

• Full-Time Regular – Employees scheduled to work 40 hours per week on a regular basis. These 
employees are eligible for benefits. 

• Full-Time Temporary – Employees scheduled to work 40 hours per week on a temporary basis. 
These employees are eligible for benefits only required by law. 

• Part-Time Regular – Employees regularly scheduled to work fewer than 40 hours per week. These 
employees are eligible for benefits only required by law.  
 

• Part-Time Temporary – Employees scheduled to work fewer than 40 hours per week, on a 
temporary or casual basis. These employees are eligible for benefits only required by law. 
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2 Employment 
 

2.01 Equal Employment Opportunity 
The West Fargo Park District provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, gender, sexual orientation, gender 
identification, national origin, age, disability, genetic information, marital status, amnesty or status as a 
covered veteran in accordance with applicable federal, state and local laws. The Park District complies 
with applicable state and local laws governing nondiscrimination in employment in every location the Park 
District has facilities. This policy applies to all terms and conditions of employment, including hiring, 
placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training. 
 

2.02 Employment of Relatives 
Managers may not hire a close relative in the same department. Employees shall not supervise a close 
relative. The term “close relative” is defined as mother, father, brother, sister, wife, husband, son, 
daughter, step-mother, step-father, step-brother, step-sister, step-son, step-daughter, grandchild, 
grandparent, step-grandchild, step-grandparent, mother-in-law, father-in-law, sister-in-law and brother-
in-law. 

 

2.03 Pre-Employment Drug Screens  
After the decision has been made to hire an applicant, an offer of employment will be extended contingent 
upon the candidate successfully passing a pre-employment drug screen and/or a physical examination if 
it is required for the position. The Finance Director will be responsible for determining the facility to be 
used for the pre-employment drug screen and/or physical exam. 
 
The candidate will be given directions to the collection site. He/she must report to the collection site with 
a valid picture ID within the time directed by Finance Director or appointed designee. If the collection site 
staff discovers the candidate has not followed the collection procedures or has altered the specimen in 
any way, the candidate will no longer be eligible for employment. 
 
The candidate should understand that passing the pre-employment drug screen is part of the employment 
process. In the event the candidate does not successfully pass the pre-employment drug screen, the offer 
of employment will be revoked. If the candidate should have any questions concerning a drug screen, all 
inquiries should be forwarded to the Finance Director. All information regarding drug screen results 
and/or physical exams will be kept strictly confidential. This information will be kept separately in the 
employee’s electronic confidential medical file in the Finance Director. Under no circumstances will the 
specific results of any candidate’s drug screen be discussed with the hiring manager or anyone else except 
for individuals in the Finance Director authorized to deal with this confidential information. Hiring 
managers will receive a pass/fail result. 
 

2.04 Pre-Employment Background Checks  
All employees applying for any position with the West Fargo Park District will be subject to criminal history 
checks and may be subject to reference checks with former employers and/or managers. Unless required 
by law, reference checks will not be shared with the potential employee. Individuals' claims to have certain 
educational credentials, either in writing or in an interview, are subject to verification.  
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Positions that have responsibility for initiating or affecting financial transactions may require a credit 
check of any individual offered such a position. These responsibilities could include, among other things, 
collecting or handling cash or checks, writing checks or approving them, access to a direct money stream 
or as a fiduciary to the organization.  
 
Only the Executive Director or Finance Director may authorize or assign individuals to initiate or receive 
criminal background information. 
 
Information gained from any of the above background checks will be held in confidence and shared with 
leadership individuals or law enforcement officers only on a need-to-know basis. 
 

2.05 Employee Records  
In accordance with the North Dakota Century Code Sec. 44-04-18, municipal personnel files are public 
records and are open to inspection by the public. Personal information, as detailed in North Dakota 
Century Code Sec. 44-04-18.1 may not be released without the written consent of the employee. Under 
North Dakota Century Code Sec. 44-04-18.3 (3), any record containing the work schedule of employees of 
a law enforcement agency is an exempt public record. 
 
Personal information includes the following:  

• A person’s home address and telephone number  

• Photograph  

• Medical information  

• Motor vehicle operator’s identification number  

• Social Security number  

• Payroll deduction information  

• The name, address, telephone number, date of birth, and social security number of any dependent 
or emergency contact  

• Any credit, debit or electronic fund transfer card number  

• Any account number at a bank or other financial institution  
 
Medical records or reports, including those that relate to an occupational illness or injury and including 
any record of use of an employee assistance program shall be kept separate from employee personnel 
records and shall be kept in accordance with the Americans with Disabilities Act of 1990. Medical records 
shall be considered closed to public inquiry.  
 
Employee records are maintained electronically. Any employee who desires to review her or his personnel 
files may contact the Finance Director to arrange a time for such a review.  
 

2.06 Seniority/Longevity 
While employment longevity is determined by the employee’s full length of continuous service with the 
West Fargo Park District, seniority means precedence over others of the same rank by reason of a longer 
span of service within that rank. Seniority is used as a means of gauging the relative status of one 
employee with respect to another based solely on length of service in similar positions. A permanent 
employee’s seniority within that rank commences upon the date of appointment to that position. 
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2.07  Work Week 
The standard work week for full-time, regular employees is from 12:00am Sunday through 11:59pm 
Saturday, unless otherwise established for individual positions or job classifications. 
 

2.08  Work Schedules 
Standard Work Schedules 
The normal workday schedule for full-time, regular employees is five days per week, eight hours per day, 
plus an unpaid, uninterrupted meal period of at least 30 minutes. 
 
Other schedules apply to part-time employees and may apply to other employees. Departments are 
responsible for determining the appropriate schedules for these employees. 
 
Variable Work Schedule 
Managers or designees may offer to utilize a variable work schedule that allows employees to choose a 
daily work schedule and meal period which, subject to department necessities, is most compatible with 
business needs. 
 
Managers are responsible for arranging operating procedures that are consistent with the needs of the 
agency and the public it serves, and at the same time can accommodate the employee’s choice of daily 
work schedule within the established limits. If any adjustments of employee work schedules are necessary, 
this should be done as fairly and equitably as possible. 
 

2.09  Emergency Services Volunteerism  
The West Fargo Park District understands and supports the need for employees to serve in a volunteer 
emergency services capacity. Upon manager approval, any time an employee must be absent from work 
for the purpose of providing volunteer services under an emergency condition, such time will be granted 
time off with pay, less the amount of fees received for their volunteer service. Any time considered 
training for emergency services is not volunteer time and employees must use vacation or personal leave 
for those hours. During times employees are regularly scheduled to work, employees are considered to 
be on duty and must follow all West Fargo Park District policies. A manager may restrict a volunteer from 
participating in an emergency response when such a response would unduly burden the Park District. 

 
2.10  Outside Employment (Moonlighting)  
Employees are permitted to engage in outside employment subject to the following restrictions:  
 

1. Any outside employment shall not interfere with proper performance of Park District employment, 
except for military service obligations.  

2. Employees will not accept pay or compensation from any other employer for time during which 
they are on duty with the Park District.  

3. Employees are prohibited from working on any Park District project for any contractor or company 
that has a current contract with the Park District or for an employer that would constitute a conflict 
of interest with the Park District. The Executive Director shall determine whether a conflict of 
interest exists.  
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4. Employees will not accept outside employment which requires the use of Park District equipment, 
facilities or materials unless a separate agreement for rental of equipment, facilities or materials 
exists and is approved by the manager.  

5. Employees will not accept or solicit private work or business at any time during which they are on 
duty with the Park District.  

6. Employees will not accept or solicit private work as a result of their employment with the Park 
District.  

7. Any employee engaged in outside employment shall notify her or his manager of the name, 
location and telephone number of the secondary employer for reasons of emergency notification, 
Workers Compensation claims management and avoidance of conflict of interest. 

 

2.11  Code of Ethics 
The West Fargo Park District is committed to conducting its business in a fair, open, efficient and 
accountable manner. Public officials and employees shall conduct their public and private actions and 
financial dealings in a manner that shall present no apparent or actual conflict of interest between the 
public trust and their private interest. Each official and employee is assumed and expected to act in 
accordance with all laws that may apply to his or her position, as well as striving to avoid even an 
appearance of impropriety in the conduct of his or her office or business. Each employee and official 
should be informed of this code and meet its requirements. Questions regarding its interpretation 
concerning employees and officials should be brought to the Park District’s Executive Director for 
interpretations of this code, and any action concerning violation of this code concerning officials and 
employees shall be determined by the Park District Executive Director; provided questions regarding the 
interpretation of the code as applied to Park Board members and allegations of violation of this code by 
Park Board members of advisory bodies shall be referred to the board of ethics through the process 
established herein. 
 
Personal gain or profit – Use of persons, money or property. 

a) An official or employee shall not knowingly use his or her office or position for personal or family 
benefit gain or profit, or use his or her position to secure special privileges or exceptions for 
himself, herself, or for the benefit, gain, or profits of any other persons. 

b) No official or employee may employ or use any person, money, or property under the officer’s or 
employee’s official control or direction, or in his or her official custody, for the personal or family 
benefit, gain, or profit of the officer or employee, or another. 

c) This section does not prohibit the use of public resources to benefit others as part of an officer’s 
or employee’s public duties. 

 

2.12  Americans with Disabilities Act (ADA)   
It is the policy of the Park District to comply with all federal and state laws concerning the employment of 
persons with disabilities and to act in accordance with regulations and guidance issued by the Equal 
Employment Opportunity Commission (EEOC). Furthermore, it is Park District policy not to discriminate 
against qualified individuals with disabilities in regard to application procedures, hiring, advancement, 
discharge, compensation, training or other terms, conditions and privileges of employment.  
 
The Park District will reasonably accommodate qualified individuals with a disability so they can perform 
the essential functions of a job unless doing so causes a direct threat to these individuals or others in the 
workplace and the threat cannot be eliminated by reasonable accommodation and/or if the 
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accommodation creates an undue hardship to the Park District. Employees should contact the Finance 
Director with any questions or requests for accommodation.  
 

2.13  Offer Letters  
All promotions and new hires within the Park District require an offer letter to be presented to the 
employee for signature. Terms of the offer letter will be determined by the manager in charge of the hiring 
and provided to Finance Director to compile in a letter format. Items will include starting salary, as well as 
any additional items included as terms of employment. All offer letters for promotions, or new hires need 
review and approval by the Executive Director prior to the offer being forwarded to the potential 
employee. Offer letters are not a contract of employment.  
 

2.14  Dress Code 
The way in which Park District employees dress reflects on the Park District and on the public’s perception 
of the Park District and its staff. Employees should always be well-groomed and dressed in a manner 
appropriate to their responsibilities. Managers will execute dress codes that are work appropriate for the 
type of work in each department.   
 

PERMITTABLE CLOTHING:  Pants/Shorts -  Any type of long pant other than sweatpants is allowed.    Short pants 
may be worn during the warm season.  Because of safety issues some duties will require wearing long pants for 
protection.  Therefore, if you wear short pants have long pants in your locker to change at moment’s notice.    
Acceptable material for short pants:  duck, cotton, canvas, denim or similar material as approved.  Short pants 
length:  hem must be at or just above the knee (no more than one inch).  Short pants style:  cargo or similar with 
button, hook or snap closure at the waist. Ill or excessively baggy fitting short pants or pants are not acceptable. 

a) Clothing must be clean. 
b) Clothing will not contain offensive material, tobacco or liquor information. 
c) Clothing must be appropriate for specific work duties. 
d) Clothing must be free of holes and tears. 
e) Be aware of the sun and the weather conditions – wear sunscreen. 
f) Clothing that promotes liquor and establishments may not be worn. 
g) Clothing that demonstrates foul language or sayings may not be worn. 
h) No sleeveless shirts or tank tops. 
i) No excessively baggie clothing. 
j) Pants or shorts must be secured at the waist by a belt or have proper fit as to not sag. 

 

FOOTWEAR:   Footwear appropriate for the type of work being performed shall be worn, as determined by 
managers. 

PIERCINGS AND JEWELERY WEAR  
a) All jewelry worn will present a positive image to the public. 
b) Any jewelry that may create a safety hazard for a particular job cannot be worn at work. 
c) Whenever jewelry presents a safety hazard it must be removed. 
d) All new piercings are considered open wounds until fully healed.  Healing for new piercings can range from 

6 weeks to 8 months depending on the location. 
BODY TATTOOS 

a) Tattoos are not allowed on the face and must be covered if present. 
b) All new tattoos are considered open wounds until fully healed.  New tattoos require a minimum of 2 weeks 

to heal. 
HAIR COLOR:  All hair colors must be of natural color and be groomed. 
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2.15  Use of Telephones and Cell Phones 
The Park District’s telephones are intended for use in serving Park District patrons and conducting Park 
District business. 
 
Personal calls and communications during work hours are discouraged and should be kept brief, whether 
on Park District phones or personal communication devices. Upon Manager discretion, excessive personal 
use of such devices while on or off duty may lead to disciplinary action up to and including termination. 
 

2.16  Loss of Required Licensure  
Some positions with the West Fargo Park District require a valid driver’s license. If an employee’s required 
license is cancelled, revoked or suspended, action may be taken based on the circumstances of the 
situation. Action may include a formal EAP referral, progressive discipline, suspension, and/or termination 
of employment.  

 

2.17  Resignation  
In case of resignation, a full-time, regular employee is encouraged to give at least a two-week written 
notice to the manager. A copy of the notice shall be sent to the Finance Director. Failure to comply with 
the provision may be considered cause for denying the employee's future employment with the Park 
District. 
 
Unauthorized absences for a period of three consecutive days without cause and without notifying the 
employee’s manager will be considered a voluntary resignation of employment. 
 

2.18  Reference Release and Verification of Employment  
The West Fargo Park District’s policy on verification of employment of a current or former employee is to 
release the dates of employment, pay level, job description and duties, and wage history.  
 
The Park District will also provide additional employment information to the requesting party as allowed 
under North Dakota Century Code statute 34-02-18, or obligated under federal or state law.  
 
All employment references and verifications of employment are to be handled by Finance Director or 
appointed designee. The information provided will be based on documented facts that are true and 
objective.  
Park District employees may provide letters of recommendation or professional references on behalf of 
the Park District.  
 
Personal references can be given but are not to be sent using letterhead or via Park District e-mail. Any 
personal references should also explicitly state the reference is not submitted on behalf of the 
organization and does not necessarily represent the opinions of the Park District. 
 

2.19  Garnishments 
The West Fargo Park District is required by law to accept legal assignments or garnishments against the 
wages of employees in satisfaction of legal judgments. 
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2.20  Electronic Communications 
The electronic communication system is owned by the West Fargo Park District. Electronic communication 
includes, but is not limited to, e-mails, cell phones, and other social media. As a general rule, employees 
should use the electronic communication system for official use only. Personal use of the electronic 
communication system should be kept to a minimum. 
 
In the event employees leave and/or receive electronic communication messages of a personal nature on 
the West Fargo Park District’s electronic communication system, employees are on notice that, for any 
legitimate business purpose, the West Fargo Park District’s leadership reserves the right to access and 
disclose messages contained on and saved in the West Fargo Park District’s electronic communication 
system. 
 
Electronic communication messages also may be monitored to the extent necessary to ensure compliance 
with West Fargo Park District policies. Employees of the West Fargo Park District have no legitimate 
expectation of privacy in the West Fargo Park District’s electronic communication system. The use of 
personal identification numbers (PIN numbers) or passwords by an employee to access the electronic 
communication system does not preclude the West Fargo Park District from accessing electronic 
communication messages contained on and saved in the West Fargo Park District’s electronic 
communication system. Unauthorized use of encryption technology to block access to any message is 
strictly prohibited and may be grounds for immediate termination. 
 
Employees should use the same care in drafting electronic communication as they would for any other 
written communication. Employees should not say in an electronic communication anything which they 
could not commit to a written memorandum or repeat in an open meeting. All electronic communications 
may be subject to North Dakota open records laws. 
 
The display or transmission of sexually explicit or pornographic images, messages, or cartoons, or any 
transmission or use of electronic communications that contain ethnic slurs, racial epithets, or anything 
that may be construed as harassing, threatening, or disparaging of others based on their race, national 
origin, sex, sexual orientation, age, disability, religion, political beliefs, gender identification, or any other 
protected class status, is strictly prohibited. Employees also are prohibited from using the West Fargo Park 
District’s electronic communication system for other unlawful, unethical, defamatory, or any tortuous 
activities. 
 
Employees should delete all unnecessary electronic communication messages. Employees should 
remember, however, that deleting an electronic communication does not necessarily destroy it, but 
merely marks it to be written over at a later date. The West Fargo Park District also reserves the right to 
purge the electronic communication system on a routine basis, as part of the West Fargo Park District’s 
standard document retention policy. 
 
Without the express direction of the West Fargo Park District’s leadership to do so, an employee should 
not attempt to gain access to another employee’s electronic communication messages or to send 
messages from another employee’s account without the latter’s permission. In addition, no employee 
should alter, copy, or forward electronic communication messages to any other person or entity without 
express permission of the sender. 
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Violations of any portion of this policy will result in appropriate disciplinary action, up to and including 
termination. 
 

2.21  Computer Systems and the Internet 
The computer system belongs to the West Fargo Park District. As a general rule, employees should use 
the computer system for business purposes only. Personal use of the computer system, including Internet 
access, should be kept to a minimum. 
 
The West Fargo Park District’s leadership reserves the right to access and disclose documents, Internet 
logs, programs, and other files and information contained on and saved in the West Fargo Park District’s 
computer system. Such access and disclosure may be conducted for any legitimate business purposes, at 
the West Fargo Park District’s discretion. 
 
Employee use of the computer system also may be monitored to the extent necessary to ensure 
compliance with West Fargo Park District policies. Employees of the West Fargo Park District have no 
legitimate expectation of privacy in the West Fargo Park District’s computer system. Do not share 
passwords with anyone, unless otherwise directed to do so by the Executive Director. 
 
The creation, display, transmission, receipt, or storage of sexually explicit or pornographic messages, 
images, or cartoons, or any documents, programs, or files that contain ethnic slurs, racial epithets, or 
anything that may be construed as harassing, threatening, or disparaging of others based on their race, 
national origin, sex, age, disability, religion, or any other status protected by applicable federal or state 
law is strictly prohibited. 
 
Employees also are prohibited from using the West Fargo Park District’s computer system and/or the 
Internet for any unlawful, unethical, defamatory, or tortuous activities or for any personal gain. 
 
Any software or file downloaded into the Park District network or on any Park District computer becomes 
the property of the West Fargo Park District. Only software that has been licensed by the West Fargo Park 
District or that has been authorized to conduct business is allowed on West Fargo Park District servers and 
computers (workstations and laptops). Hardware purchases must also follow the approved hardware list 
as maintained by the IT Director of the West Fargo Park District. Before downloading or installing any 
software, employees must first have approval of the IT Director. 
 
Employee use of the computer system also may be monitored to the extent necessary to ensure 
compliance with West Fargo Park District policies. Employees of the West Fargo Park District have no 
legitimate expectation of privacy in the West Fargo Park District’s computer system. The use of personal 
identification numbers (PIN numbers) or passwords by the employee to access the computer system or to 
gain Internet access does not preclude the West Fargo Park District from accessing documents, programs, 
Internet logs, and files contained on and saved in the West Fargo Park District’s computer system. 
Unauthorized use of encryption technology to block access to any documents, programs, Internet logs, or 
files is strictly prohibited and may be grounds for immediate termination. Do not share passwords with 
anyone, unless otherwise directed to do so by the IT Director. 
 
Employees have a responsibility to use their Internet access in an informed and responsible way, 
conforming to network etiquette, customs, common sense, and courtesies. 
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Violations of any portion of this policy may result in disciplinary action, up to and/or including termination. 
 

2.22  Mobile Devices 
This policy applies to all West Fargo Park District employees who are required to hold West Fargo Park 
District issued mobile devices (full-feature mobile phones with mini keyboards and PC-like capability that 
support e-mail, texting, calendaring, and/or Internet functionality), as well as all West Fargo Park District 
employees with email accounts who use their personal mobile devices, iPads®, tablets or other mobile 
devices for West Fargo Park District purposes. 
 
The West Fargo Park District will not reimburse employees for the cost of using their personal mobile 
devices for Park District business. 
 
Restrictions to Email Server 
Employees with West Fargo Park District email accounts may not synchronize their personal mobile 
devices to West Fargo Park District’s email server without the approval of their manager.  
 
No Right of Privacy in Business Use 
Employees who use mobile devices for business purposes and who are witnesses in any arbitration, 
litigation or regulatory investigation may be subject to any lawfully issued subpoena for West Fargo Park 
District data (e.g., voicemail messages, text messages, emails, internet access) stored on the device. 
 
Security 
West Fargo Park District employees who use any mobile devices to access West Fargo Park District 
information over a cellular or internet connection are responsible for securing their devices to prevent 
sensitive data from being lost or compromised, viruses being spread, and other forms of abuse of West 
Fargo Park District’s technology infrastructure. Therefore, if any mobile device is lost, stolen, or believed 
to be compromised, the incident must be reported to the IT department immediately. 
 
The use of a personal cell phone by an employee while at work may present a hazard or distraction.  This 
policy is intended to ensure that the use of cell phone use while at work does not disrupt the duties of the 
employee. 
 
A Park District Manager may allow an employee to carry a personal cellular phone while on duty as long 
as it’s personal use does not interfere with a person’s work functions. The operation of Park District 
vehicles while texting is strictly prohibited. 
 

2.23  Social Media 
This policy gives direction to West Fargo Park District employees and volunteers who represent the Park 
District through the use of social media sites. 
 
Social media is any web-based network used to share information between users. Social media sites 
include, but are not limited to: Twitter, Facebook, MySpace, YouTube, Flickr, Instagram, LinkedIn, 
SnapChat, Nextdoor, Pinterest, Tumblr, Internet search sites, and Wikipedia. A Social Network or Social 
Networking refers to any interaction between a West Fargo Park District employee or volunteer and any 
social media site via-e-mail, text, or online interaction. 
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All social media sites established by a Park District employee or volunteer that is used to communicate 
sanctioned Park District information or to engage in discussion about Park District information, services 
or processes as a public display of West Fargo Park District information must be authorized by the 
Executive Director. This will help ensure material posted for public view meets all communications 
standards and is consistent with the goals and branding of the West Fargo Park District. Once approval of 
the site, design, and main content is granted, the updating of files and minor content changes will not 
require such clearance. All official social media sites shall be branded with a West Fargo Park District logo. 
 
In order to identify and maintain an accurate record of social media sites representing the West Fargo 
Park District, a social media form must be completed prior to the launch of any official site. This form is 
available in the IT Department. 
 
Any official West Fargo Park District social media site may be accessed by the manager or appointed 
designee. This may be necessary to disseminate emergency information, make corrections, or update a 
site’s profile or settings. 
The advertisement of private businesses shall not be posted on any official West Fargo Park District social 
media site. This may include, but is not limited to: paid advertisements, unpaid advertisements for private 
businesses, and promotional information for non-Park District related events. 
 
The West Fargo Park District website, www.wfparks.org, shall continue to be the main source for West 
Fargo Park District information. Social media sites should introduce information and link to the West Fargo 
Park District web site for more complete details. 
 
All visual mediums posted on official social media sites must have written permission by the copyright 
holder or creator of the image, video, or any other multimedia item. Please reference the U.S. Copyright 
Law (http://copyright.gov/title17/). 
 
No content is to be placed on official social media sites which would violate site policy or existing West 
Fargo Park District policies including, but not limited to, sexual harassment, discrimination, or violence. No 
content shall be placed on official social media sites that is of a personal opinion or is not sanctioned by 
the West Fargo Park District. 
Information posted to official social media sites must be factual and relevant to West Fargo Park District 
functions, services, or Park District-related events. Information should not include personal opinion or 
personal statements. 
 
It is the responsibility of each department to follow the West Fargo Park District Social Media Policy and 
be aware of any revisions or additions to the policy. 
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3 Employee Development, Performance, and Discipline 
 

3.01  Evaluating and Reviewing Performance  
A performance review provides an opportunity for an open discussion between an employee and his/her 
direct supervisor. The performance review process provides the employee feedback on his/her 
performance, as well as coaching on goals and competencies in order to improve performance and 
development. The performance review contributes to the determination whether an employee will 
receive a step increase.  The Executive Director is reviewed by the board; the Managers are reviewed by 
the Executive Director and all other employees are reviewed by Managers and Supervisors.  Evaluations 
will be performed in teams of two with the employee. 
 
The performance period is July 1st of the prior year to June 30th of the current year to determine 
performance and compensation changes for the upcoming budget year. 
 

3.02  Attendance  
Every employee is expected to be punctual and keep absences to a minimum. Attendance and punctuality 
are good measures of an employee’s interest in his/her job. The attendance record also helps the 
employee establish a good working reputation and adds to his/her opportunity for advancement. This 
means being at the point of work and ready to work each day at the scheduled starting time in order to 
avoid placing a burden on other staff.  
 
If an employee is unable to work for any reason, he/she must notify his/her manager as soon as possible 
in advance of the scheduled starting time. If their manager is not available, employees should follow 
departmental procedures on the line of contact.  
 
In cases of undue tardiness or excessive absenteeism, disciplinary action may become necessary. 
 
If an employee needs to leave work before the end of the shift because of illness or some other 
emergency, he/she must inform the manager (or designee, in the manager’s absence). 
 
If an employee needs to modify the schedule for any non-emergency reason, he/she must notify the 
manager in writing at least three days in advance. Each request for a schedule change will be considered 
separately, in light of the needs of both the employee and the Park District. Employees may not switch 
shifts with other staff members without authorization. 
 

3.03  Respectful Workplace/Improper Conduct and Discipline  
The West Fargo Park District is committed to creating a respectful workplace for all of its employees. A 
respectful workplace is viewed as one that promotes honesty and a healthy and positive work 
environment in which employees treat one another as they would like to be treated. 
 
It is the responsibility of all employees to help in fostering and maintaining a respectful workplace. 
Respectful behaviors and actions to help to foster this environment include but are not limited to:  
 

• Listening to others in a respectful, professional and non-judgmental manner, 

• Being accountable for personal behavior and actions,  
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• Being calm and objective in instances of conflict  

• Being sensitive to others’ concerns and interests 

• Avoid making assumptions, blaming, gossiping, and/or ridiculing of others 

• Being honest about issues and concerns and express these concerns in a respectful manner  
 
Behaviors and actions that do not foster a respectful workplace and may lead to disciplinary action or 
termination of employment include but are not limited to:  
 

1. Unsatisfactory performance of job functions, attendance issues, or other behaviors that prevent 
an employee from accomplishing his or her work.  

2. Disorderly conduct including fighting, attempting bodily injury, or using abusive or threatening 
language toward another employee or in a work-related setting.  

3. Unprofessional behavior including disruptive behavior or behavior that is not consistent with 
the Park District’s mission, such as (but is not limited to):  

• Raising voice  

• Ridiculing, belittling, or embarrassing employees  

• Using inappropriate or profane language  

• Engaging in hostile or intimidating interactions  
4. Insubordination, including refusal or failure to perform assigned work.  
5. Any violation of the Drug Free Workplace Policy. 
6. Possession of any firearm or dangerous weapon, as defined in NDCC 62.1-01-01, in any Park 

District offices and/or buildings. For the purpose of this policy, dangerous weapon does not 
include pepper spray or other irritating agent intended for personal defense. Employees who 
legally possess a firearm may have said firearm in their possession, provided it is locked inside 
or locked to a private motor vehicle in the parking lot and the employee is lawfully in the area.  

7. Dishonesty, including the falsification of records or reports and other fraudulent activities.  
8. Employees arrested or found guilty for a criminal violation.  
9. Negligent or intentional damage to Park District property or unauthorized removal or use of 

property belonging to Park District or another employee.  
10. Breach of confidentiality or release of confidential information in violation of the Code of Ethics 

or other policies or contracts.  
11. Any act or behavior that has an adverse impact on the Park District or its employees.  
12. Failure to make good faith reports of illegal activities or violations of Park District policies.  

 
Those who report concerns about wrongdoing in good faith will be protected from retaliation.  
 
Disciplinary action for any of these behaviors will follow the Disciplinary Policy. 
 

3.04  Harassment and Offensive Behavior 
The West Fargo Park District prohibits harassment of any type, including that based on protected 
classification, including sexual harassment. Such harassment violates the law, creates an offensive working 
environment, decreases productivity, adversely affects positive working relationships, increases costs to 
the Park District and tarnishes the image of the West Fargo Park District. No Park District employee may 
engage in verbal or physical conduct that denigrates or shows hostility or aversion toward an individual 
because of that person’s race, color, religion, sex, national origin, age, disability or other protected classes. 
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The following are examples of harassment. Please note these are not the only examples. Questions about 
whether conduct is permissible under this policy should be discussed with a manager, or the Executive 
Director.  

• Epithets, slurs or negative stereotypes.  

• Intimidating or hostile acts.  

• Written or graphic material that denigrates or shows hostility or aversion to another 
and that is posted or circulated on West Fargo Park District’s property.  

 
Sexual harassment is defined as:  

1. Making unwelcome sexual advances or requests for sexual favors or other verbal or physical 
conduct of a sexual nature as a condition of an employee’s obtaining employment or 
continuing employment.  

2. Making submission to or rejection of such conduct the basis for employment decisions 
affecting an employee.  

3. Creating an intimidating, hostile or offensive working environment or otherwise substantially 
interfering with an individual’s employment by such conduct.  

4. Retaliating against an employee for complaining about such conduct.  
 
The following are examples of sexual harassment. Please note that these are not the only examples:  

1. Unwelcome sexual flirtations, propositions and invitations to social events.  
2. Offensive physical conduct or physical closeness.  
3. Use of words of a sexual nature describing body parts or sexual acts, telling suggestive jokes or 

stories, and conversations about sexual exploits or sexual desires.  
4. Displaying in the workplace sexually suggestive objects, pictures, cartoons, or representations 

of any action or subject which is sexual in nature and which can be perceived as offensive.  
5. Sabotaging an employee’s character, reputation, work, or property because of sex.  
6. Direct or indirect suggestions that an employee’s job security, job assignment, conditions of 

employment or opportunities for advancement depend in any way on the granting of sexual 
favors or relations.  

 
The Park District recognizes that consensual relationships sometimes exist between employees that are, 
or have the potential of becoming, sexual in nature. The Park District does not allow relationships between 
managers and subordinates.  
 
Bullying 
The Park District is committed to providing a workplace free from offensive and bullying behavior. Bullying 
is repeated, unreasonable actions, and less favorable treatment towards an individual, which is intended 
to intimidate and create a risk to the health and safety of the individual. It is not necessarily based on 
protected classification and does not include “appropriate” differences of opinion, workplace conflict, or 
disciplinary action due to poor performance, etc. Each employee has the responsibility to treat co-workers 
and citizens with respect. Any conduct in the workplace that creates an intimidating or otherwise offensive 
environment is not tolerated. 
 
Examples of bullying behavior may include but are not limited to:  

• Unwarranted or invalid criticism  

• Blame without factual justification  
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• Directing profanity at a co-worker 

• Excluding or isolation socially 

• Shouting or humiliating others 

• Targeting individuals with practical jokes 

• Excessive monitoring  

• Treating an individual differently than the rest of the work group or team 
 
Questions about whether conduct is permissible under this policy should be discussed with the Executive 
Director. 
 
Harassment Complaints 
An employee who believes he or she has been subject to harassment prohibited by this policy should 
report the incident immediately to his/her manager or to the Executive Director. Thereafter, the 
investigation may include interviews with the employee making the charges, the alleged offender and 
appropriate witnesses, depending on the individual circumstances of the matter. Determination of 
whether prohibited harassment occurred will be made on a case-by-case basis, depending upon the 
circumstances of the matter, including the type of harassment alleged, the context in which the alleged 
harassment occurred and any other facts deemed relevant. The employee making the complaint will be 
advised of the final disposition of the matter.  
 
Harassment Penalties 
A violation of this policy may be grounds for immediate discipline, up to and including termination, or 
other appropriate action. Sanctions, if any, will be determined on a case-by-case basis, after a review of 
relevant information.  
 
Any questions regarding obligations under this policy should be directed to the Executive Director. 
 

3.05  No Retaliation 
The West Fargo Park District maintains a strict No Retaliation Policy. Open communication of issues and 
concerns, without fear of retaliation, is vital to a healthy work environment. People who report concerns 
of wrongdoing will be protected from retaliation for making a good faith report. Those people will not be 
disciplined for making a report in good faith or asking a question.  
 
No individual’s position or influence is more important than the core value of institutional integrity. 
Anyone who engages in retaliation or harassment will face disciplinary action. 
 
This policy does not excuse employees from the consequences of improper behavior or inadequate 
performance.  
 

 3.06 Grievances 

The West Fargo Park District wishes to provide a comfortable, productive, legal and ethical work 
environment.  The Park District encourages employees to bring any grievances to the attention of their 
manager and if necessary, to upper leadership. 
 
All employees have the right to present grievances to their supervisors or Director of Parks and 



23 
 

 

Recreations and are assured freedom from discrimination, coercion, restraint on reprisal in presenting 
grievances. 
 
DEFINITION OF A GRIEVANCE:  A grievance is defined as a dispute or disagreement as to the interpretation 
or application of the specific terms and conditions of this manual, and the terms of employment under 
which they were initially hired. 
 
PROCESSING A GRIEVANCE:  The processing of a grievance as hereinafter provided is limited by the job 
duties and responsibilities of the employees and shall therefore, be accomplished during normal working 
hours only when consistent with the Employees duties and responsibilities.  The aggrieved employee and, 
shall be allowed a reasonable time, without loss of pay, to present their grievance to the employer during 
normal working hours.  Prior to such action, the employee and the union representative, where applicable, 
shall notify and receive approval by their Executive Director to present their grievance during normal 
working hours.  The Executive Director shall determine whether or not such absence is reasonable and 
would not be detrimental to the work programs of the employer. 

 
PROCEDURE:  Grievances shall be resolved in accordance with the following procedures. 

 
Step 1.  An employee claiming a violation concerning the interpretation or application of this manual or 
violation to the original terms of employment, shall, within ten (10) calendar days after such alleged 
violation has occurred, present such grievance to the employee's supervisor or designated representative.  
The designated representative will discuss and give a response to such Step 1 grievance within five (5) 
calendar days after its receipt.  A grievance not resolved by Step 1 and appealed to Step 2 shall be placed 
in writing setting forth the nature of the grievance, the facts on which it is based, the provision or 
provisions of the policy allegedly violated, the remedy requested, and shall be appealed to Step 2 within 
five (5) calendar days after the Employer designated representative's final answer in Step 1.  Any grievance 
not appealed in writing to Step 2 within five (5) calendar days shall be considered waived. 

 
Step 2.  If appealed, the written grievance shall be presented and discussed with the Employer's 
designated Step 2 representative.  The Employer designated representative shall give the Employee the 
Employer's Step 2 answer in writing within five (5) calendar days after receipt of such Step 2 grievance.  A 
grievance not resolved in Step 2 may be appealed to Step 3 within five (5) calendar days following the 
Employer designated representative's final Step 2 answer.  Any grievance not appealed in writing to Step 
3 within five (5) calendar days shall be considered waived. 
 
Step 3.  If appealed, the written grievance shall be presented by the employee and discussed with the 
Employer designated representative for Step 3.  The Employer designated representative shall give the 
employee the Employer's answer within five (5) calendar days after receipt of such Step 3 grievance.  A 
grievance not resolved in Step 3 may be appealed in Step 4 within five (5) calendar days following the 
Employer designated representative's final answer to Step 3.  Any grievance not appealed in writing to 
Step 4 within five (5) calendar days shall be considered waived. 

 
Step 4.  A grievance unresolved in Step 3 and appealed to Step 4 by the Employee shall be submitted to 
the West Fargo Park Board who shall act as a neutral arbitrator in an attempt to settle the grievance 
between the employee and the Employer.  The Park Board shall sit as a neutral arbitrator and shall hear, 
receive, and review all evidence submitted by the parties. 
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Evidence submitted by the parties may consist of but not be limited to witnesses, oral testimony, relevant 
documents and other evidence the West Fargo deems relevant.  The decision of the West Fargo Park 
Board shall be final and binding upon the party’s subject only to appeal procedures permitted under law. 
WAIVER:  If a grievance is not presented within the time limits set forth above, it shall be considered 
"waived."  If a grievance is not appealed to the next step within the specified time limit or any agreed 
extension, thereof, it shall be considered settled on the basis of the Employer's last answer.  If the 
Employer does not answer a grievance or an appeal thereof, within the specified time limits, the employee 
may elect to treat the grievances as denied that step and immediately appeal the grievance to the next 
step.  The time limit in each step may be extended by mutual written agreement of the Employer and the 
Employee in each step. 
 
Employee have a right to legal representation for grievances in accordance with NDCC 34-11.1-04.2. 
 

3.07 Discipline 
Disciplinary action may be taken by leadership in cases of violations of the policies set forth in this policy 
manual, or for any instance of conduct deemed inappropriate by the Park District.  
 
The West Fargo Park District reserves the right to determine, in its sole discretion, whether and to what 
extent disciplinary action will be imposed. Determination as to specific disciplinary action will be made on 
a case-by-case basis depending on the circumstances of a particular situation. 
 
Disciplinary action may take any or all of the following forms, even on a first infraction: 
 

• Counseling/Coaching 

• Verbal Warning 

• Written Warning 

• Final Warning 

• Suspension with or without pay 

• Demotion 

• Termination of employment 
 
Any of the above listed methods of discipline shall be reduced to writing and kept in the employee's 
personnel file located electronically. The employee shall receive a copy of such disciplinary notices.  
 
Elected and appointed board officials are not subject to disciplinary action except through election and/or 
appointment processes. 
 

3.08 Privacy  
The West Fargo Park District reserves the right to conduct searches when there is suspicion or belief that 
work related wrong-doing has occurred. Search may include all areas of West Fargo Park District property 
reasonably suspected to be related to or involved in the wrong doing. If a manager, foreman or manager 
suspects that an employee’s personal phone or laptop is being used to further the wrongdoing, he/she 
will consult with the Park District Attorney. 
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3.09 Conflict of Interest  
An official or employee shall not be beneficially interested, directly or indirectly, in any contract which 
may be made by, through or under the supervision of such person, in whole or in part, or which may be 
made for the benefit of his or her office, or accept, directly or indirectly, any compensation, gratuity, or 
reward in connection with such contract from any other person beneficially interested therein, and shall 
not knowingly engage in activities which are in conflict, or which have the potential to create a conflict, 
with performance of official duties. Examples of conflicts, or potential conflicts of interest, include but are 
not necessarily limited to circumstances where the official or employee, or their families:  
 

• Influences the selection or non-selection of or the conduct of business between the Park 
District and any entity when the official or employee has a financial interest; 

• Accepts any retainer, compensation, gift or other thing of value which is contingent upon 
a specific action or non-action by the official or employee; 

• Intentionally uses or discloses information not available to the general public and acquired 
by reason of his or her official position which financially benefits himself or herself, family, 
friends or others. 
 

A Park Board member may not vote in the authorization, approval or ratification of a contract in which he 
or she is beneficially interested even though one of the exceptions allowing the awarding of such contract 
applies. A Park Board member shall disclose the fact and extent of a remote interest for the official 
minutes of the Park Board meeting prior to taking any action related to the interest and, thereafter. 

 
A. Restrictions after leaving Park District. 

1. For one year after leaving the Park District, a former official or employee may not hold or 
acquire a financial interest, direct or indirect, personally or through their family, in any 
contract or contracts having a total value of more than $5,000 made by, through, or under 
their supervision, or accept, directly or indirectly, any compensation, gratuity, or reward 
from any person interested in such a contract or transaction. 

2. For one year after leaving the Park District, a former official or employee may not: 
a. Assist anyone in proceedings involving the Park District where such official or 

employee worked on a matter in which they were officially involved in the course 
of their duties; 

b. Represent any private person as an advocate on a matter in which they were 
involved; or 

c. Compete for a Park District contract when they were involved in determining the 
scope of work or the selection process. 

 
Acceptance of gifts: An official or employee who receives a gift may not accept gifts of cash in any amount 
that has any connection whatsoever with Park District employment or the performance of duties. 

 
An official or employee may not, directly or indirectly, give or receive or agree to receive, or ask for any 
compensation, gift, reward, or gratuity from a source for performing or omitting or deferring the 
performance of any official duty, except from the Park District. Any and all gifts valued greater than $60, 
received by a Park District employee will be given immediately to the employee’s supervisor with an 
explanation of the circumstances surrounding receipt of the gift. The supervisor or department head will 
return the gift to the sender with a written expression of thanks and an explanation of the Park District 
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policy concerning gifts. A copy of the memo shall be sent to the Park District Executive Director.  Any and 
all gifts received by an official with a value greater than $60, will be returned immediately to the sender, 
with a written expression of thanks and an explanation of Park District policy concerning gifts. A copy of 
the memo shall be sent to the Park District Executive Director, or placed with the Park District Executive 
Director’s records. 
 

o The presumption in this subsection is rebuttable and may be overcome by clear and convincing 
evidence based on the circumstances surrounding the giving and acceptance of the item. 

 
o This section shall not apply to gifts made to the Park District with a value less than $60. All such 

gifts exceeding a value greater than $60 shall be given to the Park District Executive Director 
for official disposition. 

 
Confidential Information 

a) No official or employee may accept employment or engage in any business or professional activity 
that the official or employee might reasonably expect would require or induce him or her to 
disclose confidential information acquired by the official or employee by reason of the official’s or 
employee’s official position. 

b) No official or employee may disclose confidential information gained by reason of the officer’s or 
employee’s official position or otherwise use the information for his or her personal gain or benefit 
or the gain or benefit of another, unless the disclosure has been authorized by majority vote of the 
Park Board or by terms of a contract involving: 

1. The Park District; and 
2. The person or persons who have authority to waive confidentiality of the information. 

c) An official or employee shall not use information acquired in confidence from a Park District 
customer, supplier, lessee or contractor for other than Park District purposes. 

d) This section does not prevent an official or employee from giving testimony under oath or from 
making statements required to be made under penalty of perjury or contempt. 
 

The Park District Executive Director shall determine, acting in the best interest of the Park District, whether 
information is confidential; provided a majority of the Park Board may vote to release any information 
which is not by law required to be kept confidential. 
 

3.10 Fraud Policy  
Background 
The West Fargo Park District FRAUD POLICY is established to facilitate the development of controls which 
will aid in the detection and prevention of fraud against the West Fargo Park District.  It is the intent of 
the West Fargo Park District to promote consistent organizational behavior by providing guidelines and 
assigning responsibility for the development of controls and conduct of investigations. 
 
Scope of Policy 
This policy applies to any fraud, or suspected fraud, involving employees as well as consultants, vendors, 
contractors, outside agencies doing business with employees of such agencies, and/or any other parties 
with a business relationship with the West Fargo Park District (also called the Park District).  Any 
investigative activity required will be conducted without regard to the suspected wrongdoer’s length of 
service, position/title, or relationship to the Park District. 
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Policy 
Management is responsible for the detection and prevention of fraud, misappropriations, and other 
inappropriate conduct. Fraud is defined as the intentional, false representation or concealment of a 
material fact for the purpose of inducing another to act upon it to his or her injury. Each member of the 
management team will be familiar with the types of improprieties that might occur within his or her area 
of responsibility, and be alert for any indication of irregularity.  Any fraud, involving an employee, that is 
detected or suspected must be reported immediately to the Park District Executive Director, who 
coordinates all investigations with the Park District attorney and other affected areas, both internal and 
external.  Any fraud, involving the Executive Director, that is detected or suspected must be reported 
immediately to the Park Board President, who coordinates all investigations with the Park District attorney 
and other affected areas, both internal and external. 
 
Action Constituting of Fraud 
The terms defalcation, misappropriation, and other fiscal wrongdoings refer to, but are not limited to: 

▪ Any dishonest or fraudulent act 
▪ Forgery or alteration of any document or account belonging to the Park District 
▪ Forgery or alteration of a check, bank draft, or any other financial document 
▪ Misappropriation of funds, securities, supplies, or other assets 
▪ Impropriety in the handling or reporting of money or financial transactions 
▪ Disclosing confidential and proprietary information to outside parties 
▪ Accepting or seeking anything of material value from contractors vendors or persons providing 

services/materials to the Park District.   
▪ Destruction, removal or inappropriate use of records, furniture, fixtures, and equipment 
▪ Any similar or related inappropriate conduct 

 
Other Inappropriate Conduct 
Suspected improprieties concerning an employee’s moral, ethical, or behavioral conduct, should by 
resolved by the Park District’s Executive Director.  Suspected improprieties concerning the Park District 
Executive Director’s moral, ethical, or behavioral conduct, should by resolved by the Park Board President.  
If there is any question as to whether an action constitutes fraud, the Park District’s attorney shall be 
contacted for guidance. 
 
Investigation Responsibilities 
The Park District Executive Director has the primary responsibility for the investigation of all suspected 
fraudulent acts as defined in the policy.  If the investigation substantiates that fraudulent activities have 
occurred, the Park District Executive Director will issue reports to appropriate designated personnel and, 
if appropriate, to the Park Board.  Decisions to prosecute or refer the examination results to the 
appropriate law enforcement and/or regulatory agencies for independent investigation will be made in 
conjunction with legal counsel and senior management, as will final decisions on disposition of the case. 
 
Confidentiality 
The Park District’s Executive Director treats all information received confidentially to the extent possible 
within the constraints of the law.  Any employee who suspects dishonest or fraudulent activity will notify 
the Park District Executive Director immediately, and should not attempt to personally conduct 
investigations or interviews/interrogations related to any suspected fraudulent act (see REPORTING 
PROCEDURE section below).  Investigation results will not be disclosed or discussed with anyone other 
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than those who have a legitimate need to know. This is important in order to avoid damaging the 
reputations of persons suspected but subsequently found innocent of wrongful conduct and to protect 
the Park District from potential civil liability. 
 
Reporting 
Great care must be taken in the investigation of suspected improprieties or wrongdoings to avoid 
mistaken accusations or alerting suspected individuals that an investigation is under way.  An employee 
who discovers or suspects fraudulent activity will contact Executive Director immediately.  If the Executive 
Director is suspected of fraudulent activity this must be reported to the Park Board President. The 
employee or other complainant may remain anonymous. All inquiries concerning the activity under 
investigation from the suspected individual, his or her attorney or representative, or any other inquirer 
should be directed to the Park District Executive Director or if involving the Executive Director the Park 
Board President. No information concerning the status of an investigation will be given out. The proper 
response to any inquiries is: “I am not at liberty to discuss this matter.” Under no circumstances should 
any reference be made to “the allegation,” “the crime,” “the fraud,” “the forgery,” “the 
misappropriation,” or any other specific reference. 
 
Reporting Procedures 
The reporting individual should be informed of the following: 

1. Do not contact the suspected individual in an effort to determine facts or demand restitution. 
2. Do not discuss the case, facts, suspicions, or allegations with anyone unless specifically asked to 

do so by the Park District’s Executive Director. 
 
Termination 
If an investigation results in a recommendation to terminate an employee, the recommendation will be 
reviewed for approval by the Park District Executive Director and the Park District attorney, and, if 
necessary, by outside counsel, before any such action is taken. The decision to terminate an employee is 
made by the Park District Executive Director.    
 
If an investigation results in a recommendation to terminate the Executive Director, the recommendation 
will be reviewed for approval by the Park Board members and the Park District attorney, and, if necessary, 
by outside counsel, before any such action is taken. The decision to terminate an employee is made by a 
unanimous vote of the Park Board. 
 

3.11 Credit Card Policy 

All credit cards issued by the West Fargo Park District are to be only used by the person that the credit 
card is issued to. All Park District credit card purchases are to be for Park District business only and all 
other purchasing policies apply to credit card purchases. 
 

3.12 Whistleblower Policy (02/15) 
A whistleblower as defined by this policy is an employee of West Fargo Park District (WFPD) who reports 
an activity that he/she considers to be illegal or dishonest to one or more of the parties specified in this 
Policy. The whistleblower is not responsible for investigating the activity or for determining fault or 
corrective measures; appropriate management officials are charged with these responsibilities.  
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Examples of illegal or dishonest activities are violations of federal, state or local laws; billing for services 
not performed or for goods not delivered; and other fraudulent financial reporting.  
 
If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the employee is 
to contact his/her immediate supervisor, Executive Director, Finance Director, or Board President. The 
employee must exercise sound judgment to avoid baseless allegations. An employee who intentionally 
files a false report of wrongdoing will be subject to discipline up to and including termination.  
 
Whistleblower protections are provided in two important areas -- confidentiality and against retaliation. 
Insofar as possible, the confidentiality of the whistleblower will be maintained. However, identity may 
have to be disclosed to conduct a thorough investigation, to comply with the law and to provide accused 
individuals their legal rights of defense. The Park District will not retaliate against a whistleblower. This 
includes, but is not limited to, protection from retaliation in the form of an adverse employment action 
such as termination, compensation decreases, or poor work assignments and threats of physical harm. 
Any whistleblower who believes he/she is being retaliated against must contact the Executive Director 
immediately. The right of a whistleblower for protection against retaliation does not include immunity for 
any personal wrongdoing that is alleged and investigated.  
 
All reports of illegal and dishonest activities will be promptly submitted to the Executive Director who is 
responsible for investigating and coordinating corrective action. Employees with any questions regarding 
this policy should contact the Executive Director. 
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4 Safety/Health 
 

4.01  Workplace Safety – NEW 
All employees are provided coverage by North Dakota State Workforce Safety and Insurance for accidental 
injury or occupationally-incurred illnesses in the performance of their official duties. All occupationally-
related accidents and injuries or occupationally-incurred illnesses must be reported immediately to the 
employee's manager.  
 
Claims may be filed through the medical provider, on-line at https://www.workforcesafety.com/online-
services/onlineservices.asp or through a Manager. A copy of all claims filed through the medical provider 
or on-line shall be provided immediately to the manager. 
Time loss due to occupational related injury or occupational related illness will be deducted from an 
employee's accumulated sick leave. Any benefit payment from Workforce Safety and Insurance must be 
reported immediately, by the employee, to Finance Director. The benefit payment amount will be 
deducted from the employee’s pay or can be surrendered to the Park District. The employee’s sick leave 
balance will be credited back for hours taken based upon the amount of benefit payment surrendered to 
the Park District. The formula used to calculate sick leave credit is as follows: Dollar amount received 
divided by the employee’s hourly rate equals sick leave hourly credit.  
 
Employees are prohibited from performing work while on leave relating to a workplace injury or illness. 
 
An employee unable to perform assigned duties due to a workplace injury or illness may be required to 
perform modified duty assignments. Please refer to the Modified Duty Assignment section of this manual. 
 
Employees who suffer a work related illness or injury or who are subject to medical examination as a 
condition of the ND Workforce Safety Insurance (WSI) program will be compensated for the hours during 
which the WSI approved treatment or examination is being performed. Compensation shall be made in 
compliance with FLSA requirements. Employees are to schedule treatment or examinations during 
scheduled work time when possible. 

 
The Park District strives to develop and maintain safe working conditions and encourages employees to 
work safely. Employees should be alert to hazardous working conditions that may develop, take great care 
in avoiding unsafe practices, and report unsafe working conditions to a manager, foreman or Safety 
Coordinator. The Park District’s goal is to avoid incidents causing injury or illness. To achieve this goal, 
employees must make a conscious effort to be aware of safety and health hazards at all times.  
 
Employees who cause hazardous situations, or fail to report, or remedy dangerous situations when 
appropriate, may be subject to disciplinary action including termination of employment. 
In the case of an incident that results in injury or illness, regardless of how insignificant the injury or illness 
may appear, employees will notify a manager, foreman or Safety Coordinator as soon as possible. Such 
reports are necessary to comply with laws and initiate insurance and worker’s compensation benefits 
procedures. 
 

https://www.workforcesafety.com/online-services/onlineservices.asp
https://www.workforcesafety.com/online-services/onlineservices.asp
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The West Fargo Park District has a safety policy program in place. Violations of the safety policy program 
will result in disciplinary action as set out in the Park District’s discipline policy. Employees should refer 
questions to the safety representatives for department policies. 
 

4.02 Modified Duty Assignment - NEW 
An employee unable to perform assigned duties due to a non-work related injury or illness may request 
to perform a modified duty assignment. The request must be in writing and presented to the manager. 
An employee unable to perform assigned duties due to a work-related injury or illness may be required to 
perform a modified duty assignment. The scope of work for all modified duty assignments will be in design 
with the recommendations of the employee’s treating physician. The manager will make the 
determination as to: 
 

• Nature of the modified duty assignment. 

• How long the modified duty assignment will be available. 

• Number of employees performing modified duty assignments. 
 

The manager is not required to create a modified duty assignment. Modified duty is not a permanent 
position. An employee unable to return to assigned duty upon expiration of the modified duty assignment 
may be assigned to an available position if qualified, may have employment ended, or be involuntarily 
retired. 
 
 

4.03 Emergency Closing Policy  
REPORTING TO WORK IN INCLEMENT WEATHER 
If a declaration is made by the Executive Director declares to close Park District offices because of adverse 
weather conditions or other emergency situations, only scheduled employees present and working, or 
scheduled employees notified by their manager not to report to work due to the Park District office’s 
closure, will receive pay for time not worked. Essential employees who are required to report to work 
when the Park District offices are closed will be compensated at a rate of time and a half their regular 
rate. 
 
If a declaration has not been made and a staff member chooses not to work when scheduled due to 
adverse weather or road conditions, or has previously requested to take that time off, the employee will 
not receive pay for any hours missed, but will be allowed to make up the lost time, take the time as 
vacation or compensatory time at the manager’s discretion, or take the time off without pay. Employees 
who fail to report into their supervisor may be disciplined, up to and including termination. 
 
 

4.04 Inclement Weather - NEW 
Policy Statement: 
It is the policy of the West Fargo Park District to give clear and concise information regarding program 
cancellation & facility closure in the event of inclement and threatening weather conditions. Also, it 
recommends where patrons, participants & employees should seek safe shelter in the event of a severe 
weather emergency. The West Fargo Park District staff member shall be the last person to leave the 
premises.   
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PROCEDURE FOR SEVERE WEATHER SITUATIONS 
One of the most important things you can do to prevent injuries in severe weather is to be alert. Most 
deaths and injuries happen to people who are unaware and uninformed. If the threatening weather is 
approaching and escalated to a “warning status”, patrons should be dismissed early in order for everyone 
to reach home before the worst weather reaches the area. Patrons on foot or biking should phone a parent 
or guardian for a ride. If participating in an outdoor activity all patrons must seek a safe shelter indoors 
until all patron rides arrive or sever weather passes. West Fargo Park District staff and program leaders 
must remain at the site until all patrons have left the premises.    
 
CANCELLATION OF ACTIVITIES DUE TO INCLEMENT WEATHER 
Weekdays-during school days:  If West Fargo Public Schools close due to inclement weather, all youth 
based (school age) classes, programs and activities will be cancelled until 4:30 pm. The decision to conduct 
evening classes, programs and activities will be made by the Park District Administration no later than 
3:30 pm.   
 
Saturdays, Sundays, and non-school days: Classes, programs and activities held on Saturdays, Sundays, 
or non-school days may be canceled due to inclement or threatening weather. A decision regarding 
cancellation will be made one hour to the start of the class, program or activity. If deteriorating conditions 
force on-site cancellations, a representative will remain on site (in a safe location) until all patrons rides 
arrive. The West Fargo Park District staff member shall be the last person to leave the premises.  The Park 
district will issue cancellation announcements on all local radio and television stations. Information will 
also be available at www.wfparks.org or by calling the Park District at 433-5363.    
 
Outdoor classes, programs and activities: Outdoor classes, programs and activities may be canceled due 
to inclement weather (some classes, programs & activities may offer indoor alternate sites).  A decision 
regarding cancellations will be made one hour prior to the start of class, program or activity.  If 
deteriorating conditions force on-site cancellations, a representative will remain on site (in a safe location) 
until all patrons rides arrive. The Park district will issue cancellation announcements on all local radio and 
television stations. Information will also be available at www.wfparks.org or by calling the Park District 
cancellation line at 433-5363.    
 
Cold Weather Closing 
West Fargo Park District outdoor related facilities and activities will be closed or suspended when the air 
temperature reaches -10 or a windchill of -20.  West Fargo Park District staff and program leaders must 
remain at the site until all patrons have left the premises. 
 
UNATTENDED CHILD POLICY 
An unattended child in inclement weather and program completion time is a particular concern for their 
safety. All children should have the telephone number of someone who can assist them in an emergency. 
When the safety of an unattended child is in doubt, the child has not been picked up within 20 minutes of 
the close of the facility or end of the program or the parent or responsible caregiver cannot be located, 
Park District staff shall be authorized to call the police and stay with the child until the police arrive. West 
Fargo Park District staff and program leaders must remain at the site until all patrons have left the 
premises.    
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 4.05 Identification/Building Security NEW 
Employees who are issued keys/key fobs are responsible for their safekeeping. These employees will sign 
a form to acknowledge receipt and will return the keys/key fobs when they leave employment with the 
Park District. 
 

4.06 Social Security Number Policy NEW 
Purpose 
The West Fargo Park District collects and maintains social security numbers (SSNs) and is legally required 
to do so. The purpose of this policy is to safeguard SSNs. 
 
Scope 
The collection of Social Security Numbers (either in whole or in part) includes digital and paper documents 
(including paper forms, reports, hard drives, flash drives, CDs, and zip drives). 
 
Disclosure of Social Security Numbers 
Lawfully obtained SSNs may be exchanged with the Park District where necessary to perform its 
governmental duties and responsibilities, or as otherwise allowed or required by law. SSNs will be released 
to entities outside the West Fargo Park District only when permitted or required by law. 
 
Storage 
Employees are responsible for the maintenance of records containing SSNs and shall observe safeguards 
in order to protect confidentiality of such records. The West Fargo Park District will limit access to records 
containing SSN to those individuals requiring access as determined by job function. Individuals permitted 
to access SSNs will be instructed on the appropriate handling and protection of this data by their manager 
or manager. Where possible, all records, files, and databases containing a SSN should be stored on a 
network drive with access restricted. All removable media (such as paper forms, reports, CDs, USB drives, 
and portable hard drives) containing SSNs must be secured when not in use. Reasonable security measures 
depend on the circumstances, but may include locked file rooms, desks and cabinets. 
 
Sending SSN by Mail 
SSNs may not appear on any materials that are mailed, unless state or federal law or regulations allow or 
require that the SSN appear on the document to be mailed. A SSN that is permitted may not be printed, 
in whole or in part, on a postcard or other mailer not requiring an envelope, or visible on the envelope or 
without the envelope having been opened.  
 
Destruction 
Documents that are no longer needed that contain SSN must be shredded. Under no circumstances should 
any document with all or any portion of a SSN be disposed of without first being shredded. 
 
Violations 
Documents in violation of this policy will be locked or the SSN will be deleted from the document. 
Employees shall report promptly to their manager any inappropriate disclosure of a SSN. A violation of 
this policy constitutes grounds for discipline up to and including termination. Persons responsible for 
breaching the privacy of another person by improperly obtaining, using or disclosing a SSN are subject to 
criminal prosecution.  
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4.07 Drug Free Workplace Policy 
The West Fargo Park District is concerned with any drug use that interferes with an employee's job 
performance or threatens the safety of any employee or citizen. It is the policy of the West Fargo Park 
District to provide a safe, productive workplace that is free of the use and influence of alcohol, drugs, or 
other controlled substances that are identified in federal and state laws. 
The Park District prohibits the manufacture, distribution, dispensation, possession, or use of alcohol or 
illegal controlled substances or drugs, by an employee or other person on Park District property, including 
Park District vehicles and machinery during the times such employees or any other person is on duty or 
may be perceived by the public to be on duty, or is taking a rest break or meal break and is expected to 
return to duty. Under this policy, the terms "use" and "possession" also include being under the influence 
of alcohol or any illegal controlled substance or drug, or having any alcohol, illegal controlled substances, 
drugs or their metabolites in her or his body, alone or in normally chemically combined state with other 
body chemicals. 
 

Prohibited Acts 
An employee shall not report to work, perform any service, or enter Park District property if the employee 
engages in any of the following prohibited acts: 

• Employee is under the influence of alcohol. 

• Employee is under the influence of any illegal controlled substance or drug. 

• Employee is under the influence or impaired by prescription drug, medication, or other substance 
that may in any way adversely affect his/her alertness, coordination, reaction response, or safety. 

 

Workplace Violations 
In the event that any employee commits or engages in a prohibited act, such action shall be deemed to 
be a gross incident of misconduct requiring the administration of discipline, up to and including 
termination. 
 

Every employee is required to notify the Park District of any arrest or pending charge or conviction of any 
criminal drug or alcohol statute. Such notification shall be made within five days of the date of both the 
charge and conviction. The manager shall notify the federal granting agency of such conviction of the 
employee.  
 

The manager will also inform the employee that disciplinary action may be taken and participation in a 
drug abuse or rehabilitation program may be required. 
 

Disciplinary Action 
Violations, depending upon the severity of the offense, may result in disciplinary action, up to and 
including termination of employment. 
 

Grounds for Testing 
Testing will be requested or required only under the circumstances described below. No test will be sought 
for the purpose of harassing an employee. All tests are conducted by a laboratory licensed by the state 
and certified by the National Institute on Drug Abuse. The laboratory will only notify the Executive Director 
or appointed designee of the presence or absence of controlled substances and their metabolites and/or 
alcohol in the sample tested. Failure or refusal to consent to testing when requested will result in 
termination of employment. 
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An employee may be required to undergo a drug and/or alcohol test if there is reasonable suspicion that 
the employee: 

• Is under the influence of alcohol and/or illegal drugs. 

• Has violated the policy statement above. 

• Has caused himself/herself or another employee to sustain a personal injury. 

• Has caused a work-related accident. 

• Has operated or helped operate machinery, equipment, or vehicles involved in a work-related 
incident. 

 
An employee may also be required to undergo a drug and/or alcohol test if he/she works in a department 
that participates in a random drug and alcohol screening program. 
 
Any refusal of drug or alcohol screening will be deemed as voluntary resignation. 

 
Voluntary Disclosure 
Employees are encouraged to voluntarily disclose excessive use of alcohol, prescription drugs and/or 
illegal drugs before being confronted, tested, or otherwise involved in drug and/or alcohol related 
discipline or proceeding. An individual who does so may be granted time off for treatment, rehabilitation, 
or counseling.  
 
Employees who voluntarily disclose the excessive use of alcohol, prescription drugs and/or illegal drugs 
before being confronted, tested, or otherwise involved in drug and/or alcohol related discipline or 
proceedings will not be discriminated against because of this disclosure, nor will the information that is 
disclosed be used as the sole basis for discipline. 
 
The Park District recognizes alcohol and drug abuse as treatable illnesses. The Park District is concerned 
with an employee's use of alcohol or drugs, when it may adversely affect the employee's work quality, 
attendance, and quantity of work. 
 
Where alcohol and drug problems interfere with job performance or conduct, it is the responsibility of the 
employee to get professional help to improve performance. The Park District is willing to assist employees 
in locating available help to prevent their conditions from progressing to a degree where they cannot work 
effectively. 
 
Leadership does not have the necessary qualifications to diagnose chemical dependency as a disease; 
therefore, referral for diagnosis and treatment will be based on job performance with advice and 
participation of an experienced professional consultant. 
 
Employees seeking diagnosis and undergoing treatment for conditions described in this policy will not 
have their job security or future promotional opportunities jeopardized, provided they can perform their 
responsibilities effectively in a reasonable period of time following treatment. 
The individuality of each case makes it impossible to establish limitations on how extensive the Park 
District involvement can be in its efforts to assist employees with chemical dependency problems. 
However, refusal to accept treatment or, when in the opinion of leadership, the employee has not 
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responded to treatment and the problem persists, the situation will be handled in accordance with 
existing policies and procedures for unsatisfactory performance. 

4.08 Tobacco  
The West Fargo Park District is committed to providing a safe and healthy workplace and promoting the 
health and well-being of its employees.  
Tobacco products, including, but not limited to, cigarettes, e-cigarettes, pipes, cigars and chewing tobacco, 
may not be used by any Park District employee in any Park District building, shop, leased space, vehicle, 
office or other owned or leased buildings, vehicles or equipment. Smoking will not be permitted at or near 
the public entrance to Park District buildings. Managers should designate a smoking area that is to be 20 
feet or more from any door, window, or other opening in accordance with North Dakota State Law.  
 
Smoking is not allowed during the workday except on designated breaks and only in designated smoking 
areas.  
 

4.09 Fleet, Equipment and Facility Policy 
To ensure the security, protection, and well-being of staff, property of the West Fargo Park District, and 
the general public, the Park District has developed the following policy for its fleet of vehicles and 
equipment. Any employee who will be driving a company vehicle or driving a personal vehicle on company 
business will be subject to an inspection of his/her Driver’s License record initially and annually thereafter. 
Depending upon the job requirements, some employees may have to comply with the Department of 
Transportation requirements for a Commercial Driver's License.  
 
The equipment and vehicles owned by the West Fargo Park District are to be used in the performance of 
Park District duties and functions of the Park District only. The use of Park District equipment or vehicles 
by any employee for personal use or personal gain is prohibited. If an employee’s position requires 
him/her to be on-call and take the Park District vehicle home, the vehicle must remain parked unless being 
utilized for Park District business. Similarly, the buildings, facilities, and tools owned by the West Fargo 
Park District are also intended to be used in the performance of Park District duties and functions. The use 
of these buildings, facilities, or tools by any employee for personal use or gain is prohibited. 
 
Driver Requirements 

• All drivers shall possess a valid driver's license that authorizes operation of a vehicle. This license 
shall be in the possession of the driver at all times when operating a Park District vehicle and be of 
the appropriate class governing the vehicle being operated. 

• All drivers must be insurable under the Park District’s motor vehicle insurance. 

• Park District vehicles may only be used for conducting Park District business. 

• Drivers shall comply with all laws and regulations relating to the operation of motor vehicles, 
including rules relating to the consumption of alcohol and speed regulations. 

• The driver is responsible for and will not be reimbursed for any illegal parking fees and traffic 
violations. 

• Drivers shall properly complete all required paperwork upon completion of a trip and submit 
copies of any charges and purchases in a timely manner. Drivers shall also report any unsatisfactory 
conditions with the vehicle and note any repairs to their manager or their designee. 

• Unauthorized bumper stickers or unauthorized equipment may not be placed in or on Park District-
owned vehicles. 



37 
 

 

• Hitchhikers may not be transported in a Park District vehicle, unless doing so is in the performance 
of duty to assure the safety of the individual. 

• Employees that have a vehicle assigned to them are responsible for the vehicle's maintenance and 
should check fluid levels as well as maintain the cleanliness of the vehicle. 

• Managers or their designee shall supervise the action of authorized drivers of Park District-owned 
vehicles. Managers or their designee shall take appropriate disciplinary action for violation of the 
Park District's fleet policy. 

 
Safety Belts 
Park District employees shall wear properly fastened safety belts whenever they travel on Park District 
business. Passengers in Park District-owned vehicles are required to use seat belts. 
 
 
Motor Vehicle Crashes 
Drivers shall immediately report all motor vehicle crashes involving Park District-owned vehicles to their 
immediate manager and to the Park District's insurance agent. Detailed crash reports are required and a 
copy must be provided to the employee’s manager. 
 
Personal injuries as a result of a crash are to be reported immediately to Law Enforcement and the 
employee’s immediate manager. Appropriate Workforce Safety Insurance forms should be submitted for 
any injuries. 
 
Safe Vehicle Operation 
All West Fargo Park District employees who operate a Park District-owned vehicle must notify the manager 
of any changes in their physical and/or medical condition that may be a factor in operating a vehicle safely. 
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5 Leave 
 

5.01 Holidays  
The following days shall be considered and observed as paid holidays: 

    New Year's Day                 
 Good Friday  
 Memorial Day    
     Fourth of July   

Labor Day  
Veteran’s Day  
Thanksgiving Day  
Day after Thanksgiving 
Christmas Eve  
Christmas Day  

 
Eligible employees shall receive one regular day's pay for each of the above listed holidays on  
which no work is performed. 
 

The Park Board may from time to time designate other additional holidays, for which all employees shall  
receive normal compensation. 

 

Whenever one of the above listed holidays should fall on Saturday, the preceding Friday shall be observed as a 
holiday. 
 

Whenever any of the holidays listed above shall fall on a Sunday, the succeeding Monday shall be observed as a 
holiday. 
 

Employees shall have two personal holidays per year.  Personal holidays will be added to the employee’s leave 
balance at the first day of each calendar year. 
 
The Park Board may from time to time designate other additional holidays, for which all employees shall receive 
normal compensation. 
 

In the event a non-exempt employee works on any one of the above listed holidays or their corresponding observed 
holiday date, he or she shall be entitled to time and one half pay for working on that particular holiday or 
corresponding observed holiday. 
 

5.02 Vacation Leave  
ANNUAL LEAVE:  Each permanent employee shall be entitled to vacation benefits as follows: 

 
o Employees from time of hire to four (4) years of continuous service shall be entitled to seven (7) 

hours per month vacation with pay. 
 

o Employees with five (5) to nine (9) years of continuous service shall be entitled to nine (9) hour per 
month vacation with pay. 

 
o Employees with ten (10) to fourteen (14) years of continuous service shall be entitled to twelve 

(12) hours per month vacation with pay. 
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o Employees with fifteen (15) to nineteen (19) years of continuous service shall be entitled to 
fourteen (14) hours per month vacation with pay. 

 
o Employees with twenty (20) years or more of continuous service shall be entitled to sixteen (16) 

hours per month vacation with pay.  
 
Employees may carry over their unused vacation time into the next  year; provided, however, no employee 
shall be allowed to carry more than 240 hours into a new  
calendar year, without prior Park Board approval.    
 
On the Date of Implementation of this policy (December 1, 2021) existing employees that have been 
employed for at least one year will have one year of seniority added to their employment date for the 
purposes of determining vacation accrual. Existing employees who have less than one year of employment 
will start accruing leave at the new rate, retroactive to their date of hire. 
 
Upon termination, an employee shall be paid for all annual leave.  
 

  

5.03 Personal Leave  
Full time, regular employees will be granted two (2) days of personal leave per year, with hours equal to 
the employee’s regularly scheduled shift. Personal leave may be used at the discretion of the employee 
for any reason (example: sick, vacation, other). To schedule personal leave, all employees must receive 
advance approval from the manager or designated manager. Personal leave will be awarded to the 
employee’s personal leave balance on the first day of each calendar year. Personal leave may not be 
carried forward into a new calendar year. Personal leave may be used in quarter hour (0.25) increments. 
 
Upon termination, an employee will be paid for unused personal leave. 
 

5.04 Sick Leave  
Sick leave shall be computed on a calendar basis and may be accumulated to a total of no more than nine hundred 
sixty (960) working hours. 
 
Sick leave with pay shall accrue to each employee at the rate of eight hours per calendar month of full time service.  
After five (5) continuous years of service, sick leave shall be accrued at the rate of twelve (12) hours per calendar 
month of full time service.  
 
Any employee who takes more than three (3) consecutive days off on sick leave shall be required to provide the 
Director of Parks and Recreation with a doctor's written verification of said illness. 
 
Sick leave may be used for injury or illness in the employee's immediate family.  The term "injury or illness" shall 
mean any injury or illness that requires hospitalization or care that requires the employee's presence.  The term 
"immediate family" shall be limited to the spouse and children dependent upon the employee or who resides with 
the employee for the purpose of the employee providing care to the family member.  Sick time may be granted in 
special circumstances for other family members upon approval of manager. 
 
 
 
Any employee hired before January 1, 2004 (revision February 8, 2017):   
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1. Any employee retiring from employment at age sixty-two (62) or older shall be paid 100% for accumulated 
sick leave not to exceed nine hundred sixty (960) hours.  In addition, any employee retiring from 
employment whose combined total years of continuous service equals twenty-five (25) years shall be paid 
100% for accumulated sick leave, not to exceed nine hundred sixty (960) hours.  Sick time will not 
accumulate after nine hundred sixty (960) hours. 

 
2. Any employee may accumulate unlimited hours of sick leave.  Sick time in excess of nine-hundred sixty (960) 

hours may not be carried over into the following year.  Any hours in excess of nine-hundred sixty (960) 
hours will be paid annually at a rate of 50%.  Upon separation of employment, any employee with ten or 
more years of continuous service shall be paid for 50% of accumulated sick leave at time of separation. 

Any employee hired after January 1, 2004 (revision February 8, 2017): 

3. Any employee may accumulate unlimited hours of sick leave.  Sick time in excess of nine-hundred sixty (960) 
hours may not be carried over into the following year.  Any hours in excess of nine-hundred sixty (960) 
hours will be paid annually at a rate of 50%.  Upon separation of employment, any employee with ten or 
more years of continuous service shall be paid for 50% of accumulated sick leave at time of separation. 

 

5.05 Exempt Employee Time Off  
Exempt employees are not eligible for overtime but may frequently exceed 40 hours in a work week. 
Therefore, if an exempt employee works in the office any part of a work day, that individual shall be paid 
regular hours for the entire day and is not required to use accrued time off. If an exempt individual is out 
of the office for an entire day due to vacation or illness, the employee is required to use accrued time off 
for the entire day.  Time off will be at the discretion of the Manager.  Manager time off will be at the 
discretion of the Executive Director. 
 

5.06 Family and Medical Leave Act (FMLA) 
Leave Entitlements 
The West Fargo Park District will comply with the provisions of the Family and Medical Leave Act (FMLA) 
by providing up to twelve weeks (480 hours) of unpaid leave for covered employees in a rolling 12-month 
period due to: 

• The birth of a child and to bond with the newborn child within one year of birth, 

• The placement with the employee of a child for adoption or foster care and to bond with the newly-
placed child within one year of placement, 

• The care for the employee’s spouse, child, or parent with a serious health condition, including 
incapacity due to pregnancy and for prenatal medical care, 

• The employee’s own serious health condition which makes the employee unable to perform the 
essential functions of his or her job (including work-related injuries, illnesses, and incapacity due 
to pregnancy and for prenatal medical care). 

 
Military Family Leave Entitlements 
Eligible employees are entitled up to 12 weeks of leave because of any qualifying exigency arising out of 
the fact the employee’s spouse, child or parent is a covered military member on active duty (or has been 
notified of an impending call or order to active duty) in support of a contingency operation. Qualifying 
exigencies may include attending certain military events, arranging for alternative childcare, addressing 
certain financial and legal arrangements, attending certain counseling sessions, and attending post-
deployment reintegration briefings. 
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FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of 
leave to care for a covered service member with a serious injury or illness incurred in the line of duty for 
which he or she is undergoing medical treatment, recuperation, or therapy, if the employee is the spouse, 
child, parent or next of kin of the service member. 
 
Serious Health Condition Defined 
FMLA defines serious health condition as an illness, injury, impairment, or physical or mental condition 
that involves “inpatient care” (which is defined by the FMLA as an overnight stay in a hospital, hospice, or 
residential medical care facility) or “continuing treatment” (which is defined by the FMLA as an incapacity 
of more than three consecutive, full calendar days, and any subsequent treatment or period of incapacity 
relating to the same condition.)  
 
Eligibility and Notification Requirements 
In order to be eligible for FMLA leave, an employee must have worked for the West Fargo Park District for 
at least 12 months and performed at least 1,250 hours of work during the 12 months prior to the leave. 
To request FMLA, an employee needs to complete the FMLA Request form, available from Finance 
Director. Employees who know they need FMLA leave a month before the leave begins MUST give their 
manager a 30 calendar day notice. Employees who cannot foresee the need for FMLA leave 30 days in 
advance must give as much notice as they can. 
 
The West Fargo Park District will provide every employee a “Notice of FMLA Rights” upon receiving notice 
of the need for a FMLA leave. This written notification will explain specific expectations, obligations, rights, 
and limitations applying to the employee’s leave. 
 
When the West Fargo Park District becomes aware that an employee is away from work due to a serious 
health condition (including work-related injuries or illnesses), a “Notice of FMLA Rights” will be given to 
the employee. 
 
Medical Certification Requirements 
For non-work-related injuries or illnesses, the West Fargo Park District requires an employee to submit a 
“Physician’s Certification for FMLA Leave” form to substantiate the leave is due to the serious health 
condition of the employee or the employee’s qualifying family member. For work-related disabilities, the 
Park District’s workforce compensation carrier will certify the disability. 
 
Employees are expected to provide medical certification within 15 days of the date of the FMLA notice. 
 
If an employee fails to provide a medical certification within a reasonable time, the Park District has the 
right to deny the leave. If an employee who has taken a leave on an emergency basis fails to supply the 
medical certification within a reasonable time under the pertinent circumstances, his or her continuation 
of leave may be denied. 
 
If the West Fargo Park District doubts the validity of the medical certification, it may require the employee 
to obtain a second opinion at the West Fargo Park District’s expense. In the event the opinions of the 
employee’s and the employer’s designated health care providers differ, the West Fargo Park District may 
require the employee to obtain certification from a third health care provider, again at the West Fargo 
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Park District’s expense. This third opinion will be final and binding on both the West Fargo Park District 
and the employee. 
 
If additional leave time is needed beyond that which was originally requested, an additional “Physician’s 
Certification of FMLA Leave” may be required to substantiate the need for the additional time. 
 
Compensation during FMLA Leave 
FMLA leave is unpaid. However, continuation of pay under the West Fargo Park District’s sick leave, short-
term disability and/or time off policies may be available, depending on the employee’s eligibility for those 
programs. The West Fargo Park District requires that paid time off be substituted for otherwise unpaid 
leaves of absence. This paid leave is counted toward the 12-week FMLA entitlement (or toward the 26 
workweeks of FMLA leave if leave is to care for a covered service member with a serious injury or illness). 
 
Continuation of Benefits 
Employees on FMLA leave are entitled to have their health benefits maintained while on leave. Plan 
premiums will be paid in the same manner customarily paid. All other benefits cease to accrue during the 
unpaid portion of the leave. 
 
The West Fargo Park District may seek to recover premiums it paid for maintaining health plan coverage 
if the employee fails to return to work after the leave entitlement has expired, unless the reason the 
employee does not return to work is due to: 

• The continuation, recurrence, or onset of a serious health condition affecting the employee or an 
immediate family member. 

• A sudden change in the employee’s circumstances during leave. 

• The elimination of the employee’s position while on FMLA leave. 
 
In the absence of any of these conditions, the West Fargo Park District reserves the right to recover its 
share of health premiums by deducting the amount due from any sums owed to the employee for unused 
sick leave, vacation, or from a final paycheck. 
An employee who does not return to work within ten calendar days after leave expires is considered to 
have failed to “return” to work under guidelines set by FMLA. The West Fargo Park District will consider 
this a voluntary resignation of employment. 
 
Leave Restrictions 
An employee’s entitlement to FMLA leave for birth or placement of a child expires twelve (12) months 
after the birth or placement. A husband and wife both working for the West Fargo Park District are limited 
to a combined total of twelve (12) work weeks during the twelve (12) month rolling period, if leave is 
taken for birth or placement for adoption or foster care, or to care for a parent with a serious health 
condition. 
 
This limitation does not apply to leave taken by either spouse for the other who is seriously ill and unable 
to work, to care for a child with a serious health condition, or for his or her own serious illness. 
 
 
Intermittent or Reduced Leave Schedules 
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Under certain conditions, leave may be taken on an intermittent basis or on a reduced work schedule. 
“Intermittent leave” is leave taken in separate blocks of time rather than one continuous period of time. 
It may range from an hour to several weeks. For example, the West Fargo Park District will allow 
intermittent leave to be taken on an occasional basis for medical appointments or taken several days at a 
time, repeatedly, over a period of months. Employees must make reasonable efforts to schedule leave for 
planned medical treatment so as not to unduly disrupt the Park District’s operations. Intermittent leave is 
not available for the birth or adoption of a child unless mutually agreed upon between the West Fargo 
Park District and the employee. 
 
A “reduced leave schedule” is one that reduces the usual number of hours/days per work week or hours 
per work day. It could include a schedule of a three-day week, or working only mornings or afternoons, to 
meet the employee’s requirements. 
 
The West Fargo Park District will not set a limit on the size of an increment of leave for intermittent or 
reduced schedule leave. Only the time actually taken is charged against the employee’s entitlement to 
twelve weeks (480 hours) of leave. 
 
Employee Transfers 
If an employee selects intermittent leave or a reduced work schedule, the West Fargo Park District may 
transfer him or her to a job that is more suitable to recurring periods of leave. There are two conditions 
for this transfer: 

• The equivalent position must have equivalent pay and benefits, but it does not have to have 
equivalent duties. 

• The employee must be qualified to perform the job. 

• The West Fargo Park District reserves the right to make such a transfer, with or without the 
employee’s permission. 

 
Restoration Rights 
Subject to the exception listed below, the West Fargo Park District will restore an employee to a position 
he or she held when the leave began, or to an equivalent position, with equivalent benefits, pay, and other 
terms and conditions of employment. An equivalent position will involve the same or substantially similar 
duties and responsibilities and must include substantially equivalent skill, effort, responsibility, and 
authority. The employee is also entitled to be returned to the same shift or equivalent schedule and will 
have the same opportunity for bonuses, profit-sharing, and other non-discretionary payments. 
 
If special qualifications are required for the position, and they have lapsed during the employee’s leave, 
he or she will be given a reasonable opportunity to fulfill the requirements after returning to work. 
 
If the employee’s work site has been closed or moved, and other employees were transferred to another 
work site, the employee will have the same rights for transfer as would have been available had the 
employee not taken leave. 
 
Four of the reasons an employee may not be restored to their former positions at the end of a FMLA leave 
include: 

• The individual cannot perform the essential functions of the job. 

• The individual would pose a significant risk to the safety of other employees. 
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• The individual’s job was eliminated or he or she was laid off because of business conditions. 

• The individual was identified as a “key” person and informed of this designation before or during 
the FMLA leave and his or her return to the job would present an economic hardship to the West 
Fargo Park District. 

If, at any point, an employee gives an unequivocal notice that he or she will not be returning from FMLA 
leave, the FMLA leave ends immediately. Job restoration rights and benefit continuance also cease. The 
Finance Director should be contacted with additional questions. 
 

5.07 Leave of Absence  
An employee of the Park District may be granted a leave of absence without pay for a period not to exceed 
ninety (90) calendar days. Prior to granting a leave of absence, accumulated vacation, sick time (if 
applicable), and compensatory time must be utilized. Leaves of absence may not be counted toward the 
computation of overtime or compensatory time.  
 
If an employee is not eligible for FMLA, a leave of absence may be taken for pregnancy, sickness, disability, 
or other reasons considered adequate by the manager as being in the best interest of the Park District. 
Each request for a leave of absence will be evaluated on an individual basis, taking into consideration the 
length of service, staffing needs, reason for the leave of absence and length of the leave. 
 

Request for a leave will be submitted in writing, stating the reasons why such leave should be granted, 
the proposed beginning date of such leave, and the date of termination of such leave. Such leave will not 
be granted by the manager when it is determined it would interfere with the normal operations of the 
West Fargo Park District. Employees failing to return to duty upon completion of a leave of absence 
without pay shall be considered as separated from the service without prejudice effective on the indicated 
date of return. The Park Board shall have the right to grant as many extensions to a leave of absence as 
determined necessary to the interests of the Park District. 
 

A leave of absence will be granted with a condition of reinstatement to the same position or to another 
position of equal pay in the same department if such employment remains available. No change of 
employment status will occur without written notification to the employee prior to the conclusion of the 
leave of absence. 
 
While on leave, employees will retain their years of service rights but will not earn additional benefits 
during their leave of absence.  

 
5.08 Funeral Leave  
Each employee of the Park District shall be granted up to four days of funeral leave in case of the death of 
the employee's wife, husband, child, father, mother, brother, sister, mother-in-law, father-in-law, sister-
in-law, brother-in-law, daughter-in-law, son-in-law, grand-children, step-father, step-mother, step-
brother, step-sister, step-son, step-daughter, grandparents, step-grandparents, grand-children, step 
grand-children and other next of kin as recognized by the Employer. 
 

5.09 Military Leave 
An employee who is either an enlisted person or an officer in the National Guard or Armed Forces Reserves 
shall be granted military leave in accordance with Sections 37-01-25 (Retain Status) and 37-01-25.1 
(Reinstatement) of the North Dakota Century Code, which states military leave with pay shall be granted 
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to all Park District employees up to a maximum of twenty (20) working days/160 hours per calendar year 
based on 2080 hours per year, for those employees who have been employed continuously for a period 
of ninety (90) calendar days or more. In addition, any leave of absence necessitated by a full or partial 
mobilization of the reserve and national guard forces of the United States of America, or emergency state 
active duty, must be without loss of pay for the first thirty (30) days thereof less any other paid leave of 
absence which may have been granted during the calendar year pursuant to this section. However, if leave 
is required for weekend, daily, or hourly periods of drill for military training on a day in which a public 
officer or employee is scheduled to perform the work of the state or of a political subdivision, the officer 
or employee must be given the option of time off with a concurrent loss of pay for the period missed or 
must be given an opportunity to reschedule the work period so that the reserve or national guard 
weekend, daily, or hourly drill or period of training occurs during the time off from work without loss of 
status or efficiency rating. 
 
Military members are required to present a copy of their military orders to their manager prior to taking 
military leave or at the earliest date a copy of the order becomes available. Military members may elect 
to use vacation or compensatory time in lieu of leave without pay. Military members in a leave without 
pay status will retain their years of service rights and accumulated benefits, but will not earn additional 
benefits during their leave of absence. 
The military member may elect to continue employer sponsored health insurance coverage by making 
payment of required insurance premiums. The Park District may elect to continue payment of the Park 
District’s portion of health and life insurance premiums for employees who are involuntarily mobilized to 
State or Federal Active Duty for a period up to six months. 
 
The Park District will abide by the USERRA (Uniformed Services Employment and Re-employment Rights 
Act). 
 

5.10 Disability Leave 
In the event that an eligible employee is injured or becomes ill as the result of his/her employment and 
subsequently becomes disabled, the employee shall receive full salary for a period not to exceed one 
hundred fifty (150) working days. The basis on which full salary shall be paid will be as follows: 
 
The amount of Workforce Safety and Insurance benefit received by the employee will first be deducted 
from his/her normal wage. The remaining balance of wages will be covered use of the employee’s sick 
leave. In the event additional time is needed to span the full period of recovery, the West Fargo Park 
District will contribute up to a maximum of one-hundred fifty (150) working days. The West Fargo Park 
District’s contribution will end upon a determination of the employee’s eligibility of long term disability. 
In the event Workforce Safety is responsible for the determination of eligibility, refer to the Workforce 
Safety section of this manual. 
 



46 
 

 

6 Compensation/Benefits 
 

6.01 Position Classification and Salary Plan  
The Executive Director prepares and maintains a position classification plan and a salary plan which will 
include job descriptions, minimum qualification requirements, essential duties and functions, relative rank 
of various positions, base pay and step increases for all positions, and any other information which is 
deemed necessary and appropriate. The plan and any amendments to the plan will be subject to approval 
of the Park Board.  
 
Any change to a classification of a position will be decided by the manager, in conjunction with the 
Executive Director. 
 

6.02 Pay Periods 
Pay periods consist of Sunday at 12:00am and ending on Saturday at 11:59pm. Time cards are due on the 
1st and the 16th of each month by 8 a.m. to the Finance Director. 
 

6.03 Unauthorized Work  
Any work deemed as unauthorized Park District work or “off-the-clock” (work outside of scheduled hours 
that has not been approved by a manager) is strictly prohibited for non-exempt employees. Employees 
must record all hours worked. Under-reporting or over-reporting of work time is prohibited and will be 
considered falsification of time records, resulting in possible disciplinary action up to and including 
termination of employment. 
 

6.04 Promotions 
Promotion increases are to be granted when an individual is promoted to a position in a higher salary. 
Normally these increases will be granted concurrently with the employee’s assumption of his or her new 
job and will be communicated in the offer letter.  
 

6.05 Demotions 
Demotion means either a voluntary or involuntary movement to a lower classification. The manager, in 
consultation with Executive Director, will determine whether a salary reduction is warranted. If a salary 
reduction be warranted as part of the demotion, the employee will be placed in the new pay grade, in the 
same step as occupied prior to the demotion.  
 
The Executive Director may elect to freeze the salary of the employee receiving the demotion depending 
on the circumstances of the demotion. 
 

6.06 Out-of-Grade Assignments 
Any employee who has been formally appointed to a higher position classification on an interim basis shall 
be paid according to the pay grade assigned to the higher classification. The appropriate step within that 
pay grade will be determined by awarding an incentive pay amount of a minimum of five percent (5%) 
above the employee's normal base salary. The Park Boarders must authorize incentive pay amounts higher 
than 5% in advance of assignment.  
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The employee will be placed in the step most closely matching the normal base salary, plus the incentive 
percentage. In no instance will the out-of-grade salary be less than the normal base salary plus the 
additional incentive percentage.  
 
Requests for out-of-grade pay must be submitted to and approved by Executive Director prior to 
assignment.  
 
Out-of-grade pay for employees will be calculated and paid from the first day of assignment and will 
continue until the assignment has concluded. Out-of-grade pay shall be added to an employee’s salary 
and is to be included in the calculation of overtime pay as required by the Fair Labor standards Act (FLSA).  
 
All requests for out-of-grade pay for exempt employees must be approved in advance of assignment by 
the Board of Park Boarders. Out-of-grade pay will not be taken into consideration for promotional 
increases or the end-of-employment sick leave payout.  
 

6.07 Freezing of Pay 
An employee whose salary is above the maximum of the salary range for his or her position will have no 
increases to base pay until the salary falls below the salary range maximum. 

 

6.08 Overtime  
Time worked in excess of 40 hours per week during any scheduled work week shall be considered overtime 
according to the Fair Labor Standards Act, except as stipulated for the sworn officers of the Police 
Department or exempt employees. The manager or designated manager must approve all overtime prior 
to the employee working overtime.  
 
Vacation, sick, holiday credit, personal time or compensatory time used or received during a pay period is 
not considered worked hours when calculating overtime. Only hours worked in excess of 40 hours per 
work week will be used to calculate overtime. Any excess hours above 40 hours of regular time in that 
week must actually be worked in order to receive overtime.  
 
Exempt employees are not eligible for overtime. Upon departure from employment with the Park District, 
exempt employees will not be paid for any claimed administrative leave for “overtime” work. 
 
For the Non-Exempt Employee:  Overtime will be paid at a rate of time and one-half for actual hours 
worked over employees scheduled work shift hours.  Overtime service may be approved on the basis of 
emergency circumstances or when it is impractical to maintain an additional seasonal force adequate to 
dispose of peak loads during regular hours.  Overtime work must be authorized by the Executive Director 
on an equitable basis. Overtime time will be discouraged unless approved by a manager. 
For the Exempt Employee:  It is the policy of the West Fargo Park District to permit exempt employees 
who work more hours than regularly scheduled to receive compensatory time off on a pro-rata basis. 
 

a) Granting Compensatory Time Off:  Compensatory time off is granted to exempt positions. 
There is no legal requirement or obligation of the West Fargo Park District to grant compensatory 
time off to exempt employees. A manager may choose to grant compensatory time off to exempt 
employees who are required to work in excess of 40 hours per week for special projects or during 
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weekends or any normally scheduled time off. Compensatory time will be granted on an hour-for-
hour basis. 
 
b) Procedures: The manager who signs the timesheet is authorized to grant compensatory 
time off to exempt employees only. The manager’s approval of the employee’s timesheet will 
constitute the granting of the employee’s compensatory time. All employees should record the 
appropriate time worked and time taken on the timesheet provided. 

 
c) Using Compensatory Time Off: An employee who has accrued compensatory time and 
requests use of the time must be permitted to use the time off within a “reasonable period” after 
making the request. Managers may deny the request if the use of compensatory time will “unduly 
disrupt” the district's operations. Managers can require an employee to take compensatory time 
off to manage the accrual limitation. 
 

All compensatory time earned by exempt employees in any workweek must be taken during a one-month 
period following the end of the workweek during which the compensatory time was earned. 
Compensatory time accrued is subject to an accrual limitation of 40 hours.  Employees cannot accrue 
compensatory hours in excess of 40 in a 45-day period. 

 
6.09 Break Periods 
The scheduling of break periods for all non-exempt employees is the responsibility of the employee’s 
immediate manager and/or manager, with the goal of providing a break for the employee while causing 
the least possible disruption for departmental operations.  
 
Non-exempt employees who work at least five consecutive hours will be provided a break period of no 
less than 30 minutes. Break periods are not counted toward worked hours and are not compensable. 
Employees are to be completely relieved from duty during their break period. If an employee is called back 
and required to perform any work duties during his/her break period, the employee will be compensated 
for the entire 30 minute break period. Employees must notify their immediate manager as soon as 
possible if they worked during their break period.  
 
The West Fargo Park District offers and encourages employees to take two 15-minute rest periods or 
breaks when able, but does not require them to be taken. Paid 15 minute breaks cannot be combined 
with lunch breaks nor be used at the beginning or end of a shift, combined together to make a 60-minute 
break, or be banked to use at another time. Paid 15-minute breaks should be taken separately.  
 

6.10 Lactation/Breastfeeding Break Periods 
The West Fargo Park District will provide a reasonable break time for an employee to express breast milk 
for her nursing child for one year after the child’s birth each time such employee has need to express the 
milk. The Park District will also provide a place, other than a bathroom, that is shielded from view and free 
from intrusion of coworkers and the public, which may be used to express breast milk.  
Breaks, if feasible, should be taken at the same time as the employee’s regularly scheduled rest or meal 
periods. While a reasonable effort will be made to provide additional time beyond authorized breaks, any 
such time exceeding regularly scheduled and paid break time will be unpaid. 
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Refrigerators are also available so breast milk can be stored properly. Employees storing milk in the 
refrigerator assume all responsibility for the safety of the milk. 
 

6.11 Jury and Witness Pay 
An employee called to jury duty will be granted time off with pay, less the amount of fees received for 
jury service.  
 
When an employee is called as a witness on behalf of the Park District, the Park District will reimburse the 
employee for travel-related mileage, meals, and lodging. If the employee is fully reimbursed from another 
party, the Park District will not make additional reimbursement to the employee. No time shall be 
deducted for the absence of such employee as a witness, but the employee must remit the witness fee to 
the Park District. However, if leave is taken for this period of time, the employee may retain the witness 
fee.  
 
When an employee is called as a witness when the Park District is not a party to the action, the employee 
will be required to take vacation, compensatory time, or personal leave and may collect witness fees and 
mileage from the proper party.  
 
An employee who is personally interested in, or a party to a criminal or civil action, or who voluntarily 
appears as a witness must charge his/her absence against vacation or compensatory time or take leave 
without pay. 
 

6.12 Uniforms 
The Park District will provide an allowance for work wear clothing for fulltime employees. Seasonal and 
part-time staff will be issued standard logo hats and t-shirts. 
 

6.13 Unemployment Coverage 
Employees are governed by the rules under the North Dakota Unemployment Insurance Laws. The 
employer or the employee has the right to appeal any determination made by North Dakota Job Service 
regarding claims submitted. 
 

6.14 Employee Assistance Program 
The West Fargo Park District offers an Employee Assistance Program (EAP). This program is a full service 
program which includes confidential and comprehensive counseling services for employees.  
 
The decision to seek or accept assistance through the EAP will not adversely affect an employee’s job 
security or advancement opportunities. However, participation in the EAP in no way relieves the employee 
of the responsibility to meet acceptable work performance and attendance standards. 

 
6.15 Organization Membership 
Membership in a professional organization is valuable to our employees, as well as to our organization. 
The West Fargo Park District will pay 100 percent of annual membership fees required for an employee 
to belong to a job-related professional organization that is directly related to his/her job upon approval 
by the manager. The Park District will also pay 100 percent of the fees required for employees to maintain 
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a professional designation that is directly related to their job. The Executive Director must approve, in 
writing, any exceptions to this policy.  
 
The Park District also will pay 100 percent of the expenses associated with attending periodic meetings 
and seminars sponsored by professional organizations that directly relate to the employee’s job. 
 

6.16 Travel 
Time spent commuting from home to work or work to home is not compensable and is not considered 
travel time for the purposes of this section. 
 
Out-of-Town Travel Time During Normal Work Hours 
The time exempt and non-exempt employees spend engaged in travel during their regularly scheduled 
work hours on any day of the week (including non-scheduled days) is treated as hours worked. This travel 
time is paid at the employee’s regular hourly rate of pay (or at the overtime rate if applicable based on 
hours worked). Compensable travel time includes any portion of authorized travel, such as airport 
layovers. 
 
Out-of-Town Travel Time Outside of Normal Work Hours 
The time exempt and non-exempt employees spend in travel outside of their regularly scheduled worked 
hours (including non-scheduled days) is only treated as hours worked if they are engaged as a driver or 
passenger in an automobile, plane or any other mode of transportation. This travel time is paid at the 
employee’s regular hourly rate of pay (or overtime rate if applicable based on hours worked). Time spent 
on non-travel activities outside of the normal work hours (including non-scheduled days) is not 
compensable. 
 
Employees whose travel plans have been approved are responsible for making their own travel 
arrangements. Park District vehicles should be used for travel if available. If a Park District vehicle is not 
available, mileage for use of personal vehicles will be compensated at the standard IRS rate. 
 
Employees will be reimbursed for reasonable business travel expenses incurred while on Park District 
business or related activities away from the Park District, as allowed under NDCC 44-08-04. All travel must 
be pre-approved by the manager. To receive reimbursement, a travel reimbursement form must be 
completed by the employee and signed by the Manager. The form is available from the Finance Office. 
Paperwork must be accompanied by receipts for all expenses and submitted in a timely manner. 
 

6.17 Insurance Benefits 
The West Fargo Park District provides a Blue Cross Blue Shield Medical Care Plan for all permanent  
employees and their families.  Such coverage shall consist of a group health insurance coverage  
containing a major medical insurance plan with dental and vision benefits. 

 
The West Fargo Park District provides Medical, Dental and Vision Coverage for permanent employees and 
their dependents with the cost of coverage to be paid on the following basis:  The West Fargo Park District 
will pay 75% of the premium for both the single policy and full time employee premium associated with a 
family coverage policy or single with dependent coverage policy.  Within 30 days of employment, a new 
employee will submit, to the Finance Director, a completed application form for health insurance coverage 
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or will, in writing, waive the option of health insurance coverage.  Failure to accept or waive coverage may 
result in termination of employment.  
 
Waiver of health insurance coverage within the first 30 days of employment does not prevent the 
employee from applying for health insurance coverage at a later date.  Application for health insurance 
coverage after the first 30 days of employment will be accepted subject to requirements of the health 
insurance carrier. 
 
The West Fargo Park District provides a group term life insurance policy in the sum of $25,000 ($15,000) 
for each permanent employee. 
 
Any questions regarding insurance coverage shall be directed to the Finance Director. Enrollment forms 
must be completed immediately upon employment with the Finance Director.  Any changes for coverage 
and beneficiaries must be made in writing to the Finance Director. 
 
WORKFORCE SAFETY & INSURANCE:  All employees are protected by Workforce Safety & Insurance  
against accidental injury or occupationally incurred illnesses in the performance of their official duties.   
All on-the-job accidents and injuries or occupationally incurred illnesses must be reported immediately 
to the employee's supervisor.  All claims must be filed through the West Fargo Park District. Workforce  
Safety & Insurance time loss reports must be submitted to the Executive Director to be filed in the  
employee's personnel file as a permanent record. Time loss due to job related injury or occupational  
related illness will be deducted from an employee's accumulated sick leave. 
 
Any reimbursement from the Workforce Safety & Insurance must be reported immediately, by the 
employee, to the Finance Director of the West Fargo Park District.  The reimbursed amount will be 
deducted from the employee's pay or can be turned over to the Park District.  The amount of 
reimbursement received will reduce the employee's sick leave used during the time the employee is 
absent from work.  The formula used to reduce the amount of sick leave is as follows:  The employee’s 
hourly rate will determine how many hours of sick leave have been reimbursed to the Park District and 
those hours will be added back into the employee's accumulated sick leave.  Dollar amount received 
divided by the employee’s hourly rate equitant equal sick leave hourly credit. 
 
UNEMPLOYMENT COVERAGE:  All employees are provided coverage under the North Dakota 
Unemployment Insurance Laws. 
 
EMPLOYEE RETIREMENT PROGRAM: The program being offered is a benefit for the employees with the 
main purpose being to attract and hold employees. Effective January 1, 1999, the City will contribute the 
total percentage of the employee/employer contribution set by NDPERS of the employee’s annual base 
salary into the North Dakota Public Employees Retirement (NDPERS) fund.   This contribution will be made 
monthly for all full time employees beginning from date of hire. 

 
EMPLOYEE DEFERRED COMPENSATION PLAN: The City will continue to participate in deferred 
compensation plans for employees hired before January 1, 1999.  The City will contribute the total 
percentage of the employee/employer contribution set by NDPERS  of the employees annual base salary 
into one of the following companies: 
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1.)  FTJ FundChoice 
2.)  Equi-Vest 
3.)  Alerus Securities 
4.) Hartford Insurance 
5.) New York Life       
 

Employees have the option to voluntarily contribute to any deferred program as a payroll deduction in  
addition to the West Fargo Park District’s contribution. Such contributions will be reported to NDPERS 
in compliance with a supplemental IRC. Section 457 plan approved by the NDPERS Board. 
 
FLEXIBLE BENEFITS PROGRAM:  The West Fargo Park District offers a Flexible Benefits Program under 
Section 125 of the Internal Revenue Service Code.  A premium payment plan and flexible spending 
accounts program for child care costs and/or other approved health care costs are allowed.  Enrollment 
forms and information are available from the Clerk of the West Fargo Park District. 
 
PAYROLL CHANGES:  No payroll changes will be accepted during the calendar year unless a lifestyle 
change occurs.  Any changes, deletions or additions shall be made at the beginning of each fiscal year 
(January 1st). 
 

DISABILITY INSURANCE:  The West Fargo Park District provides disability insurance to all full time 
employees at no cost to the employee. 
 

6.18 Soft Benefit Policy - 3/8/2017    
The West Fargo Park District fulltime employees and Board members are encouraged to participate in 
Park District programs, events and use of its facilities. Fulltime employees and Board members of the West 
Fargo Park District are allowed to use Park District facilities, where there is not a direct incurred cost to 
the Park District at no charge or scheduling conflict, some restrictions apply.  Because there is no payment 
for use of facilities, programs or events by the employee, the employee will have fewer privileges than the 
paying public.  The employee/board member who desires to have the same privileges as the paying public 
are required to pay the regular fee. Park District use policies and regulations will apply the same to 
employee/board member as the paying public. 
 

Fulltime employees and board members and anyone residing in their household, may participate free of 
charge in West Fargo Park District sponsored programs, and utilize Park District facilities while working or 
serving the West Fargo Park District. Park Board members shall have lifetime privileges upon completing 
an eight-year term and fulltime employees shall have a lifetime privileges upon reaching 20 years of 
employment with the District. 
 

Included for free of charge for use: 
a. All park shelters and recreation centers.    
b. Rustad Recreation Center – court reservations/use; meeting room use. 
c. Veterans Memorial Pool season pass. 
e. Veterans Memorial Arena – court reservations/use; meeting room use (excludes exclusive ice rental 

use).  
f. Alcohol Permits. 
g. Park District program and activity registration fees. 
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Exclusions include:   
1) In the event a program reaches capacity, the FTE or board member has the option to pay or may be 
placed on a wait list. 
2) Contracted or percentage based Park District programs are not included.  
3) Food cost associated with rental will be at cost to user as determined by the Park District. 
4) Fee will apply for additional staff needed;  
5) Policy does not apply to admission charges for rentals of facilities outside the District. 
6) Shelters, meeting rooms, courts are available as long as use does not conflict with another rental by the 
public or Park District schedule. 
7) Exclusive ice time at the Veterans Memorial Arena.  
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KEY PHONE NUMBERS 
 

Park Office……………………………………………………………….………….…………….433-5360 
Number will connect you to all Park offices and facilities 

 
WF Park District On Call (weekends only) ………………………………………………..446-6038 
 
Rustad Recreation Center Attendant Office………………………………………..551-7110 
(call if after Park Office hours) 

 
WF City Hall………………………………………………………………………………..………433-5300 
 
WF Public Works ……………………………………………………………………….………433-5400 
 
WF Police Dept (non-emergency).…………………………………..………………………....433-5500 
 
WF Fire Dept (non-emergency)…………………….…………………………………………….433-5380 
 
 
 

Barb Erbstoesser………………………..…..……..……Executive Director 701-361-1207 
 
Lance Belisle…………………………..…………….….Recreation Manager 701-371-8550 
 
Jamie Olson……………………………...…………………. Facility Manager 701-361-1264 
 
Josh Mathern……………......…………...... Park Operations Manager 701-799-2085 
 
Justin Germundson……………...…………....…………Finance Director 701-361-2779 
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INCLEMENT & THREATENING WEATHER 
 

West Fargo Park District 
INCLEMENT & THREATENING WEATHER 

(2019 Emergency Preparedness & Personnel Policy manuals) 
Policy Statement: 
It is the policy of the West Fargo Park District to give clear and concise information regarding program cancellation & facility 
closure in the event of inclement and threatening weather conditions. Also, it recommends where patrons, participants & 
employees should seek safe shelter in the event of a severe weather emergency. The West Fargo Park District staff member 
shall be the last person to leave the premises.   
 
PROCEDURE FOR SEVERE WEATHER SITUATIONS 
One of the most important things you can do to prevent being injured in severe weather is to be alert. Most deaths and injuries 
happen to people who are unaware and uninformed. If the threatening weather is approaching and escalated to a “warning 
status”, patrons should be dismissed early in order for everyone to reach home before the worst weather reaches the area. 
Patrons on foot or biking should phone a parent or guardian for a ride. If participating in an outdoor activity all patrons must 
seek a safe shelter indoors until all patron rides arrive or sever weather passes. West Fargo Park District staff and program 
leaders must remain at the site until all patrons have left the premises.    
 
CANCELLATION OF ACTIVITIES DUE TO INCLEMENT WEATHER 
Weekdays-during school days:  If West Fargo Public Schools close due to inclement weather, all youth based (school age) 
classes, programs and activities will be cancelled until 4:30 pm. The decision to conduct evening classes, programs and activities 
will be made by the Park District Administration no later than 3:30 pm.   
 
Saturdays, Sundays, and non-school days: Classes, programs and activities held on Saturdays, Sundays, or non-school days 
may be canceled due to inclement or threatening weather. A decision regarding cancellation will be made one hour to the start 
of the class, program or activity. If deteriorating conditions force on-site cancellations, a representative will remain on site (in 
a safe location) until all patrons rides arrive. The West Fargo Park District staff member shall be the last person to leave the 
premises.  The Park district will issue cancellation announcements on all local radio and television stations. Information will 
also be available at www.wfparks.org or by calling the Park District at 433-5363.    
 
Outdoor classes, programs and activities: Outdoor classes, programs and activities may be canceled due to inclement weather 
(some classes, programs & activities may offer indoor alternate sites).  A decision regarding cancellations will be made one 
hour prior to the start of class, program or activity.  If deteriorating conditions force on-site cancellations, a representative will 
remain on site (in a safe location) until all patrons rides arrive. The Park district will issue cancellation announcements on all 
local radio and television stations. Information will also be available at www.wfparks.org or by calling the Park District 
cancellation line at 433-5363.    
 
Cold Weather Closing 
West Fargo Park District outdoor related facilities and activities will be closed or suspended when the air temperature reaches 
-10 or a windchill of -20.  West Fargo Park District staff and program leaders must remain at the site until all patrons have left 
the premises. 
 
UNATTENDED CHILD POLICY 
An unattended child in inclement weather and program completion time is a particular concern for their safety. All children 
should have the telephone number of someone who can assist them in an emergency. When the safety of an unattended child 
is in doubt, the child has not been picked up within 20 minutes of the close of the facility or end of the program or the parent 
or responsible caregiver cannot be located, Park District staff shall be authorized to call the police and stay with the child until 
the police arrive. West Fargo Park District staff and program leaders must remain at the site until all patrons have left the 
premises.    
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REPORTING TO WORK IN INCLEMENT WEATHER 
If a declaration is made by the Executive Director declares to close Park District offices because of adverse weather conditions 
or other emergency situations, only scheduled employees present and working, or scheduled employees notified by their 
manager not to report to work due to the Park District office’s closure, will receive pay for time not worked.  
 
If a declaration has not been made and a staff member chooses not to work when scheduled due to adverse weather or road 
conditions, or has previously requested to take that time off, the employee will not receive pay for any hours missed, but will 
be allowed to make up the lost time, take the time as vacation or compensatory time at the manager’s discretion, or take the 
time off without pay. Employees who fail to report into their supervisor may be disciplined, up to and including termination. 
  

Veterans Memorial Pool--------------------------------------------------------Bath house/restroom. 
Veterans Memorial Arena--------------------------------------Locker rooms and interior rooms. 
Elmwood Park-----------------------------Maintenance building/warming house or pit toilets.  
Tintes Park---------------------------------------- Tintes Activity Center restrooms or bathhouse.  
Rustad Recreation Center----------------------------------------Interior room without windows. 
Splash Pad-------------------------------------------Interior room without window in bathhouse. 
Armour Park Shelter---------------------------------------------------Pit toilet or shelter restroom. 
Rendezvous Park-------------------Pit toilets or AC restroom or maintenance building restroom. 
Young or Exchange Fields-------------------------------------------------Concession or club house. 
North and South Elmwood Ball Fields------------------Pit toilet, restroom or concession stand. 
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MEDIA ACCESS & INTERVIEWS 

 
Policy Statement: 
It is the policy of the Park District to grant media access to the Park District facilities and programs when that access does not 
present a safety hazard or obstruct employees from, carrying out their job duties.  
 
Only the following employees are considered to have the responsibility to conduct interviews with the media: 
 
Executive Director--------------------------------------------------------------------------------------------------------------------Barb Erbstoesser 
 
Rustad & Recreation Manager----------------------------------------------------------------------------------------------------------Lance Belisle 
 
Events and Communications Specialist-------------------------------------------------------------------------------------------------Katie Ettish 
 
Park Operations Manager-------------------------------------------------------------------------------------------------------------------Bob Potter 
 
Facilities Manager----------------------------------------------------------------------------------------------------------------------------Jamie Olson 
 
Finance Director--------------------------------------------------------------------------------------------------------------------Justin Germundson 
 
All other employees must seek authorization form their supervisor prior to granting interviews to the media.  
 
If media is present, employees are requested to notify a designated supervisor. Access to the site should not be denied while 
waiting to contact the supervisors unless the safety hazard or obstruction of job duties restriction applies. The media may 
interview the public in attendance.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



58 
 

 

LOST & FOUND POLICY 
 
Policy Statement:  
It is the policy of the West Fargo Park District to provide for a consistent manner in which Park District employees will collect, 
save and distribute discarded or unclaimed items on Park District properties.  
 
Procedure: 
Items which are valued at $25 or more will be considered as important.  An employee, in conjunction with his/her supervisor, 
will determine if an item has a $50 value.  
 
Important:  
Lost and found items will be brought to the Park District office as soon as practical. Tags will be placed on the items with a 
simple explanation of when and where found and the name of the person who found the item. Only staff at the office 
location will manage the return of important items. All items above $25 in value must be identified before being returned to 
the claimant. All items of value less than $25 will be kept at the location where found in a lost and found container that is 
available to the public without staff being present.   
 
Disposal: 
All clothing items under and over the $25 value and not claimed 30 days after the end of the season will be given to a non-
profit agency. All non-clothing items, if not claimed 30 days after the end of the season, will be dispersed through a non-
profit agency.   
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UNATTENDED CHILD POLICY & CHILD RATIO 
 
Policy Statement: 
To assure the safety and welfare of unattended children and to deter the use of public park and recreation 
facilities as ad hoc child care facilities.  The West Fargo Park District staff member shall be the last person to leave 
the premises. 

 
 
 
Dealing with Unattended Children:  
An “unattended child” is defined as any child below the age of 14 years of age whose safety and well being are 
threatened by being left unattended for an inappropriate length of time considering the child’s age, maturity and 
level of development.  Parents or guardians are encouraged to be on time when picking up their child. Any child 
not picked up within 20 minutes after the class, program or activity is considered an “unattended child”. After 20 
minutes the West Fargo Police Department may be contacted to pick up the unattended child and may be taken 
to the Police Dept. to wait. Program leaders must remain on the site until all patrons or students have left the 
premises.  
 
 
 

Supervision of Children at the Veterans Memorial Pool: 
The West Fargo Park District provides lifeguards to ensure that all patrons are safe while swimming.  Groups are 
to provide supervisors to enforce rules, to maintain safety and help discipline their children when necessary.  All 
young children must be supervised according to the rules below. 
 
1. Supervisors must be 16 or older.  
 
2. All children age 8 & younger must be supervised (children age 9 and older may enter the pool by themselves). 
 
3. There must be at least 1 supervisor for every 8 children.   
 
4. Children age 6 and under must be directly supervised and in one pool. 
 
5. Children age 7 and 8 may swim in the big pool as long as their supervisor is in the pool facility. 
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Emergency & First Aid 
Handling a Medical Emergency Situation 

 
Policy Statement: 
Regardless of the situation or circumstances, accidents and injuries do and will occur. It is our job to see that accidents and 
injuries are kept to a minimum. It shall be the employee’s responsibility to be aware of his/her surroundings so as to take 
notice of any unsafe act or condition and maintain safe conditions for our patrons. These situations shall be brought to the 
attention of the immediate supervisor for corrective action.  
 
Applying General First Aid Procedures 
If and when accidents/injury occur use common sense.  Apply only general first aid, all facilities are equipped with a basic first 
aid kit. The following guidelines are common sense approaches to emergency situations, you are not bound to them, as the 
emergency will dictate what has to be done.  
 
1. Check the scene. 
             a). What happened. 
             b). Who is injured-identify the victim. 
2.Check the victim.  
            Use your senses of sight, smell & hearing 
            -Conscious or unconscious?         -If conscious, try to find out what happened 
            -Problems breathing?                    - Pain? 
            -Pulse?                                           -Severe Bleeding? 
            -Injuries?                                        -Other concerns? 
3. If the situation is, or appears to be serious, call 911 immediately. 
            -Call and notify the victims parent or guardian, if known.  
4. Care for the victim. 
            a). Life threatening emergencies first 
            b). Provide care for what you find 
            c). Watch for changes in conditions especially breathing and consciousness 
            d). Help to rest comfortably 
            e). Keep from getting chilled or over heated 
5. Call or locate the victim’s parents. 
            a). Inform them of the accident and/or the condition of the person.  
            b). If not transported by ambulance, a parent or guardian must come and get the victim. 
Under NO CIRCUMSTANCES can an employee personally transport the victim home or to a medical facility.    
 
6. Each facility is provided with a general first aid kit. (Kits contain basic first aid items) 
      a) Individuals who are capable of administering first aid to themselves will be given appropriate supplies & instructions on 
how to apply first aid directly on their own. Staff will not have contact with blood or body fluids in these situations.  
      b) For more serious injuries or for individuals who cannot administer first aid to themselves, employees will take universal 
precautions and then administer to the injury.    
  
 
Reporting: 
In all medical emergency situations an INCIDENT REPORT must be completed by each employee and any other person in 
direct observance of the situation. This report must be completed immediately and one copy kept on record at the facility 
and one copy sent to the Park District administrative office. If the emergency is of serious nature contact your supervisor on 
the emergency phone list immediately.  
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BLOOD-BORNE PATHOGEN EXPOSURE CONTROL PLAN 
 

Policy Statement 
The West Fargo Park District is committed to providing a safe work environment for its employees and patrons. This exposure 
control plan defines Park District procedures and employees’ responsibilities as they relate to blood and other potentially 
infectious materials.  This exposure control plan has been established to reduce the risk of exposure of Park District 
employees to blood-borne pathogens.  
 
Instruction 
All park District employees (full time and temporary) who have an occupational exposure risk to blood or body fluids will 
receive instruction which creates awareness to the risk of blood-borne pathogens, training on: 
                                               *Information on blood borne diseases. 
                                               *Modes of transmission. 
                                               *Means to reduce the risk of occupation exposure.  
                                               *Procedures for handling blood and body fluids.  
                                               *Immunization information.  
                                               *Reporting exposure occurrences.  
 
EMERGENCY CLEAN UP 
 
Personal Protective Equipment will be available in a designated spot for use in the cleanup operation. These will be supplied 
and monitored by facility managers and will not be used for anything but emergency clean up.   
 
Equipment/Supplies: gloves, eye protection or face shield, clothing protection, i.e. spray suits, shoe covers, broom, dust pan, 
bucket, mop, bleach.  
 
If an exposure should occur during clean up procedure, contact supervisor immediately! 
 
Procedure:  
1.  Facility personnel will be responsible for emergency cleanup.  
2. Secure are off from facility users; i.e.cones, wet floor sign, etc.  
3. Once contaminated area is secured, then employee must proceed to put on protective equipment available. 
4. Once all personal protective equipment is in place, clean up and disinfecting of the site should happen. The clean-up 
materials-rags, towels, etc. will be disposed of in an orange/red bio-hazard bag. After the site is disinfected, the employee 
must also dispose of the contaminated personal protective equipment into the bio hazard bag. 
5. Employee must immediately wash hands, etc. with disinfectant hand soap.  
6. The bio hazard bags must be taken to the Health Department for disposal. 
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SAFE PRACTICES IN THE WORKPLACE 
FIRE PROTECTION AND CONTROL 

WEST FARGO PARK DISTRICT 
 
 

1. All employees shall know the location and be properly trained in the operation of all firefighting equipment. 
2. Portable fire extinguishers shall be suitable to the conditions and hazards involved. They also will be provided and 

maintained in good operating condition. Each extinguisher will be serviced at least once a year and dated to show 
this. 

a. Portable fire extinguishers shall be conspicuously located and mounted where they will be readily 
accessible. Extinguishers weighing 40 lbs or less shall be installed so the top is not more than 5 feet above 
the floor. Extinguishers weighing more than 40 lbs shall be installed so the top is not more than 3 ½ feet 
above the floor. 

b. Fire extinguishers shall not be obstructed or obscured from view. 
3. When using a typical extinguisher, follow the “PASS” method: 

a. Hold the extinguisher upright 
b. Pull the pin, stand back eight or ten feet. 
c. Aim at the base of fire. 
d. Squeeze the handle. 
e. Sweep at the base of the fire with the extinguishing agent.  
f. If you aim high at the flames, you won’t put out the fire. Remember, too, that most extinguishers have a 

very limited operations time, only 8-10 seconds, so you have to act fast and spray correctly at the base of 
the fire not at the smoke or flames. 

4. Gasoline should never be used as a cleaning agent. 
5. An approved safety container shall be used for handling flammable liquids up to five gallons. 
6. Post “NO SMOKING” signs in the vicinity of fueling and flammable storage areas. 
7. The furnace room shall be kept free of all combustible material and the hating system periodically checked to make 

sure it is in good operating condition. 
8. All electrical installations must follow the National Electrical Code for the class occupancy. 
9. Before quitting for the day, an inspection shall be made of each work area and all equipment for possible fires. 
10. In the event of a fire, report the fire first, if possible then try to extinguish it. 
11. The number of the nearest fire department shall be conspicuously posted near the phone. 
12. Rubbish shall only be burned in approved incinerators.  
 
EXITS 
1. Every building designed for human occupancy shall be provided with exits sufficient to permit the prompt escape of 

occupants in case of emergency. 
2. All passageways to exits must be unobstructed and accessible at all times.  
3. Exits shall be marked by readily visible signs reading EXIT with letters not less than 6 inches high.  
4. Any door, passage or stairway which is neither an exit not a way of exit access and which is so located as to be likely 

mistaken for an exit shall be identifies by a sign reading “Not an Exit” or shall be identified by a sign indicating its 
actual character, such as “To Basement”.   

5. Where occupants may be endangered by the blocking of any single exit due to fire, there shall be at least two means 
of egress removed from each other. 
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SAFE PRACTICES IN THE WORKPLACE 

SLIPS, TRIPS, AND FALLS 
WEST FARGO PARK DISTRICT 

 
 

Slips 
1.  Practice safe walking skills. If you must walk on wet surfaces, take shorter steps to help maintain your center of 

balance under you and point your feet slightly outward.  Move slowly and pay attention to the surface you are 
walking on.  

2. Clean up spills immediately. Any kind of spill that you see, if possible clean it up yourself or report it to the 
appropriate person/persons. Even minor spills can become hazardous.  

3. Do not let grease, oil, or fluids accumulate on shop floors, around equipment, or in walk areas.  
4. On smooth surfaces be more cautious and move slowly on floors that have been waxed, but not buffed and other 

very slippery surfaces.  
5. Ice and snow present especially hazardous conditions on walk surfaces. When possible remove ice and snow from 

sidewalks, door opening walkways, and walkways where melting ice or snow may be present. 
6. Wear proper footwear for the conditions that may be encountered. 

 

Trips 
1. Walking surfaces will be clean and no obstruction in walking path. 
2. Carry loads that can be handled comfortably and where eye contact can be made with walk area.  
3. Keep work area and all walkway areas well lit, so the ability to see clearly is not interfered with.  
4. Keep work areas clean and uncluttered. Do not put materials or tools on steps or aisles. Store tools and materials in 

storage cabinets, closets, or specially designed storage areas.  
5. Arrange furniture and workbenches so they do not interfere with walkways or pedestrian traffic areas.  
6. Power cords for electric power tools, airline hoses, and electrical extension cords shall be taped or covered so as 

not to create trip hazards.  
7. Report all findings as to lose carpets, loose floorings, loose or broken pavement, loose tiles, and loose steps or stair 

coverings that can catch a foot or cause a tripping incident.    
 

Falls 
1. When working on docks, trucks, and work stages or areas of height, lowers ones self from areas rather than jumping.  
2. All hallways, stairwells, and work areas will be well lit.  
3. Replace or repair hazards such as loose stairs or handrails. Report these incidents to the proper person or persons 

for repair.  
4. Do not store materials or tools on stairs in aisles.  
5. Wear the proper footwear when working in areas that may cause falls, non slip soles would be appropriate.  
6. Always use proper protective equipment when working at higher levels.     
7. Never use chairs, or any other unstable objects to perform work when reaching or climbing. 
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SAFE PRACTICES IN THE WORKPLACE 
PERSONAL PROTECTIVE EQUIPMENT 

WEST FARGO PARK DISTRICT 
 
Hearing Protection 

1. The company supplies hearing protection for all employees. Ear muffs and plugs can be obtained form your supervisor.   
2. If you are working in an area where you feel the noise level is bothering you, use hearing protection.  
3. Any person operating a hand grinder or large impact tolls must use hearing protection. Cotton does not serve as an adequate hearing protection.  

Be sure to get the proper fit on the earplugs.  
4. Alert your co-workers in your area if you are going to be generating a noise level above the normal workplace level so they can also be prepared 

to use hearing protection.  
 
Eye Protection 

1. Safety glasses, with side shields, must be worn by every employee, customer, or visitor entering any area that exposes the eye to the following 
hazards 

a. Flying pieces of metal or steel. 
b. Where chips or dust may be created. 
c. Where chemicals may be present. 
d. Where liquids or solid particles maybe blown or splashed. 
e. The possibility of pressure release.  

2. A face shield and safety glasses with side shields must be used when doing grinding of any type or when using wire wheel buffers. 
3. Face shields and goggles should be cleaned after use. 
4. Damaged face shield and goggles will be removed from services and replaced by a good set immediately 
5. A welding helmet with tinted face shield and safety glasses with side shields must be worn when welding to protect eyes form light, sparks and 

radiation. 
6. If an employee wears prescriptive lenses or eye glasses then goggles shall be worn. 

 
Foot Protection 

1. Safety footwear must be worn by employees working in area where there is a risk of injury from falling objects, objects piercing the sole, or where 
employee’s feet are exposed to electrical hazards.  

2. Safety footwear shall be kept clean and inspected regularly for any defect, such as torn, loose soles, or cracked or torn toe protection. 
3. Safety shoes or boots shall fit so that the equipment does not cause unusual tiring or irritation.    

 
Head Protection 

1. Hard hats must be worn in areas where there is a potential for injury to the head from falling objects.  
2. Hard hats shall fit snugly, and be adjustably.  
3. There shall be sufficient clearance between the shell of the hardhat and the suspension.  
4. The hard hat shall be inspected for any defects such as cracks, dents, or worn spots. 
5. Hard hats shall not be left sitting in direct sunlight or in extreme heat areas as damage may occur to the shell. 
6. Hard hats shall not be altered in anyway.  
7. Hard hat suspension systems shall be maintained and replaced as needed. 

 
Hand protection 

1. Hand protection shall be worn where applicable.  
2. Hand protection shall fit well enough to allow proper dexterity for the job being performed.  
3. Hand protection that has been contaminated by chemicals, oils or greases should be either decontaminated or disposed of.  
4. Hand protection shall be kept free from damage or tears.  
5. Hand protection shall be worn when handling materials that may be abrasive, or may have burrs.  
6. Employees must wear the appropriate rubber gloves for protection against chemical hazards.  
7. Insulated gloves should be worn when working around heat or steam.  

 
Lifting 

1. Always check the weight of the load before you attempt to lift.  If the load seems to heavy, get help, do not lift anything you feel is too heavy!!!    
2. Position yourself as close to the load as possible. The further you hold the load from your body the heavier it will be on your spine.  
3. Assume a wide base of support, with legs shoulder width apart and one foot slightly ahead of the other. A wide base of support will ensure a better 

balance and keep your knees form getting in the way.  
4. Keep the normal curves in your spine. Keep your head up! 
5. Keep your stomach muscles firm.  This will prevent you form overarching your back while lifting.  
6. Use smooth, controlled movements, do not twist, move feet first. Rapid or jerking motions can place increase demands on your back.  
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SAFE PRACTICES IN THE WORKPLACE 

DRIVING SAFETY 
WEST FARGO PARK DISTRICT 

 
Seat Belts and You 
Three out of four accidents causing death occur within 25 miles of work or home. The chances of being killed are almost 25 times greater if 
you’re thrown from the car. Safety seat belt can keep you from: 

▪ Plunging though your windshield 
▪ Being thrown out the door and hurtled through the air 
▪ Scraping along the ground 
▪ Being crushed by your own car 

 
Cell Phones and Driving 
Refer to page 16 for Cell Phone Policy. Turing a radio station, flipping a cassette tape or CD, daydreaming, or talking on the phone is a factor 
in 40% of all collisions.  The number of vehicle collisions can be reduced greatly if drivers follow safety precautions such as: 

▪ Pull off the road to dial or ask a passenger to do it for you. 
▪ Pull off the road if you have to take notes, if the conversation is emotional, or distracting. 
▪ No texting while driving. 

        
Defensive Driving 

▪ Always be ready to yield the right of way to those who do not follow the right of way rules. 
▪ Always drive with your headlights on. This enables other drivers to see you more readily. Never drive with your park lights only. 
▪ When driving scan the road ahead, behind, and next to your vehicle. Check your rear-view and side-view mirrors every 3 to 5 

seconds. 
▪ Focus your attention on driving at all times – no eating, reading, texting, etc. 
▪ Always signal 100 ft. in advance of your turns and be sure the signal is canceled after the turn. 
▪ Keep a safe distance from the vehicle in front of you. This will allow you to act in time in case of the other driver’s error. 
▪ Follow the posted speed limits set for perfect conditions and slow down for any conditions, such as weather, road surface, 

congestion, night driving etc. 
 
Get the Keys 
Getting someone whom is about to drive drunk to hand over the car keys is often easier said than done. Below are some tips and advice: 

▪ If the driver is a close friend, try to use a calm approach. Suggest that he or she may have had too much to drink and that it would 
be better to take a cab or let someone else drive. 

▪ Be calm and make light of the situation. 
▪ Try to make the driver aware that you are doing him or her a favor. 
▪ If the driver is someone you don’t know well, speak to his or her friends and have them make an attempt to persuade the driver 

to hand over the keys. 
▪ If the driver is a good friend, spouse or family member, make it known that you will not go along if he or she drives. Suggest that 

you will call someone else for a ride, take a cab, or walk 
▪ Locate the driver’s keys while he or she is preoccupied and take them away. Most likely, the driver will think they’re lost and will 

be forced to use some other form of transportation. 
▪ If possible, do not embarrass or confront the driver, particularly with men. This can make them appear vulnerable to alcohol and 

its effects. 
 
Don’t Rage on the Road 

▪ Do not block lanes. 
▪ Do not change lanes without first signaling well in advance of your lane change. 
▪ Do not tailgate. 
▪ Avoid use of your horn or high beam lights unless absolutely necessary. 
▪ Never make an obscene gesture toward another driver. 
▪ Drive in the slow lane as much as possible or move into the slow lane when a fast moving vehicle approaches from the rear. 
▪ Always signal well in advance of any turn. 
▪ Be sure your signal lights are cancelled after your turn. 
▪ Yield the right-of-way always. 
▪ Always be a courteous driver; you will be surprised by the actions of other drivers.  
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SAFE PRACTICES IN THE WORKPLACE 
MATERIAL HANDLING/SAFE LIFTING 

WEST FARGO PARK DISTRICT 
 
 

Due to the repetitive nature of lifting and the cumulative nature of minor injuries, especially to the back, it is 
imperative that proper lifting techniques be used on every lift, regardless of weight or bulk. 
 

Set up the lift: 
1. Check the surface for hazards that might cause trips or slips. 
2. Push or drag the load to a level area. 
3. Face the direction you will carry the load. 

 
Lift using a good technique: 

1. Place feet about shoulder width apart, with one slightly ahead of the other for balance. 
2. Bend at the knees, keeping the back straight. 
3. Tuck in chin to keep upper spine in line. 
4. Grip the load firmly with both hands. 
5. Lift, using the legs, in one continuous move. 
6. Keep load close to the body, with arms extended downward. 
7. Turn using your feet. 
8. Keep your back straight and do not twist. 

 

Move heavy or bulky loads in stages with rest in between. When lifting objects of 50 lbs. or more use mechanical 
lifting equipment or get someone to help.  If you lose your balance or cannot maintain the load, drop it, pushing 
load away from you. 
 
Set the load down using good technique: 

1. Stop and place feet apart 
2. Lower in one motion, bending at the knees. 
3. Keep back straight throughout. 
4. When items in contact with surface (farthest edge first), release lower hand, then when hands and 

feet are clear, release the item. 
5. Stand slowly, using your legs. 

 
When using several people to lift: 

1. Choose a leader who will give verbal signals. 
2. Be sure everyone understands the lift, movements, and meaning of orders. 
3. Confirm that everyone has a firm grip and is ready to lift. 
4. Lift together and check that everyone is OK. 
5. The leader shall direct movement. 
6. Lower or empty together, being careful not to over load any one person. 
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Policy Updates November 2021 
 
2.08 Work Schedules 
Standard Work Schedules  
The normal workday schedule for full-time, regular employees is five days per week, eight hours per day, plus an 
unpaid, uninterrupted meal period of at least 30 60 minutes. 
 
2.09 Emergency Services Volunteerism  
The West Fargo Park District understands and supports the need for employees to serve in a volunteer emergency 
services capacity. Upon manager approval, any time an employee must be absent from work for the purpose of 
providing volunteer services under an emergency condition, such time will be granted time off with pay, less the 
amount of fees received for their volunteer service. Any time considered training for emergency services is not 
volunteer time and employees must use vacation or personal leave for those hours. During times employees are 
regularly scheduled to work, employees are considered to be on duty and must follow all West Fargo Park District 
policies. A manager may restrict a volunteer from participating in an emergency response when such a response 
would unduly burden the Park District. 
 

 2.14 Dress Code  
PERMITTABLE CLOTHING:  Pants/Shorts 
Managers will execute proper dress codes that are work appropriate for the type of work in for each department.  
All employees are required to follow the standard dress code adopted by the Park District which includes but is 
not limited to the following: 
 
FOOTWEAR:  Sturdy leather, lace, boot or shoe. Steel toe boots are optional. Footwear appropriate for the type of 
work being performed shall be worn, as determined by managers.  
 
PIERCINGS AND JEWELRY WEAR  

 a) All jewelry worn will present a positive image to the public.  

 b) No facial jewelry is allowed, including tongue. Ear earrings are allowed when they do not present a 
safety hazard.  

b) Any jewelry that may create a safety hazard for a particular job cannot be worn at work. 
c) Whenever jewelry presents a safety hazard it must be removed.  

 d) All new piercings are considered open wounds until fully healed. Healing for new piercings can range 
from 6 weeks to 8 months depending on the location.  

 
BODY TATTOOS  

 a) Tattoos must be covered from public view at all times  

 b) Tattoos are not allowed on the face or hands and must be covered if present.  

 c) All new tattoos are considered open wounds until fully healed. New tattoos require a minimum of 2 
weeks to heal.  

HAIR COLOR: All hair colors must be of natural color and be groomed. 
 

 2.22 Mobile Devices  
A Park District Manager may allow an employee to carry a personal cellular phone while on duty as long as it’s 
personal use does not interfere with a person’s work functions occur during business hours. Personal cell phone 
calls and text messages must be retrieved and returned only on breaks or when off duty. Park District Managers 
may use discretion in allowing certain employees in supervisory positions to use his/her own cellular phone for 
Park District business and or for emergency purposes only. While on duty, cell phone ringers/tones must be 
turned off or silenced. The operation of Park District vehicles while using a cell phone or texting is strictly 
prohibited. 
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3.11 Credit Card Policy (1/96)  
All credit cards issued by the West Fargo Park District are to be only used by the person that the credit card is 
issued to. All Park District credit card purchases are to be for Park District business only and all other purchasing 
policies apply to credit card purchases. 
 
The West Fargo Park District issues a Visa credit card (issued through State Bank of West Fargo) to persons in the 
following management positions: Director of Parks and Recreation, Park Operation Manager, Recreation 
Manager, Recreation Specialist, Finance Director and Facility Manager. The purpose of the credit card is to allow 
the card holder to make necessary purchases at businesses and establishment where purchase orders are not 
accepted. Prior to making a purchase the card holder must first seek authorization from the Director of Parks and 
Recreation. All purchases are finally approved by members of the West Fargo Park Board at its monthly meeting. 
4.03 Emergency Closing Policy - NEW  
REPORTING TO WORK IN INCLEMENT WEATHER  
If a declaration is made by the Executive Director declares to close Park District offices because of adverse 
weather conditions or other emergency situations, only scheduled employees present and working, or scheduled 
employees notified by their manager not to report to work due to the Park District office’s closure, will receive 
pay for time not worked. Essential employees who report to work when the Park District offices are closed will be 
compensated at a rate of time and a half their regular rate. 
5.01   Holidays  
In the event a non-exempt employee works on any one of the above listed holidays or their corresponding 
observed holiday date, he or she shall be entitled to time and one half pay for working on that particular holiday 
or corresponding observed holiday. 
 
5.02 Vacation Leave  
ANNUAL LEAVE: Each permanent employee shall be entitled to vacation benefits as follows: 

 o Employees from time of hire to one (1) year of continuous service with the West Fargo Park 
District shall be entitled to four (4) hours per month vacation with pay.  

o Employees from time of hire with two (2) to four (4) years of continuous service shall be entitled to seven (7) 
hours per month vacation with pay.  

o Employees with five (5) to nine (9) years of continuous service shall be entitled to nine (9) hour per month 
vacation with pay.  

o Employees with ten (10) to fourteen (14) years of continuous service shall be entitled to twelve (12) hours per 
month vacation with pay.  

o Employees with fifteen (15) to nineteen (19) years of continuous service shall be entitled to fourteen (14) hours 
per month vacation with pay.  

 o Employees with twenty (20) years or more of continuous service shall be entitled to sixteen (16) 
hours per month vacation with pay.  

Commencing December 31, 2003,  

On the date of implementation of this policy, existing employees that have been employed for at least one year 
will have one year of seniority added to their employment date for the purposes of determining vacation accrual. 
Existing employees who have less than one year of employment will start accruing leave at the new rate, 
retroactive to their date of hire.  
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No two or more employees from the same department will be allowed vacation leave simultaneously without 
approval of the Executive Director. 

6.09 Break Periods 
The West Fargo Park District offers and encourages employees to take two 15-minute rest periods or breaks when 
able, but does not require them to be taken. Paid 15 minute breaks cannot be combined with lunch breaks nor be 
used at the beginning or end of a shift, combined together to make a 60-minute break, or be banked to use at 
another time. Paid 15-minute breaks should be taken separately.   
 
 
 
 


