
 

CITY COUNCIL AGENDA 
 

Monday, October 27, 2025 
 

Broadcast on Cable TV Channel 16  
and northmetrotv.com/lino-lakes-stream 

  
Mayor Rafferty, Councilmembers Cavegn, Lyden, Ruhland and Stoesz 

City Administrator: Karen Anderson  
CITY COUNCIL WORK SESSION, 6:00 P.M. 

Community Room (not televised) 

 A. Call to Order and Roll Call 

 B. Setting the Agenda: Addition or Deletion of Agenda Items 

 C. Review Regular Agenda 

 D. Adjourn 

CITY COUNCIL MEETING, 6:30 PM 
Council Chambers (televised) 

 ➢ Call to Order and Roll Call  

 ➢ Pledge of Allegiance  

 ➢ Public Comment (sign-in prior to start of meeting per Rules of Decorum)  

 ➢ Setting the Agenda: Addition or Deletion of Agenda Items  

SPECIAL PRESENTATION 

 A. Lino Lakes Ambassadors 2025-2026 Programming 

1. Consent Agenda  

 A. Approval of Expenditures for October 27, 2025 (Check No. 123732 through 123831) in 
the Amount of $690,918.81 

 B. Approval of October 13, 2025, City Council Work Session Minutes  

 C. Approval of October 13, 2025, City Council Meeting Minutes 

 D. Approval of October 20, 2025, City Council Special Work Session Minutes  
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 E. Approval of Resolution No. 25-152 Authorize Termination of Assessment Deferral, 
Outlot A, ALINO Addition,  

 F. Approval of Hiring of Part-Time Staff for the Rookery Activity Center 

 G. Approval of Exempt Gambling Permit 

2. Finance Department Report  

3. Administration Department Report  

 A. Public Hearing, First Reading Ordinance No. 19-25, Amending City Code Chapter 218, 
Fee Schedule, Roberta Colotti 

 B. Adopt Personnel Policy Updates, Meg Sawyer 

4. Police Department Report   

 A. Approval of Donation of Unclaimed Property, Curt Boehme  

5. Fire Department Report   

 A. Second Reading and Adoption of Ordinance No. 18-25, Amending Chapter 1002.01, 
Fire Code Adoption, Dan L'Allier 

6. Public Services Department Report  

7. Community Development Report  

 A. Resolution No. 25-150, Adopting Assessments, Hampton  Addition, Diane Hankee 

 B. Resolution No. 25-151, Adopting Assessments, 2025 Individual Properties, Diane 
Hankee 

 C. Second Reading and Adoption of Ordinance No. 17-25 Zoning Ordinance Text 
Amendment Relating to Cannabis Microbusiness and Mezzobusiness, Michael 
Grochala 

8. Unfinished Business  

9. New Business  

10. Notices and Communications  

 A. Environmental Board Meeting, Wednesday, October 29th at 6:30 p.m. 

 B. City Council Work Session, Monday, November 3rd at 6 p.m. 
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 C. The 2025 General Election is Tuesday, November 4th. Polls will be open from 7 a.m. 
to 8 p.m. Find more information on the City's website. 

ADJOURNMENT 
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+  
 
 
 
 
 
 
 
 

 

Expenditures 
October 27, 2025 

 
 
 

 

Check #123732 to #123831 

$690,918.81 
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Electronic Funds Transfer
    MN Statute 471.38 Subd. 3

Council Meeting October 27, 2025 Transfer In/(Out)

10/10/2025 Payroll #21 (218,510.24)         
10/10/2025 Payroll #21 Federal Deposit (61,569.64)           
10/10/2025 Payroll #21 PERA (63,987.92)           
10/10/2025 Payroll #21 State (14,313.45)           
10/10/2025 Payroll #21 H.S.A. Bank Pretax (4,388.24)             
10/10/2025 Payroll #21 TASC Pretax (1,145.03)             
10/10/2025 Payroll #21 Wage Garnishment 216 (153.86)                
10/10/2025 Payroll #21 Mission Sq 457 Def. Comp #301596 (2,850.00)             
10/10/2025 Payroll #21 Mission Sq Roth IRA #706155 (869.23)                
10/10/2025 Payroll #21 MSRS HCSP #98946-01 (5,797.68)             
10/10/2025 Payroll #21 MSRS Def. Comp #98945-01 (2,455.00)             
10/10/2025 Payroll #21 MSRS Roth IRA #98945-01 (1,430.00)             
10/14/2025 Transfer from FRB Money Market 1,000,000.00       
10/17/2025 Building Surcharge (1,595.72)             
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Lino Lakes City Council 
Work Session 

Minutes 
 
DATE:   October 13, 2025 
TIME STARTED: 6:00 P.M.  
TIME ENDED:  6:26 P.M.    
LOCATION:  Community Room   
MEMBERS PRESENT: Mayor Rafferty Councilmembers Ruhland, Lyden, Cavegn and Stoesz  
MEMBERS ABSENT:  None  
 
Staff Members Present: City Administrator Karen Anderson, City Clerk Roberta Colotti, Human 
Resources and Communications Manager Meg Sawyer, Community Development Director Mike 
Grochala, City Planner Katie Larsen, City Engineer Diane Hankee, Chief of Police Curt Boehme 
and Fire Chief Dan L’Allier. 
 

1. Call to Order and Roll Call  
Mayor Rafferty called the meeting to order at 6:00 p.m.  

 
2. Setting the Agenda: Addition or Deletion of Agenda Items 

Mayor Rafferty requested that several event announcements to be added to the 
agenda.  
 
The agenda was adopted as amended.  
 

3. Community Events  
There are two community events coming up. Waldock Farm is holding a neighborhood 
event on October 29, 2025, from 10 a.m. to 7 p.m. to share their long-range plans for 
the farm. ALDI is hosting a store Grand Opening on December 4, 2025 at 8 a.m.  
 
Mayor Rafferty reported that the annual American Legion Booya fundraiser was recently 
held, and funds are used to support area non-profits.  
 
The Fire Department recently held an open house with approximately 200 people 
attending.  
 

4. Review Regular Agenda  
The City Council reviewed the regular agenda.  
 
Councilmember Ruhland stated that at a recent Work Session the Fire Department 
presented the Quarterly Report which included information on the current ambulance 
service provider and service levels. He recognized that there are constraints on the 
ability of a local entity to begin to offer ambulance service and that state legislation sets 
the framework for becoming a provider. However, he would like to review the 
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requirements to begin offering ambulance services, costs and revenues, and pros and 
cons of starting an ambulance service.  
 
Councilmember Lyden concurred with this request to review the requirements and 
considerations for offering ambulance services.  
 

5. Adjournment  
Mayor Rafferty adjourned the meeting at 6:26 p.m. 

 
These minutes were approved at the regular Council Meeting on October 27, 2025.  
 
___________________________      ___________________________ 
Roberta Colotti, CMC      Rob Rafferty,  
City Clerk       Mayor  
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LINO LAKES CITY COUNCIL 
REGULAR MEETING 

MINUTES 
  
DATE:     October 13, 2025 
TIME STARTED:   6:30 PM 
TIME ENDED:    7:08 PM 
LOCATION:    City Council Chambers 
MEMBERS PRESENT: Mayor Rafferty, Councilmembers Cavegn, Lyden, Ruhland 

and Stoesz  
MEMBERS ABSENT:   None 

Staff Members Present: City Administrator Karen Anderson, City Clerk Roberta Colotti, Human 
Resources and Communications Manager Meg Sawyer, Community Development Director Mike 
Grochala, City Planner Katie Larsen, City Engineer Diane Hankee, Environmental Specialist Tom 
Hoffman, Chief of Police Curt Boehme and Fire Chief Dan L’Allier. 

The meeting was called to order by Mayor Rafferty at 6:33 PM.  

Mayor Rafferty provided an overview of the Rules of Decorum.  

PUBLIC COMMENT  
Mayor Rafferty opened the public comment period.  
 
No one was present to speak at Public Comment.  
 
Mayor Rafferty closed the public comment period.  
 
SETTING THE AGENDA  
The agenda was adopted as presented.  
 
SPECIAL PRESENTATIONS  
None  
 

1. CONSENT AGENDA  

 A. Approval of Expenditures for October 13, 2025 (Check No. 123612 through 123731) 
in the Amount of $2,123,641.76 

 

 B. Approval of September 22, 2025, City Council Work Session Minutes 
 

 C. Approval of September 22, 2025, City Council Meeting Minutes 
 

 D. Approval of October 6, 2025, City Council Work Session Minutes 
 

Page 13 of 166



Lino Lakes City Council Minutes   
 

Page 2 of 7 
 

 E. Approval of Resolution No. 25-136 Authorizing the Issuance of a Solicitor's License 
to Custom Remodelers Inc. (CRI) 

 

 F. Approval of Resolution No. 25-138, Approving a Tobacco License for Nova Express 
 

 G. Approval of Resolution No. 25-140 Extending Construction Start Date for 
Automobile Repair-Minor on Lot 1, Block 2, Java Lino Lakes 

 

 H. Approval of Resolution No. 25-144 Extending Spargur Estates Final Plat Recording 
Date 

 

 I. Resolution No. 25-146 Approving Assessment Agreement Abating Public Nuisance - 
7253 Fall Drive 

 

 J. Approval of Resolution No. 25-135 Stormwater Re-use Agreement, Natures Refuge 
North 

 

 K. Approval of Resolution No. 25-148 Authorizing Release of Temporary 
Construction Easement and the Development Agreement for ALINO 
Addition 

 

 

 

Motion to Approve Consent Agenda Items 1A through 1K as presented.  

 

2. FINANCE DEPARTMENT REPORT  
A. Public Hearing Assessment Roll Delinquent Utility Accounts  

Mayor Rafferty Opened the Public Hearing at 6:35 p.m.  

No one spoke at the Public Hearing.  

Motion to close the Public Hearing at 6:35 p.m.  

 

 

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Stoesz 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Lyden 
SECONDER: Cavegn 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 
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Motion to adopt Resolution No. 25-139, Adopting the Assessment Roll for Delinquent 
Utility Accounts.  

 

3. ADMINISTRATION DEPARTMENT REPORT  

Motion to appoint Gabrielle Krause to the part-time Community Service Officer (CSO) 
position with a start date of October 14, 2025.    

 

Motion to appoint Joseph Pothast to the Human Resources Assistant Position with a 
start date of October 15, 2025. 

 

Motion to appoint Lucas Raska to the Utilities Maintenance Worker position with a 
start date of October 15, 2025.     

 
4. POLICE  DEPARTMENT REPORT  

No Report  
 
 
 

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Lyden 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Ruhland 
SECONDER: Cavegn 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Ruhland 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Ruhland 
SECONDER: Lyden 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 
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5. FIRE DEPARTMENT REPORT  
Motion to waive full reading of Ordinance No. 16-25, Amending Chapter 1002.01, Fire 
Code Adoption. 

 

Motion to provide first reading of Ordinance No. 16-25, Amending Chapter 1002.01, 
Fire Code Adoption. 

 

6. PUBLIC SERVICES DEPARTMENT REPORT  
No Report  
 

7. COMMUNITY DEVELOPMENT REPORT  
A. Public Hearing Assessment Role, 2025 Weed Abatement Charges  

Mayor Rafferty Opened the Public Hearing at 6:44 p.m.  

No one spoke at the public hearing.  

Motion to Close the Public Hearing at 6:44 p.m.  

  

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Ruhland 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Ruhland 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Ruhland 
SECONDER: Stoesz 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 
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Motion to adopt Resolution No. 25-137, Adopting Assessment Role, 2025 Weed 
Abatement Charges 

 

B. Ordinance No 17-25, Zoning Ordinance Text Amendment  

Motion to waive full reading of Ordinance No. 17-25 Zoning Ordinance Text 
Amendment Relating to Cannabis Microbusiness and Mezzobusiness. 

Motion to provide first reading of Ordinance No. 17-25 Zoning Ordinance Text 
Amendment Relating to Cannabis Microbusiness and Mezzobusiness 

 

C. Resolution No. 25-141, Lake Amelia Woods  

Motion to adopt Resolution No. 25-141 Approving Lake Amelia Woods Preliminary 
Plat Application Amendment 

  

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Lyden 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Lyden 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Lyden 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Ruhland 
SECONDER: Lyden 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 
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D. Resolution No. 25-142, Hampton Addition  

Motion to adopt Resolution No. 25-142 Approval of Hampton Addition Final Plat 

Motion to adopt Resolution No. 25-143 Approval of Hampton Addition Development 
Agreement   

 

E. Resolution No. 25-145, Test Well 7B  

Motion to adopt Resolution No. 25-145, Change Order No. 1, Test Well 7B Well Drilling 
Project.  

 

F. Resolution NO. 25-147, Ware Road Public Nuisance Abatement  

Motion to adopt Resolution No. 25-147, 6367 Ware Road Public Nuisance Abatement. 

 

8. UNFINISHED BUSINESS  
None  
 

9. NEW BUSINESS  
None 
 

RESULT: CARRIED [5-0] 
MOVER: Stoesz 
SECONDER: Cavegn 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Stoesz 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Stoesz 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 

RESULT: CARRIED [5-0] 
MOVER: Cavegn 
SECONDER: Stoesz 
AYES: Rafferty, Cavegn, Lyden, Ruhland and Stoesz 
NAYS: None 
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10. NOTICES AND COMMUNICATIONS  
• City Council Special Work Session on October 20th at 6 p.m. in the Community 

Room. 

 

ADJOURNMENT  

Mayor Rafferty adjourned the meeting at 7:08 p.m.   
 
These minutes were approved at the City Council Meeting on October 13, 2025. 
 
_________________________    _________________________ 
Roberta Colotti, CMC     Rob Rafferty, 
City Clerk       Mayor 
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Lino Lakes City Council 
Special Work Session 

Minutes 
 
DATE:   October 20, 2025 
TIME STARTED: 6:00 P.M.  
TIME ENDED:  8:11 P.M.  
LOCATION:  Community Room   
MEMBERS PRESENT:  Mayor Rafferty Councilmembers Ruhland, Lyden, Stoesz and Cavegn   
ABSENT:   None 
 
Staff Members Present: City Administrator Karen Anderson, City Clerk Roberta Colotti, Finance 
Director Tracy Thoma, Financial Consultant Kelly Horn, Community Development Director Mike 
Grochala, Chief of Police Curt Boehme, Fire Chief Dan L’Allier, Public Services Director Rick 
DeGardner, and Public Works Superintendent Justin Williams.  
 

1. Call to Order and Roll Call  
Mayor Rafferty called the meeting to order at 6:00 p.m.  

 
2. Setting the Agenda: Addition or Deletion of Agenda Items 

Councilmember Lynden requested to add three items to the agenda including discussion 
of a police garage, city survey question, and posting of the MN Flag.  
 
The agenda was adopted as amended.  
 

3. 2026 Budget Updates and Discussion  
The Finance Director presented the updates to the 2026 Preliminary Budget and Levy 
recommended for inclusion in the 2026 Final Budget and Levy, scheduled for adoption 
on December 8th.  
 
The City Council adopted the 2026 preliminary tax levy on September 22, 2025, in the 
amount of $18,120,307. Staff updated the personal services budget, including reduced 
expenses for the MN Paid Leave budget and wage and benefits based on actual 
numbers vs. projections for new hires. As a result, 2026 Final Tax Levy is recommended 
to be reduced by $50,642, bringing the revised total to $18,069,665.  
 
The City Council discussed the proposed final budget and levy.  
 
Councilmember Ruhland requested that the City Council begin the process of reviewing 
options for providing ambulance services. He asked if the approximate $50,000 should 
be retained in the final budget to study and prepare for the establishment of an 
ambulance service.  
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The City Administrator stated that based on prior discussion on the matter, the Fire 
Chief is currently working to prepare a report on the legislative rules, costs, staffing and 
other considerations related to offering ambulance services as part of the Fire 
Department operations and will be bringing that forward at a future meeting.  
 
Councilmember Ruhland stated that the financial impact of operating an ambulance 
service was of interest as it is possible that the costs will be off set.  
 
Councilmember Lynden stated that even with the reduction the impact is significant, 
and taxpayers will be facing a combined impact of the city and other taxing districts 
increases in the tax levy.  
 
Mayor Rafferty stated that he supports reducing the amount of the final budget and 
levy as presented by staff, with recognition that the final budget and levy will be set in 
December and can be further amended if needed. With the total amount being able to 
be reduced but not increased from the preliminary levy amount.  
 
Council Consensus  
It was the consensus of the City Council to direct staff to remove the $50,642 from the 
2026 Final Budget & Levy report to be presented on December 8, 2025.  
 

4. 2026 Utility Rates  
The Finance Director presented the proposed 2026 Utility Rates. She stated that the 
rates are tied to the 2026 Enterprise budget and are based on the 2021 Utility Rate 
Study. She stated that the full fee schedule for city operations will be presented for first 
reading on October 27th and adoption on November 10, 2025. She stated that the 
planned public works facility has funding identified through future utility rates. She 
stated that a revised utility fee study is planned for 2026 as the current study runs from 
2021 to 2026.  
 
The City Council discussed the need for a utility fee study in 2026. Staff outlined that the 
2026 study would provide updated numbers related to the number of users, 
consumption rates and revised costs for operations and capital costs such as the public 
works building.  
 
Councilmember Ruhland stated that he would support a revised study if a preliminary 
report of the actual number of new homes compared to the estimated number 
presented in the 2021-2026 study could be prepared.  
 
Councilmember Stoesz stated that the public should be advised of the 2025 legislative 
impact on water testing fees, with a 36% increase in the fees having been adopted by 
the state and passed through to the consumers.  
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Councilmember Stoesz asked if there should be additional categories/price points for 
the sewer fee.  
 
The Public Works Superintendent stated that since the sanitary sewer fee is based on 
winter water use numbers, they generally stay within the first tier of the fee chart, so 
adding additional categories above that would have limited impact on revenues.  
 
The Finance Consultant also provided clarification that there are customers with water 
service and not sanitary sewer service, that are excluded from the sanitary sewer fees.  
 
Council Consensus  
It was the consensus of the City Council to support the utility fees as presented. 
(Councilmember Ruhland stated that he would reserve an opinion until the report of the 
actual projected number of homes was presented.)  

 
5. 2026-2030 Capital Improvement Program  

The Financial Consultant presented the 2026-2030 Capital Improvement Program (CIP) 
for review prior to the final adoption in December. The CIP has been updated to reflect 
the proposed 2026 projects. She presented the number of projects by department, 
number of projects by year, cost vs. funding by year, funding summary, department 
summary projects by program, projects by type, projects by funding.  
 
The Financial Consultant stated that the next item on the agenda this evening is the 
discussion of the funding plan for 2026 improvements, which includes the two large 
capital projects of the Public Works Facility and Otter Lake Road Extension project.  
 
The Financial Consultant reported that under the current draft CIP the 10 encrypted 
radios for the fire department were moved from 2026 to 2027.  
 
Mayor Rafferty confirmed that the public safety rescue boat had been moved. He 
requested that city staff set a meeting with Anoka County and Council representative to 
discuss the county’s plans for providing a rescue boat for the area.  

 
6. Funding Plan for 2026 Improvements  

The Finance Consultant stated that in 2026 there are two significant projects planned 
including the public works facility at an estimated cost of $31 million and the Otter Lake 
Road improvement project at an estimated cost of $12.3 million. The city will be using a 
combination of bonds and cash on hand to pay for the public works facility. The public 
works facility bonds will be paid through the tax levy and utility fees. Otter Lake Road 
will be paid for using bonds, cash on hand and Municipal State Aid (MSA) funds. She 
presented the payment chart for the two projects.  
 
The Community Development Director presented an overview of the City Charter, 
Chapter 8, requirements related to Special Assessments for the Otter Lake Road project. 
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It was identified that the nature of the bond under a special assessment would be 
taxable vs. non-taxable bonds. With special assessments the costs would be higher than 
without assessments. The net gain without assessments is $30,750. Therefore, it was 
not recommended to include assessments with this project. It was also noted that the 
property owner‘s that would be assessed in this project area already have I-35 
assessments which many have been deferred under Green Acres rules.  
 
The Community Development Director stated that the timeline for the Otter Lake Road 
project is construction in 2026 with property owners being able to begin land 
development projects in 2027.   
 
The Community Development Director noted that the City of Hugo was interested in 
paving up to 80th Street and that we have been in discussions with them regarding the 
proposed improvements to Otter Lake Road.  
 
Councilmember Lyden asked for a status update on the City’s negations to purchase the 
Winter Property to establish wetland banks.  
 
The Community Development Director stated that based on the most recent Army Corp 
of Engineers report he did not believe the city would be closing on the property and that 
the current purchase agreement would expire.  
 
Council Consensus  
It was the consensus of the City Council to support the 2026 CIP projects and funding as 
presented, with no assessments for the Otter Lake Road project.  

 
7. Franchise Fees  

The City Administrator reported that the City Charter requires a franchise agreement 
with utility providers. She stated that city staff are working to draft new and renewal 
agreements as needed.  
 
The City Administrator stated that another consideration is franchise fees. The City has a 
franchise fee ordinance for Centennial Utilities, which generated $57,000 in revenue in 
2024. The City also has a franchise fee for Comcast that is administered by North Metro 
TV, which provided the city with $17,000 in revenue and the cable broadcast services.  
 
The City Administrator presented a list of current utility providers. She presented 
information on franchise fee schedules for area cities for comparison. She asked if the 
Council would like to consider franchise fees as part of the discussion on franchise 
agreements.  
 
The Council discussed the pros and cons of a franchise fee as presented in the 
presentation on franchise agreements. Noting that a matrix of the franchise fees and 
revenues for Xcel Energy would be useful in considering the matter further.  
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Council Consensus  
It was the consensus of the City Council to continue the review of franchise fees and to 
direct staff to prepare additional information for future consideration.  

 
8. Notices and Communications / General Business  

Councilmember Lyden asked if there was interest in obtaining a cost estimate to build a 
10-car garage space for police vehicles. He estimated that the cost would be around 
$200,000 but the value would be to protect the investment in vehicles.  
 
Councilmember Lyden suggested that the 2025 resident survey being prepared this fall, 
include a question regarding cannabis retail operations.  
 
Mayor Rafferty stated that there was not enough time to include that question in the 
survey.  
 
Councilmember Lyden asked the status of the plan to re-post the MN state flag.  
 
Mayor Rafferty stated that the city should focus on posting the city flag as there 
currently isn’t a city flag posted at the municipal campus.  

 
9. Adjournment  

Mayor Rafferty adjourned the meeting at 8:11 p.m.  
 
These minutes were approved at the regular Council Meeting on October 27, 2025.  
 
 
___________________________      ___________________________ 
Roberta Colotti, CMC      Rob Rafferty,  
City Clerk       Mayor  
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CITY COUNCIL 
REGULAR MEETING STAFF REPORT 

AGENDA ITEM 1E 
 

STAFF ORIGINATOR:  Michael Grochala, Community Development Director 
 
MEETING DATE:  October 27,  2025 
 
TOPIC:    Resolution No. 25-152, Authorize Termination of 

Assessment Deferral on PIN #24-31-22-21-0003, Outlot A, ALINO 
Addition 

 
VOTE REQUIRED:  Simple Majority 
______________________________________________________________________________ 
 
INTRODUCTION 
 
Staff is requesting City Council authorization to terminate the deferral of assessments on Outlot 
A, ALINO Addition as part of the Clearwater Commons development. 
 
BACKGROUND 
 
On October 24, 2011, the City Council approved Resolution No. 11-108, Adopting Assessments 
for the I-35E/CSAH 14 Interchange improvements. A provision for the deferral of assessments 
on unplatted/undeveloped land was incorporated into the adopted resolution pursuant to 
Minn. Stat.§ 429.061, subd. 2. 
 
On September 8, 2025, the City Council approved the Final Plat for Clearwater Commons, which 
included Outlot A, ALINO Addition.   Outlot A, ALINO Addition included $254,897.48 in deferred 
assessments from the interchange project.    
 
As part of the Clearwater Commons plat the deferral will be terminated and the existing 
assessment amount of $254,897.48 will be reallocated over the new lots as follows: 
 
Original Legal:  Outlot A, ALINO ADDITION 
PIN: 24-31-22-21-0003 
 

  
Clearwater Commons   

 Area (Acres) Assessment 
Lot 1 1.01  $18,181.25 
Lot 2 0.63  $11,340.78 
Lot 3 0.64  $11,520.79 
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Outlot A 11.88  $213,854.66 
Total 14.16  $254,897.48 

 
 
The assessments for Lots 1-3, Block 1, Clearwater Commons will be paid, in full, as part of the 
Development Contract for the property.     The property owner has requested that the 
remaining $213,854.48, allocated to Outlot A, Clearwater Commons be placed on the tax roles, 
payable over a term of 10 years at an interest rate of 5% (this is the rate currently applicable to 
these assessments).  
 
RECOMMENDATION 
 
Staff is recommending approval of Resolution No. 25-152, Authorize Termination of 
Assessment Deferral on PIN #24-31-22-21-0003, Outlot A ALINO Addition. 
 
ATTACHMENTS 
 

1. Resolution No. 25-152 
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CITY OF LINO LAKES 
RESOLUTION NO. 25-152 

 
AUTHORIZING TERMINATION OF ASSESSMENT DEFERRAL ON PIN # 24-31-22-21-

0003, Outlot A, ALINO ADDITION 
 
WHEREAS, the City Council for the City of Lino Lakes previously approved Resolution No. 

11-108, which adopted special assessments for the I-35E/CSAH 14 Interchange improvements; 
and 
 

WHEREAS, several assessments against unimproved properties were deferred pursuant 
to Minn. Stat.§ 429.061, subd. 2, including the assessment against PIN #24-31-22-21-0003 in 
the amount of $159,310.92; and 
 

WHEREAS, Outlot A, ALINO Addition is being platted and split into four lots as part of 
the Clearwater Commons Plat and the deferred assessments amount plus accrued interest will 
be redistributed; and 
 

WHEREAS, with the platting of the property the deferral be terminated; and 
 

WHEREAS, with accrued interest the total amount of special assessments on the 
property is now $254,897.48. 
 

NOW, THEREFORE, BE IT RESOLVED by the City Council of Lino Lakes, Minnesota that:  
 

1. The deferral of assessments on Outlot A, ALINO Addition shall be terminated, and the 
assessments reallocated as follows: 
Original Legal:  Outlot A, ALINO ADDITION 
PIN: 24-31-22-21-0003 
 

  
New Plat Name: Clearwater Commons 

 Area (Acres) Assessment 
Lot 1, Blk 1 1.01  $18,181.25 
Lot 2, Blk 1 0.63  $11,340.78 
Lot 3, Blk 1 0.64  $11,520.79 
Outlot A 11.88  $213,854.66 
Total 14.16  $254,897.48 
 

Page 27 of 166



2 
 

2. The assessments for Lots 1-3, Block 1, Clearwater Commons will be paid, in full, as part 
of the Development Contract for the property.     The remaining $213,854.66, allocated 
to Outlot A, Clearwater Commons, shall be placed on the tax role as follows:  

 
A. Amount: $213,854.66 
B. Duration: 10 Years 
C. Interest Rate: 5% 

 
Adopted by the City Council of the City of Lino Lakes this 27th day of October, 2025. 
 
 
 

___________________________ 
Rob Rafferty, Mayor 

ATTEST: 
 
 
___________________________ 
Roberta Colotti, CMC, City Clerk 
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CITY COUNCIL 
STAFF REPORT 

AGENDA ITEM 1.F. 
  

STAFF ORIGINATOR: Meg Sawyer, Human Resources and Communications Manager 
  
MEETING DATE October 27, 2025 
  
AGENDA ITEM: Approval of Hiring of Part-Time Staff for the Rookery Activity Center 
  
VOTE REQUIRED: Simple Majority  
  
 
INTRODUCTION 
The Council is being asked to approve the hiring of part-time staff for The Rookery. 
 
BACKGROUND 
Staff is seeking approval to hire part-time personnel to work at The Rookery. The recruiting 
process has identified candidates that will be a great addition to our staff at The Rookery. 
 
RECOMMENDATION 
Staff Recommends the Council approve the hiring of the part-time personnel listed below: 
 
First Name Last Name Title 
Lynn Kaminski Manager on Duty 
Molly Kulzer Lifeguard 
Start dates vary based on position and training schedule. 
 
ATTACHMENTS 
None 
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CITY COUNCIL 
STAFF REPORT 

AGENDA ITEM 1.G. 
  

STAFF ORIGINATOR: Roberta Colotti, City Clerk 
  
MEETING DATE October 27, 2025 
  
AGENDA ITEM: Approval of Exempt Gambling Permit 
  
VOTE REQUIRED: Simple Majority  
  
 
INTRODUCTION 
The Minnesota Department of Public Safety, Alcohol and Gambling Enforcement division issues 
Exempt Permits to nonprofit organizations that conduct lawful gambling on five or fewer days 
and that award less than $50,000 in prizes during a calendar year. This is not a regular gambling 
permit which requires a City Council resolution. Instead, the City is asked to acknowledge the 
permit with either; no waiting period, require a 30-day waiting period or deny the application. 
 
BACKGROUND 
The City is in receipt of the following application:   

• Bingo hosted by ARCHES (Aquinas Roman Catholic Home Education Services), at the 
Church of St. Joseph of the Lake, on November 22, 2025. 

 
 
RECOMMENDATION 
Motion to acknowledge and approve the application for Exempt and Excluded Gambling Permit 
for ARCHES (Aquinas Roman Catholic Home Education Services), as presented, with no waiting 
period. 
 
ATTACHMENTS 
None 
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CITY COUNCIL 
STAFF REPORT 

AGENDA ITEM 3.A. 
  

STAFF ORIGINATOR: Roberta Colotti, City Clerk 
  
MEETING DATE October 27, 2025 
  
AGENDA ITEM: Public Hearing, First Reading Ordinance No. 19-25, Amending City Code 

Chapter 218, Fee Schedule 
  
VOTE REQUIRED: Simple Majority  
  
 
INTRODUCTION 
The 2026 Fee Schedule is being presented for the review and approval of the City Council. 
 
BACKGROUND 
Fees are consolidated into one schedule, which has been codified by ordinance, to be reviewed 
and adopted on an annual basis to provide for an efficient and timely method of reviewing and 
adjusting the various fees charged by the city. Staff has reviewed the fees in place to ensure 
their ongoing equity and cost recovery ability.  
 
City Charter Section 11.06 Notice of Public Hearing, requires a public hearing be held prior to 
setting the rates for municipal utilities, including water and sewer rates. Notice has been 
published as required.  
 
No changes to the liquor license fees are proposed and, as a result, notice has not been 
provided to current license holders or published regarding any amendment to the liquor 
license fees.  
 
Attached is the draft of Ordinance No. 19-25, Amending City Code Chapter 218, Fee Schedule 
with the proposed fee amendments provided for the consideration of the City Council. 
 
RECOMMENDATION 
Recommendations:  

• Public Hearing on the proposed fee schedule amendments, specifically including the 
water and sewer rate amendments.  

• Waive Full Reading of Ordinance No. 19-25, Amending City Code Chapter 218, Fee 
Schedule.  

• Provide First Reading of Ordinance No. 19-25, Amending City Code Chapter 218, Fee 
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Schedule.  
 
 
ATTACHMENTS 
1. 2026 - Draft Fee Schedule 10-27-25 
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Lino Lakes - Council and Administration 
 

Notice of Public Hearing:  October 14, 2025  2nd Reading: November 10, 2025   
Public Hearing: October 27, 2025  Adoption: November 10, 2025  
1st Reading: October 27, 2025  Publication: November 18, 2025  
Website Notice: October 28, 2025  Effective: January 1, 2026 

 
CITY OF LINO LAKES 
ORDINANCE NO. 19-25 

 
AMENDING CITY CODE CHAPTER 218, FEE SCHEDULE  

 
The City Council of Lino Lakes ordains: 

 
That the following fee chart amendments shall be effective January 1, 2026.  

 
CHAPTER 218: FEE SCHEDULE 

Section 
 

218.01  Fee schedule 
 
§ 218.01 FEE SCHEDULE. 
 

Pursuant to Minnesota law, the Lino Lakes City Charter, and the Lino Lakes City Code, and upon 
a review of a study conducted by city staff, a fee schedule for city services and licensing is hereby 
adopted as follows: 
 

(1) Alcoholic beverages. 
 

Type Amount 

3.2 beer off-sale $200/year 

3.2 beer on-sale $300/year 

3.2 beer on-sale temporary $50 plus $5/day 

Club license $300/year 

 
Liquor license investigation (initial application only) 

$267.75 (1 or 2) 

$ 471.75 (3+) 

Liquor license on-sale $4,500/year 

Liquor license off-sale $200/year 

Liquor temporary permit $50 

On-sale brewer taproom $500/year 

Off-sale growler $200/year 
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Fee Schedule 
 

Sunday liquor $200/year 

Wine license $500/year 
 

(2) Amusement and commercial recreation. 
 

Type Amount 

Cabaret license $35 

Dances $200/year 

Gambling permit application $10 
 

(3) Business and miscellaneous. 
 

Type Amount 

Assessment search fee $20/search 

Background check fee $35/background 

Cannabinoid license investigation (initial application 
only) 

$267.75 (1 or 2) 

$471.75 (3+) 

Cannabinoid license $250/year 

Cannabis retail registration fee (initial application) $500 

Cannabis retail registration fee (renewal) $1,000 

 
City Charter 

$ — first copy 

$10 each additional copy 

City Code book $140 no binder or tabs 

City map $2.50 

Comp. Plan $55 

 
Copies: per page 

$ — /page (1 - 10 pages) 

$0.25/page (11 - 100 
pages) 

Actual cost 100+ pages 

Copies: large scale (>11” x 17”) $0.50/square foot 

Copies: new resident labels $5/month flat fee 

CD or DVD $7 

Page 34 of 166



Lino Lakes - Council and Administration 
 

Dog kennel - private $20/year 

Dog kennel – commercial $105/year 
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Type Amount 

 
Dog license (male/female) 

$11 (not spayed or 
neutered) 

$6 (spayed or neutered) 

Election filing fee $5 

 
Fax charge 

$ — (1 - 10 pages) 

$0.25/page (11+ pages) 

Garbage hauler license $100 (first truck) 

$45 each additional truck 

Lower potency hemp retailer (initial application) $250 

Lower potency hemp retailer (renewal) $250 

Massage therapist license (individual) $50 annually 

Massage business license $200 annually 

Overweight permit $50 

Pawn shop (Class A, Class B, and Class C) $10,000 

Pawn shop, precious metal dealer, secondhand 
goods dealer Class A background investigation (in-
state) 

$775 fee 

15,000 escrow deposit 

Pawn shop, precious metal dealer, secondhand 
goods dealer Class A background investigation (out-
of-state) 

$20,000 fee & escrow 
deposit 

Peddler, solicitor, transient merchant $250/6 months 

Precious metal dealer $10,000 
 

 
Rental housing license (annual) 

$73$75 (1 or 2 units) plus 
$15/unit for 3 or more 
units (fee to be reduced 
by 50% if issued less 
than 6 months from 
expiration date) 

Rental license re-inspection fee $73$75 

Return check charge $30 

Secondhand goods dealer (Class A) $10,000 

Secondhand goods dealer (Class B and Class C) $300 

Special event permit $50 
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Therapeutic Massage business license $200 annually 
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Lino Lakes - Council and Administration 
 

 

 

Type Amount 

Tobacco license $250 

 
Weed and mowing violation 

$150 first hour 

$75 each additional hour 
 

 
Additional admin 
fee 

$100 (2nd offense in 
calendar year) 

$200 (3rd and each 
additional offense in 
calendar year) 

Non-payment certification 
fee 

$30 

Zoning maps $5 large or colored 

Zoning Ordinance $25 
 

(4) Fire regulations. 
 

Type Amount 

 
Annual permit for sale of consumer fireworks 

$350 exclusive retail seller 

$100 in conjunction with 
existing retail store 

Burning permit $50 

Day care/foster care inspection $50 
 
 

 
False fire alarms 

$ — /alarm (1 - 3) in 
calendar year 

$100/alarm (4 - 10) in 
calendar year 

$200/alarm (11+) in 
calendar year 

Fire watch $50/hour 

Fireworks display permit $100 

Food truck inspection $50 
$100 

Inspection outside business hours $75 100/hour (2 hour minimum) 
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Fee Schedule 

 

 

 
(5) Police fees. 

 

Type Amount 

Clearance letter $15 

Copy of digital documentation only (Not the Subject 
of the Data) 

Cost determined by 
request. 
Digital documentation 
such as photographs, video 
and audio. 
(You may be required to 
pay the actual costs of 
making copies of the data 
pursuant to MGDPA 13.03 
subd. 3(c). 

Copy of digital documentation only (Subject of the 
Data) 
 

Cost determined by 
request. 
Digital documentation 
such as photographs, video 
and audio. 
(You may be required to 
pay the actual costs of 

making copies of the data 
pursuant to MGDPA 13.04 

subd 3.) 

Copy of domestic abuse report $ - Free                
No fee for written police 
report, arrest data, request 
for service data, response 
or incident data pursuant to 
MGDPA 13.82, Subd 5. 

 
Copy of reports only (Not the subject of the Data) 

$ Free - Inspection only of 
data 

$ Free - Copy (to subject 
of data up to for first 3 
pages) 

$1 (for 4th page) 

$0.25/page (5 - 100 pages) 

Pages 101+ (You may be 
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required to pay the actual 
costs of making copies of 
the data pursuant to 
MGDPA 13.03 subd. 3(c). 

 
Copy of reports only – mail in (Subject of the data) 

$ Free - Inspection only of 
data 

$4 (up to 4 pages) 
$ Free - for first 3 pages 

$1 for 4th page 

$0.25/page thereafter Pages 
5+ 
(You may be required to 
pay the actual costs of 
making copies of the data 
pursuant to MGDPA 13.04 
subd 3.) 

 
Copy of report – mail in 

$4 (up to 4 pages) 

$0.25/page thereafter 

Dangerous dog registration $255/year 

Digital photographs $25 (up to 16gb flash drive) 
 

 
False police alarms 

$ — /alarm (1 - 3) in 
calendar year 

$52.50/alarm (4 - 10) in 
calendar year 

$105/alarm (11+) in 
calendar year 

Fingerprinting $15 (by appointment) 

Other digital documentation/video $50 (up to 16gb flash drive) 

Vehicle forfeiture fee $300/vehicle 

Vehicle lockouts $ — (no fee) 
 

(6) Rentals and reservations. 
 

Type Amount 

Civic complex room reservations  

Non-residents and businesses—up to 4 hours $100 
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Non-residents and businesses—up to 8 hours $200 

Type Amount 

Field rental $20-$40  

Baseball/sSoftball Rental and dDrag only $25/evening 

Baseball/sSoftball Rental, dDrag and chalk $50/evening 

Soccer, Football, Lacrosse Paint Lines  $50-$150  

Picnic shelter reservation $25 
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(7) Building: construction utilities. 

 
(a) Building Permit Fee Schedule. Building permit fees shall be based on the Fee Table below. 

A fire suppression permit fee shall also be based on the Fee Table. There shall be a minimum fee of $73 
for all permits. 
 

(b) Fee Table. 
 

Total Valuation Fee 

$1 to $1,360 $73 $75 

$1,361 to $2,000 $23.50 for the first $500 plus $3.05 for each additional $100, or 
fraction thereof, to and including $2,000; min. fee is $73$75 

$2,001 to $25,000 $69.25 for the first $2,000 plus $14 for each additional $1,000, 
or fraction thereof, to and including $25,000 

$25,001 to $50,000 $391.25 for the first $25,000 plus $10.10 for each additional 
$1,000, or fraction thereof, to and including $50,000 

$50,001 to $100,000 $643.75 for the first $50,000 plus $7 for each additional 
$1,000, or fraction thereof, to and including $100,000 

$100,001 to $500,000 $993.75 for the first $100,000 plus $5.60 for each additional 
$1,000, or fraction thereof, to and including $500,000 

$500,001 to $1,000,000 $3,233.75 for the first $500,000 plus $4.75 for each additional 
$1,000, or fraction thereof, to and including $1,000,000 

$1,000,001 and up $5,608.75 for the first $1,000,000.00 plus $3.15 for each 
additional $1,000, or fraction thereof 
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(c) Other inspections and fees. 

 

Type Amount 

Accessory building permit: 200 sq. ft. or under in size $73 $75 

Accessory building permit: over 200 sq. ft. in size See Building Fee Table 

Additional plan review required by changes, additions, or 
revisions 

$73 $75/hour2 

Antenna, city owned property $250 plus $6,000 escrow 

Antenna, private property See Building Fee Table 

Change of use/occupancy inspections $73 $75/trip 

Contractor lead certification verification $5/permit 

Contractor license $50 

Contractor license verification $5/permit 

Curb stop covers $70 

Demolition permit $73 $75 

Driveway replacement permit $73 $75  

Easement encroachment fee County recording fee plus $25 

Erosion control inspection fee  

Single, two-family, townhomes up to 8 
units, multi-family >8 units 

$160 

Commercial, industrial, and institutional Determined by separate 
agreement 

Fence permit: 6 feet or under in height $73 $75 

Fence permit: over 6 feet in height See Building Fee Table 

For use of outside consultants for plan checking and 
inspections, or both 

Actual cost3 

Grading permit $160 

Grading permit escrow deposit (if not included in dev. 
contract) 

$300 

Surface water management plan (if applicable and 
not covered in site performance or dev. contract 
escrow) 

$3,500 
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Lino Lakes - Council and Administration 

 

 

 

Type Amount 

Inspections for which no fee is specifically designed $73 $75/trip 

Re-inspection fee $73 $75/trip 

Inspections outside of normal business hours $73 $75/hour1 

Irrigating or watering of new landscaping permit (sod or 
seed) 

$ — (no fee) 

Lawn sprinkler/irrigation system permit $73 $75 

Manufactured home permits $250 

Mechanical (HVAC) fee: new construction residential $158 (does not include 
fireplaces) 

Mechanical (HVAC) permit: commercial 2% of the contract price ($73 $75 
minimum fee) 

Mechanical (HVAC) permit: gas fireplace $73 $75 plus $34.50 for each 
additional fireplace 

Mechanical (HVAC) permit: residential $73 $75 except new construction 
(includes AC/furnace combined) 

Metropolitan Council SAC (sewer availability charge) Per Met Council 
 

 
Plan review fee 

65% of the building permit fee 

25% of the building permit fee 
for review of similar plans 
(master plan) in a 12 month 
period 

Plumbing permit $11/fixture ($73 $75 minimum 
fee) 

Retaining wall permit $73 $75 

Roofing permit $106 $110 

Septic installation or repair permit $250 

Septic pumping permit $10 

Sewer connection inspection fee $200 

Siding permit $106 $110 

Sign permit: existing billboard $85/year 

Sign permit: permanent See Building Fee Table 
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Sign permit: sandwich board $35 

Sign permit: temporary (portable/banner)  $35/term 
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Fee Schedule 
 

 

 

Type Amount 

Storm pond aeration permit $150 

 
Swimming pool permit 

$160 (in ground) 

$106 (above ground) 

Touch pad $18 

Water connection inspection fee $250 

Water meter City cost plus $50 

MXU unit City cost plus $50 

Water meter + MXU unit City cost plus $50 

Window/door replacement permit $79/unit (max $158) 

Work commencing before permit issuance Double permit fee 
1 Inspections made outside of normal business hours are a three-hour minimum charge. 
2 Or the total hourly cost to the jurisdiction, whichever is greatest. This cost shall include 
supervision, overhead, equipment, hourly wages, and fringe benefits of the employees involved. 
3 Actual costs include administrative and overhead costs. 

 
(d) Fee refund. Per applicant request, city staff may refund permit fees up to 80% for voided 

permits. Plan review fees and state surcharge fees are non-refundable. No refund shall be provided if 
permit has expired. 
 

(e) All permits issued are subject to applicable state surcharge fees. 
 

(f) An escrow may be required, as determined by the City Engineer, to cover all costs incurred 
by the city for plan revision and construction observation. 
 

(8) Escrow deposits. 
 

(a) In order to obtain a certificate of occupancy, escrow deposits shall be collected if exterior 
work cannot be completed due to inclement weather, as determined by city staff, whereupon a temporary 
certificate of occupancy would be issued subject to the execution of an escrow agreement and payment 
thereof. Any unfinished work must be completed within six months (weather permitting) from the date 
of issuance. The following escrow amounts are hereby established: 
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As-built surveys $1,000 

Driveway $1,000 

Exterior concrete $1,000 

Garage floor $1,000 

Landscaping $2,500 (landscaping may be escrowed year-round per city 
staff) 

Stucco (final coat 
only) 

$1,000 

Other Determined by city staff at a rate of 125% of the actual 
improvement costs 

 
(b) Escrow deposits will be charged a $100 non-refundable administrative fee. 

 
(c) Escrow deposits can be submitted through one of the following procedures: 

 
1. Escrow can be paid to the city upon execution of an agreement signed by both the 

payee and the city. 
 

2. The title company or lending institution can hold the escrow upon execution of an 
agreement signed by both the title company or lending institution and the city. 
 

(d) A partial release, of a multi-item escrow, will be charged a $75 non-refundable 
administrative fee. 
 

(9) Right-of-way management. 
 

Type Amount 

Excavation permit fees  

Hole Base Permit (includes administration, plan 
review, inspection, testing and mapping) 

$150 

Trench or Bore (includes administration, plan review, 
inspection, testing and mapping) 

$ 70 /100 lineal feet plus hole fee 

Obstruction permit fee  
$50 plus $0.50/lineal foot Includes administration, recording, review and 

inspection 

Permit extension fee  
$55 Includes administration, recording and review 
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Type Amount 

Delay penalty  

For up to three days of non-completion and non-
prior notice before specified date. After three days 
an additional charge of $10 per day will be levied. 

 

For up to three days of non-completion and non-
prior notice before specified date.  

 

After three days an additional charge will be levied.  

 

$60 
 
 
 
$150  
 
$50 per day 

Degradation fee 
Degradation fee formula: 

This formula covers degradation for the depreciation 
caused by intrusion into the right-of-way and to the 
overlays and seal-coats applied to the surface. The 
formula includes life expectancy schedules for each 
and has an estimated cost per square yard based on 
the quality of the right-of-way surface required for 
different levels of traffic. This formula creates a 
degradation fee which is determined by the cost per 
square yard per street, overlay, and seal-coat, 
multiplied by the depreciation schedule, multiplied 
by the area of the street patch. 

 
 

 
(Cost per square yard for street 
overlay and seal-coat x 
depreciation schedule rates) x area 
of street patch = degradation fee 

 
(10) Utility fees. 

 
(a) Water utility rates. 

 

Type Amount/ Rate 

Residential 

Base fee $25/quarter/REU1 

Consumption fee  

0 - 20,000 gallons $2.19 $2.28 per thousand gallons 

20,001 - 40,000 gallons $2.43 $2.53 per thousand gallons 

40,001 - 80,000 gallons $3.04 $3.16 per thousand gallons 
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80,001 - 120,000 gallons $3.65 $3.80 per thousand gallons 

Over 120,000 gallons $4.26 $4.43 per thousand gallons 

Type Amount/ Rate 

Non-Residential 

Base fee $25/quarter/REU1 

Consumption fee  

0 - 20,000 gallons $2.19 $2.28 per thousand gallons 

20,001 - 40,000 gallons $2.43 $2.53 per thousand gallons 

Over 40,000 gallons $2.75 $2.86 per thousand gallons 

Non-Residential Irrigation2 

Consumption fee  

0 - 40,000 gallons $3.04 $3.16 per thousand gallons 

40,001 - 80,000 gallons $3.65 $3.80 per thousand gallons 

Over 80,000 gallons $4.27 $4.44 per thousand gallons 
1 REU = a residential equivalent connection: 

a. Residential - a single housing unit 
b. Non-residential - per Met Council Service Availability Charge Procedures Manual 

2 Non-Residential users with irrigation systems that do not have a separate irrigation meter will 
be charged at residential rates until such time that a separate irrigation meter is installed and 
inspected. 
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(b) Sewer utility rates. 
 

Type Amount/Rate 

Metered Sewer 

Base fee & up to 10,000 Gallons  $61.48 $63.02/quarter/REU1 

Consumption fee  

Over 10,000 gallons (based on winter average) $1.18 $1.21 per thousand gallons 

Flat sewer $72.52 $74.33/quarter/REU1 
1 REU = a residential equivalent connection: 

1. Residential - a single housing unit 
2. Non-residential - per Met Council Service Availability Charge Procedures Manual 
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(c) Storm water utility rates. 

 

Type Amount 

Quarterly Base Rate 

Residential fee $12/parcel 

Non-residential fee $175/acre of impervious ($12 
minimum) 

 
(d) General utility fees. 

 

Type Amount 

Late penalty 10% of unpaid balance, 
assessed per billing cycle 

Non-payment certification fee $30 

Meter testing (our cost, delivered to 
Minneapolis) 

 

5/8" - 3/4" meter test $100 

1" meter test $150 

1-1/2" - 2" meter test $250 

 
Water meter rental 

$600 deposit 

$25/month 

Additional accessories $25/month 

Water usage fee $5/thousand gallons 

 
Water use violation 

$25 (first violation) 

$50 (second and subsequent violations) 
 

(e) City trunk utility connection fees. The trunk utility connection fee consists of two 
components: a trunk charge and an availability charge. 
 

1. Trunk charge. The trunk charge shall be paid at the time of subdivision approval or 
at the time of hook-up, whichever is first. Residential trunk charges are based on one unit per dwelling 
unit. Commercial/industrial/institutional (CII) trunk charges are based on a factor of 2.92 units per acre. 
 

Sanitary sewer $1,801 $1,855/unit 

Water $2,588 $2,666/unit 
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2. Availability charge. For residential properties, the availability charge shall be paid at 

the time of subdivision approval or at the time of hook-up, whichever is first. 
Commercial/industrial/institutional availability charges shall be paid at the time of building permit. Fees 
are based on the number of sanitary access charge (SAC) units assigned by Metropolitan Council 
Environmental Services (MCES). Residential uses shall be assigned one unit per dwelling unit unless 
otherwise noted by MCES. 
 

City sewer (CSAC) $1,686 $1,737/SAC unit 

City water (CWAC) $1,628 $1,677/SAC unit 
 
 

3.  Special Connection Fees  
In addition to the charges above, the following projects shall have special connection fees: 

  
2025 Street Reconstruction and Municipal Sewer and Water Extension  
 

i. Colonial Woods 
Sewer  $4,000 
Water $3,908 

ii. Pine Haven 
Sewer $2,647 
Water $3,280 

 
(f) Lateral service connection fees. The lateral service connection fee shall be in addition to 

the city trunk utility connection fees. If the lot or tract of land, or portion thereof, to be served by a 
lateral connection has not been assessed for the cost of construction, then the applicant shall pay, upon 
hook-up, a lateral connection in accordance with Resolution No. 02-149 (Bisel Amendment) based on 
the following front foot charges: 
 

Sanitary Sewer $80.10 82.50/front foot 

Watermain $75.10 78.00/front foot 
 

(g) Vacant buildings. Owners of a commercial/industrial building(s) connected to city water 
and/or sewer utilities that are vacant due to business closures or other reasons may apply to have the 
number of billed REUs reduced to one REU for purposes of calculating utility fees effective from the 
date the building(s) was vacated for as long as the building(s) remains unoccupied. When the building(s) 
again becomes occupied, the owner must inform the city of such occupation, at which time the number 
of REUs will be determined and utility fees assessed according to the current fee structure. 
 

REU = a residential equivalent connection: 
1. Residential - a single housing unit 

2. Non-Residential REU = per Met Council Service Availability Charge Procedures Manual 
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(h) Surface water management. 

 
 Single/Two Family 

Lots 
Multi Family 
Lots 

Commercial/Industrial/Institutional 
Property 

Fee charge per 
acre of 
development 

$8,217 8,464 $11,051 11,382 $12,241 12,608 

Fees are based on developable land in accordance with the policy provisions established in 
Resolution No. 92-70. Credits may be earned for sub-watershed trunk improvements. 

 
(11) Culvert prices. All culvert prices are based on market prices and include tax and delivery and 

15% administration fee. 
 

(12) Land use. 
 

(a) Fees. 
 

Type Amount 

Alternative Urban Area-wide Review (I-35E AUAR) 
To be charged at the time of land use approval for projects within the 
respective project I-35E Corridor AUAR area that require preliminary 
plats; conditional use permits; site and building plans; and planned unit 
developments. Once paid, the same land will not be charged again. 

 
$325/acre 

         I-35E Corridor AUAR 
       Main Street AUAR 

$341/acre 
$450/acre 

Administrative permit (no fee for transient merchant if issued by City Clerk) $73 $75 

Zoning confirmation letter $75 
 

(b) Escrow deposits (application fee required with each submittal). 
 

Type Amount 

Application fee $200 

 
Comprehensive plan amendment 

$5,000 (40 acres or less) 

$7,500 (over 40 acres) 

 
Conditional use permit 

$1,000 residential/rural 

$7,500 commercial/industrial/institutional 
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Fee Schedule 
 

 

Environmental assessment review $12,500 

Interim use permit $7,500 

Ordinance amendment  

 
Map amendment (rezone) 

$1,500 (40 acres or less) 

$5,000 (over 40 acres) 

Text amendment $1,500 

Planned unit development $5,000 (general concept plan) 
 $12,500 (preliminary plan) 
 $7,500 final plan 

Site plan review $7,500 
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Lino Lakes - Council and Administration 
 

 

 

Type Amount 

Subdivision  

Concept plan review $1,500 

Minor subdivision $3,000 

 
Preliminary plat 

$5,000 (less than 5 acres) 

$7,500 (5 - 40 acres) 

$12,500 (over 40 acres) 

 
Final plat 

$1,500 (less than 5 acres) 

$5,000 (5 - 40 acres) 

$7,500 (over 40 acres) 

Vacation (street, utility, drainage) $1,500 

Variance or appeal $750 
 

1. An escrow account shall be established as indicated above to cover all expenses 
incurred by the city as part of the plan review. In the case of applications including multiple requests, 
the highest escrow deposit amount will be the only one initially required. The applicant is responsible 
for all costs incurred by the city during plan review. If the escrow account drops below 10% of the 
original deposit amount, the city will require the submittal of an additional escrow deposit sufficient to 
cover any anticipated expenses. Upon city determination that the project is complete or expired, the city 
will return the remaining escrow deposit to the applicant. 
 

(13) Development fees. 
 

Type Amount 

GIS mapping fee $90/lot 

Park dedication  

Commercial/industrial/assisted-living/skilled 
nursing 

$2,600 2,725/acre 

Residential $3,500 3,800/unit 

Street lighting operation fee (new development) $120/light ($8/mo/light x 15 months) 

Tree preservation mitigation fee $500/tree 
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Fee Schedule 

 

 

 
(14) Economic development assistance. 

 

Type Amount 

Tax increment financing or tax abatement $12,500 escrow deposit 

Tax exempt financing $2,500 application fee, plus 1% administration 
fee 

 
(15) Staff time. Staff time for chargeable event/projects shall be charged as the employee's hourly 

rate of pay plus benefits plus calculated overhead costs (when applicable). Overtime will be charged at 
1.5 times the calculated hourly rate. 
 

(16) Late fee. A late charge of 10% or $25, whichever is greater, will be charged for fees not paid 
when due. 
(Ord. 14-23, passed 11-13-2023; Am. Ord. 16-24, passed 11-12-2024; Am. Ord. 03-25, passed 
3-10-2025) 
 
 
 
Adopted by the Lino Lakes City Council this 10th day of November, 2025. 
 
 

 ____________________________ 
Rob Rafferty, Mayor 

 
ATTEST: 
 
_________________________  
Roberta Colotti, CMC,  
City Clerk  
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CITY COUNCIL 
STAFF REPORT 

AGENDA ITEM 3.B. 
  

STAFF ORIGINATOR: Meg Sawyer, Human Resources and Communications Manager 
  
MEETING DATE October 27, 2025 
  
AGENDA ITEM: Adopt Personnel Policy Updates 
  
VOTE REQUIRED: Simple Majority  
  
 
INTRODUCTION 
The City Council is being asked to approve an updated version of the Personnel Policy. 
 
BACKGROUND 
Staff has updated the City’s Personnel Policy to ensure compliance with the new Minnesota 
Paid Leave law. The full, redlined policy is provided for your review and consideration. 
 
RECOMMENDATION 
Staff is recommending approval of the revised City's Personnel Policy. 
 
ATTACHMENTS 
1. Personnel Policy - Redlined 10272025 
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Previous Versions: 
September 2025 
September 2024 

May 2024 
January 2024 
August 2022 

April 2022 
February 2022 

September 2020 
April 2019 

August 2016 
December 2013  

Page 62 of 166



Page 2 
 

 

TABLE OF CONTENTS 
SECTION 1: PURPOSE AND SCOPE ................................................................................................. 6 

1.1 Purpose ......................................................................................................................... 6 

1.2 Scope ............................................................................................................................ 6 

1.3 Applicability to Union Personnel .................................................................................. 6 

1.4 Statement of Non-Discrimination ................................................................................ 6 

1.5 Confidentiality / Data Practices Advisory ..................................................................... 7 

1.6 Minnesota Personnel Record Review and Access Act .................................................. 9 

1.7 Personal Communications and Use of Social Media .................................................... 9 

SECTION 2: DEFINITIONS .............................................................................................................. 12 

2.1 Definitions ................................................................................................................... 12 

SECTION 3: APPOINTMENTS AND EMPLOYMENT ....................................................................... 13 

3.1 Physical & Psychological Examination ........................................................................ 13 

3.2 Background Investigations ......................................................................................... 13 

3.3 Probationary Period.................................................................................................... 13 

3.4 Work Schedule ............................................................................................................ 13 

3.5 Performance Evaluations ............................................................................................ 14 

3.6 Promotions ................................................................................................................. 14 

3.7 Veteran’s Preference .................................................................................................. 14 

3.8 Americans with Disabilities Act (ADA) ........................................................................ 14 

3.9 Disciplinary Steps ........................................................................................................ 14 

3.10 Grievance Procedures ................................................................................................. 16 

SECTION 4: COMPENSATION........................................................................................................ 18 

4.1 Position Classifications ............................................................................................... 18 

4.2 Compensation Plan ..................................................................................................... 18 

SECTION 5: EMPLOYEE BENEFITS ................................................................................................. 19 

5.1 Health Care Benefits ................................................................................................... 19 

5.2 Pre-Tax Benefits .......................................................................................................... 19 

5.3 Health Insurance Continuation (COBRA) .................................................................... 19 

5.4 Deferred Compensation ............................................................................................. 20 

5.5 Long-Term Disability ................................................................................................... 20 

5.6 Safety Committee ....................................................................................................... 20 

Page 63 of 166



Page 3 
 

5.7 Employee Wellness ..................................................................................................... 20 

5.8 Employee Assistance Program (EAP) .......................................................................... 21 

5.9 Post Employment Health Care Saving Account .......................................................... 21 

5.10 College Savings Plan ................................................................................................... 21 

SECTION 6: LEAVES ....................................................................................................................... 22 

6.1 Holidays ...................................................................................................................... 22 

6.2  Sick Leave/Earned Sick and Safe Time ........................................................................ 22 

6.3  Vacation Leave ............................................................................................................ 26 

6.4 Leave Donation Program ............................................................................................ 26 

6.5 Workers' Compensation ............................................................................................. 28 

6.6 Sick Child/School Child Leave ..................................................................................... 29 

6.7 Funeral Leave .............................................................................................................. 29 

6.8 Military Leave ............................................................................................................. 29 

6.9 Time off to Vote .......................................................................................................... 30 

6.10 Jury Duty ..................................................................................................................... 31 

6.11 Serving as an Election Judge ....................................................................................... 31 

6.12 Family & Medical Leave (FMLA) ................................................................................. 31 

6.13 Pregnancy and Parental Leave ................................................................................... 35 

6.14 Personal Leave of Absence ......................................................................................... 36 

6.15 Bone Marrow Donation Leave .................................................................................... 36 

6.16 Absence without Leave .............................................................................................. 37 

6.17 Severe Weather .......................................................................................................... 37 

6.18 Personal Time Off (PTO) Leave/Earned Sick and Safe Time (ESST) ............................ 37 

6.19 Minnesota Paid Leave (MNPL) ................................................................................... 40 

SECTION 7: EDUCATION AND EXPENSE REIMBURSEMENT ........................................................ 44 

7.1 Tuition Reimbursement .............................................................................................. 44 

7.2 Travel Reimbursement ............................................................................................... 44 

7.3 Cellular Phones ........................................................................................................... 46 

SECTION 8: CONDUCT AND ETHICS .............................................................................................. 48 

8.1 Conduct as a City Employee ....................................................................................... 48 

8.2 Political Activity .......................................................................................................... 49 

8.3 Conflict of Interest ...................................................................................................... 49 

8.4 Nepotism .................................................................................................................... 51 

Page 64 of 166



Page 4 
 

8.5 Omnibus Child Support Enforcement Act .................................................................. 51 

8.6 Workplace Harassment .............................................................................................. 52 

8.7 Reporting Workplace Harassment ............................................................................. 52 

8.8  Drug, Alcohol and Cannabis Testing – All Employees Except Public Works ............... 53 

8.9  Drug and Alcohol Testing for Commercial Drivers (DOT) ........................................... 62 

8.10 Professional Appearance ............................................................................................ 80 

8.11 IT Acceptable Use Policy ............................................................................................. 81 

8.12 Smoking and Tobacco Use Policy ............................................................................... 82 

SECTION 9: SEPARATION FROM CITY EMPLOYMENT ................................................................. 83 

9.1 Voluntary Resignation ................................................................................................ 83 

9.2 Reduction in Force ...................................................................................................... 83 

9.3 Termination ................................................................................................................ 83 

9.4 Severance Pay ............................................................................................................. 84 

SECTION 10: DISCIPLINARY HEARINGS ........................................................................................ 85 

10.1  Request for Hearing .................................................................................................... 85 

10.2  Pre-Termination (Loudermill) Hearing ....................................................................... 85 

10.3  Post-Discharge Hearing .............................................................................................. 85 

10.4  Veterans’ Preference Hearing .................................................................................... 85 

 
 

 

 

 

 

 

 

 

 

 

 

Page 65 of 166



Page 5 
 

 

  

Page 66 of 166



Page 6 
 

SECTION 1: PURPOSE AND SCOPE 
 
1.1 Purpose 

The purpose of this policy is to establish a consistent and equitable system of personnel 
administration for employees of the City of Lino Lakes. Terms and conditions of employment 
not specifically established in this Personnel Policy shall remain solely within the discretion of 
the City to modify, establish, or eliminate. The City retains the full and unrestricted right to 
operate and manage all personnel, facilities, and equipment; to establish functions and 
programs; to set and amend budgets; to determine the utilization of technology; to establish 
and modify the organizational structure; to select, direct, and determine the number of 
personnel; to establish work schedules; and to perform any inherent managerial functions not 
specifically referred to in this policy. 

1.2 Scope 

This handbook contains policies and procedures for supervisors and employees and does not 
apply to the following: 

• Elected officials 
• City attorney 
• Members of city boards, commissions, and committees  
• Consultants and contractors 
• Volunteers, except as specifically noted for paid-on-call firefighters 

If a section in this personnel policy is held invalid by judicial or legislative action, the remainder 
of these policies will not be affected.  

1.3 Applicability to Union Personnel 

The provisions of these policies and procedures shall also apply to all organized personnel who 
work under a collective bargaining agreement with the City. In the event of a conflict between 
the terms of a collective bargaining agreement and this policy, the terms of the collective 
bargaining agreement shall take precedence. Nothing in these policies is intended to modify or 
supersede any applicable provision of state or federal law.  

1.4 Statement of Non-Discrimination 

The City of Lino Lakes is committed to providing equal opportunity in all areas of employment, 
including but not limited to recruitment, hiring, demotion, promotion, transfer, selection, lay-
off, disciplinary action, termination, compensation and selection for training. The City of Lino 
Lakes will not discriminate against any employee or job applicant on the basis of race (including 
traits associated with race, including, but not limited to, hair texture and hair styles such as 
braids, locs and twists) color, creed, religion, national origin, ancestry, sex, sexual orientation, 
gender identity, or gender expression, disability, age, marital status, genetic information, status 
with regard to public assistance, veteran status, familial status, or membership on a local 
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human rights commission or lawful participation in the Minnesota Medical Cannabis Patient 
Registry. 
1.5 Confidentiality / Data Practices Advisory  

During the course of City employment, an employee will likely be asked to provide personal 
information classified by state law as either private or confidential. Private data is information 
that generally cannot be given to the public but can be given to the subject of the data. 
Confidential data is information that generally cannot be given to either the public or to the 
subject of the data. 

The requested information will be used to evaluate the employee’s job performance, eligibility, 
and abilities. If the employee provides false, incomplete or misleading information, the 
employee may be subject to discipline. 

A. Types of Data 

• Public Data. Information about a person that must be made available to the public or to 
the subject of the data.  

• Private Data. Information that can be given to the subject of the data upon request, but is 
not available to the public without permission or as specifically authorized by law. 

• Confidential Data. Information that generally cannot be given to the public or the 
subject of the data. 

• Personnel Data. Data on individuals collected because the individual is or was an 
employee, an applicant for employment, performs service on a voluntary basis, acts as 
an independent contractor with the City, or is a member of an advisory board, 
committee, or commission. 

• Summary Data. Data about a person used to develop statistics or reports are considered 
public information, but the data does not identify any individual. 

B. Public Personnel Data 

With the exception of undercover law enforcement personnel, the following personnel data are 
public: name, gross salary, salary range, gross pension, contract fee, benefits, expense 
reimbursements, job title, job description, education and training background, previous work 
experience, dates of employment, status of complaints or charges against employees, outcome 
of complaints or disciplinary actions, work location, work telephone number, badge number, 
city and county of residence.  

C. Access to Personnel Files 

Other persons or entities that are authorized by law to receive information in the employee’s 
personnel file are: 

• Employees, agents and officials of the city who have a need to know about the 
information in the course of their duties or responsibilities; 

• The person who is the subject of private data; 
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• People who have permission from the subject of the data; 

• The Internal Revenue Service and Minnesota Department of Revenue; 

• The Immigration and Naturalization Service; 

• The Minnesota Department of Economic Security in any claim for reemployment 
benefits; 

• The Worker’s Compensation Court in any claim for worker’s compensation benefits; 

• Various insurance companies in any claim for insurance benefits; 

• Individuals who have obtained a court order for the information; 

• Participant in any litigation, mediation, veteran’s preference hearing, grievance 
arbitration, or other administrative proceeding that involves the employee; 

• Labor organizations and the Bureau of Mediation Services. 

D. Private Data 

The following personnel data are considered private data on individuals and are not accessible 
to the public: social security number, age, sex, marital and family status, employee’s home 
address and telephone number, criminal record, race and ethic data, insurance status, 
references, college transcripts (except for name of institution, degrees, and years attended), 
reference checks, medical records, psychological examinations, workers’ compensation reports, 
physical limitations related to job, sick leave forms, medical reports, data collected from 
disciplinary proceedings, opinion questionnaires, names of applicants for employment until 
finalists are announced, employee assistance programs and exit interview responses. Private 
data is accessible to the subject employee, the employee's authorized representative, the 
immediate supervisor and department director, and other City staff persons or officials who 
have a legitimate need to know such data. 

No employee may disclose the home address, telephone number, or personal information 
about another employee to any third party without prior consent of the affected employee, as 
per the section on "Informed Consent." 

Employment selection instruments and answer keys to such instruments are protected non-
public data, except pursuant to a valid court order. 

E. Access to Data 

• Public Data. Access shall be provided to any person, without regard to the nature of the 
person's interest. Access must be provided by Administration or other persons authorized 
by the City Administrator. Access must be provided within a reasonable time period. 
Interpretation shall be provided if requested. A fee may be charged for copying and 
mailing and for the time it takes to collect the information. 

• Private Data. Access to private data is available only to: (1) the subject of the data; (2) 
City employees who need access to the data; (3) agencies authorized by state or federal 
law who need access to specific data; and (4) agencies or individuals with written 
consent from the subject of the data. 
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Personnel files will be maintained by the Administration Department. The City Administrator 
shall assure that access is provided only to the parties listed above. The identity and authority 
of an individual who seeks to gain access to private data must be confirmed. The time that 
access is available is limited to city hall business hours. No fees shall be charged in cases where 
the data subject only wishes to view private data. Fees may be charged for providing copies.  

1.6 Minnesota Personnel Record Review and Access Act 

The Minnesota Personnel Record Review and Access Act provide the following rights and 
remedies to employees regarding their personnel files: 

• Employees have a right to review their file, upon a written request made in good faith, 
once every six months while employed. 

• After termination, employees may review their records once annually for as long as the 
City maintains the record. 

• The City must comply with an employee’s written request to review his or his file within 
seven work days from date of request. 

• After the review, the employee may request, in writing, a copy of the record at no 
charge to the employee. 

• If the employee disputes information contained in the record and the City does not 
agree to remove or revise the disputed information, the employee may submit a written 
statement of up to five pages explaining the employee’s position. This statement will be 
included in the personnel file for as long as the City maintains it. 

• If the City violates the statute, employees may bring a civil action to compel compliance 
and for actual damages and costs. 

• The City may not retaliate against employees for asserting their rights or remedies 
under the statute. If the City unlawfully retaliates against an employee, the employee 
may bring a civil action to compel compliance and for actual damages, back pay, 
reinstatement, equitable relief, and attorney fees. 

1.7 Personal Communications and Use of Social Media 

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

• Do not share any private or confidential information you have access to as a result of 
your City position. 

• Any personal communications made on a matter of public concern must not disrupt the 
efficiency of the City’s operation, including by negatively affecting morale. Put another 
way, such public comments must not undermine any City department’s ability to 
effectively serve the public. Disruptive personal communications can include liking or 
republishing (sharing/retweeting) a social media post of another individual or entity. 
The City can act on the personal communication that violates this policy without waiting 
for the actual disruption. 

• Remember what you write or post cannot easily be undone. It may also be spread to a 
larger audience than you intended. Use common sense when using email or social 
media sites. It is a good idea to refrain from sending or posting information or photos 
you would not want your boss or other employees to read, or you would be 
embarrassed to see in the newspaper. Keep in mind harassment, bullying, threats of 
violence, discrimination, or retaliation concerning a co-worker or between co-workers 
that would not be permissible in the workplace is not permissible online, even if it is 
done after hours, from home and on home computers. 

• The City expects its employees to be fair, courteous, and respectful to supervisors, co-
workers, citizens, customers, and other persons associated with the city. Avoid using 
statements, photographs, video or audio that reasonably may be viewed as malicious, 
obscene, threatening or intimidating, disparaging, or might constitute harassment or 
bullying. Examples of such conduct might include offensive posts meant to intentionally 
harm someone’s reputation or posts that could contribute to a hostile work 
environment on the basis of sex, race (including traits associated with race, including, 
but not limited to, hair texture and hairstyles such as braids, locs and twists) national 
origin, age, color, creed, religion, disability, marital status, familial status, veteran status, 
sexual orientation, gender identity, or gender expression, status with regard to public 
assistance or membership or activity in a local human rights commission. 

• If you publish something related to City business and there is liable to be confusion 
whether you are speaking on behalf of the City, it would be best to identify yourself and 
use a disclaimer such as, “These are my own opinions and do not represent those of the 
City of Lino Lakes.” 

• City resources, working time, or official city positions cannot be used for personal profit 
or business interests, or to participate in personal political activity. Some examples: a 
building inspector could not use the City’s logo, email, or working time to promote 
his/her side business as a plumber; a parks employee should not access a park after 
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hours even though he or she may have a key; a clerk, while working at City Hall, should 
not campaign for a friend who is running for City Council. 

• Personal social media account name or email names should not be tied to the City (e.g., 
(Lino Lakes Police Officer). 
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SECTION 2: DEFINITIONS 
 
2.1 Definitions 

The following words and phrases will have the meaning as defined herein: 

1. Absent without Leave. Any absence of an employee from duty, including any absence 
for a single day or part of a day, which is not authorized by a specific leave of absence or 
time off under the provisions of this policy. 

2. Administrative Leave. Paid leave granted to an employee, who is the subject of an 
investigation, when the City Administrator determines it is in the best interest of City 
employees and the public that the employee be removed from duty until the 
investigation is complete.  

3. Anniversary Date. The month and day of initial hiring or promotion of a regular full-time 
or regular part-time employee. 

4. Child. Stepchild, biological, adopted, or foster child under 18, or under 20 if still 
attending secondary school.  

5. Compensation Plan. A schedule of pay ranges for all job classifications within the City. 

6. Exempt Employee. Executive, administrative, and professional employees who are 
exempt from overtime pay as defined by the federal Fair Labor Standards Act. 

7. Full-Time Employee. Employees who are required to work forty (40) or more hours per 
week year-round in an ongoing position. 

8. Immediate Family Member. An immediate family member shall be defined as spouse, 
parent, spouse's parent, child, brother, sister, brother-in-law, sister-in-law, niece, 
nephew, grandparent of the employee or employee’s spouse, and grandchild. 

9. Job Classification. A position assigned to its appropriate pay range based on the duties 
performed and the responsibilities assumed. 

10. Job Reclassification. A change in a class of an individual position on the basis of revisions 
to job duties and responsibilities, which places the position in a higher or lower pay 
grade. 

11. Non-Exempt Employee. Not exempt from the provisions of the Fair Labor Standards Act 
and is subject to overtime pay. 

12. Part-Time Employee. Employees who are required to work less than (40) hours per week 
year-round in an ongoing position. 

13. Pay Grade. A grouping of positions considered substantially equal and are paid the same 
wage.  

14. Pay Range. A schedule of minimum and maximum pay rates, which are established for 
each job classification. 
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SECTION 3: APPOINTMENTS AND EMPLOYMENT  
 
3.1 Physical & Psychological Examination 

An applicant or employee appointed to a position must be sufficiently healthy to satisfactorily 
perform the essential duties and responsibilities of the position. 

After a conditional offer of employment has been made, applicants may be required to undergo 
a physical and/or psychological examination prior to appointment to a position. The City will 
pay the total cost of pre-employment examinations. A medical evaluation report shall be 
prepared and filed in the employee’s medical file. 

If a medical evaluation indicates that an applicant has a mental or physical condition that 
causes such applicant to be considered a serious health risk, or whenever the applicant is 
reported to have a condition that may substantially affect the applicant’s ability to perform the 
essential functions of the position, the City may declare the applicant ineligible for 
consideration for appointment to the position. 

3.2 Background Investigations 

Upon the request of the City Administrator or designee, the Police Department shall provide 
certain criminal history data contained in the Minnesota Criminal Justice Information System. 
This applies only to finalists for City employment. The City Administrator or designee must 
obtain the consent of the finalists before requesting the data, but an applicant’s failure to 
provide consent may disqualify the applicant from an offer of employment.  
3.3 Probationary Period 

Newly hired full-time and part-time employees will serve a one-year probationary period. 
During the probationary period, an employee may be transferred or dismissed at the City's sole 
discretion for any reason. A probationary employee cannot appeal this decision. Prior to the 
expiration of the probationary period, the employee's performance will be evaluated in writing 
by the employee's supervisor and given to the City Administrator with a recommendation that 
the employee be retained as a regular employee or dismissed. 

3.4 Work Schedule 

The regular work week normally consists of 40 hours. The regular 40-hour work week includes 
two paid 15-minute breaks each work day. All employees will be provided with one unpaid 
meal period of 30 minutes each work day.  

Payment for time worked in excess of the regular work week shall be compensated at 1½ times 
the regular rate of pay. This section does not apply to exempt employees. 

A department director, with approval from the City Administrator, may establish a modified 
work schedule for an employee if it benefits the City. 
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3.5 Performance Evaluations 

Employees generally receive an annual performance appraisal. The purpose of the performance 
review is to evaluate an employee’s performance, to communicate supervisor’s expectations, 
and to establish future goals and objectives. 
 
The supervisor will conduct an interview following the written evaluation. The written 
evaluation shall be filed in each employee's personnel file. An overall evaluation of "satisfactory 
performance" will be required prior to the granting of any step adjustment. 
3.6 Promotions 

A department director and the City Administrator shall be responsible for determining whether 
an employee possesses the necessary qualifications for promotion to a particular position. 
Appropriate tests may be given to aid in this determination. Length of full-time employment 
with the City will be considered in promotions only when all other qualifications are equal. 

It shall be the policy of the City to fill vacancies by promoting current employees from within 
where practicable. This policy shall not be construed to preclude the City from external 
recruitment and selection of applicants from outside the municipal service, nor as a guarantee 
of promotion from within to any position for which job openings occur. 

All promotions shall be subject to a six-month probationary period. If the employee who has 
been promoted is found unsuited for the position to which promoted, such employee may be 
reinstated to his/her former position and rate of pay, or to another position in the same class if 
a vacancy exists. 

3.7 Veteran’s Preference 

The City’s veteran’s preference program shall be in accordance with state and federal law. 

3.8 Americans with Disabilities Act (ADA) 

The Americans with Disabilities Act (ADA) protects qualified individuals with a disability against 
employment discrimination. The term “disability” includes physical or mental impairments that 
substantially limit one or more major life activities, or where an individual has a record of 
impairment or is regarded as having impairment.  
3.9 Disciplinary Steps 

City employees shall be subject to disciplinary action for failing to fulfill their duties and 
responsibilities, including observance of work rules and conditions of employment. It is the 
policy of the City to administer disciplinary penalties without discrimination. Every disciplinary 
action shall be for “just cause” and the employee may use the grievance procedures as outlined 
in Section 3.10 of this Personnel Policy with respect to any disciplinary action that he/she 
believes is unjust or disproportionate to the offense committed. The City Administrator or a 
department director may direct an investigation into any alleged violation before any 
disciplinary action is taken.  
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Any employee subject to the provisions of this policy or any other departmental policy may be 
terminated from City employment only for cause. The particular dismissal, demotion, or 
suspension shall be based on the individual facts and circumstances involved. 

Steps 

Except for severe infractions, disciplinary action will generally be progressive and follow the 
steps listed below: 

1. Coaching. Any violation of rules and regulations will be explained to the employee by 
his/her supervisor, indicating the corrective action necessary to prevent recurring 
violations. 

2. Written Reprimand. A written reprimand states that the employee is being disciplined 
for misconduct, describes the misconduct and past actions taken by the department 
director or City Administrator to correct the problem, and outlines future disciplinary 
action if the misconduct continues. The employee shall be given a copy of the reprimand 
and sign the original acknowledging that he/she has received the reprimand. The 
employee’s signature does not mean that he/she agrees with the reprimand. 

 
3. Suspension without Pay. Prior to the suspension, or as soon thereafter as possible, the 

employee shall be notified in writing of the reason for the suspension, its duration, and 
further disciplinary actions should the misconduct continue. An employee may be 
suspended pending investigation of an allegation. A copy of each written statement 
shall be placed in the employee’s personnel file. If an allegation is proved to be false, the 
statement will be removed and the employee will receive back pay.  

4. Demotion. The City Council may, upon recommendation of the City Administrator, 
demote an employee for just cause. The employee will be provided with a written 
statement of the reason for the demotion. The written statement will be furnished to 
the employee prior to the effective date of the demotion. An employee who is demoted 
shall not be required to serve a probationary period in the position in which the 
employee is being demoted. 

A regular employee who is demoted for disciplinary reasons may appeal the demotion 
through Section 3.10 of this policy. 

5. Paid Administrative Leave. Paid administrative leave is granted in conjunction with an 
ongoing investigation or any time the City Administrator feels it is in the best interest of 
employees and the public to remove an employee from active duty. 

6. Discharge. The City Administrator may discharge a non-probationary employee for just 
cause only, subject to City Council approval. A discharged employee will be notified at 
termination that he/she has a right to make a written request for reason of dismissal. If 
requested, the City will provide reasons, in writing, within five work days. This notice 
will include rights contained in the veterans’ preference law, if applicable, a statement 
indicating that the employee may respond to the charges both orally and in writing, and 
that he/she may appear personally before the City Council. 
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3.10 Grievance Procedures 

The procedure established herein will be followed by an employee in presenting a grievance to 
the City. Failure to follow the steps within the stated time limits may result in a denial of the 
grievance on procedural grounds. 

Steps 

1. An employee claiming a violation concerning the interpretation or application of a City 
policy shall, within 21 calendar days after such alleged violation has occurred, present 
the grievance in writing to the employee's immediate supervisor. Such written grievance 
shall set forth the nature of the grievance, the facts on which it is based, the provisions 
of the policy allegedly violated, and identify the remedy requested. A grievance not 
resolved in Step 1 shall be appealed to Step 2 within 15 calendar days after the 
supervisor's response in Step 1. Any grievance not appealed in writing to Step 2 by the 
employee within 15 calendar days shall be considered waived. 

2. A grievance unresolved in Step 1 and appealed to Step 2 shall be submitted in writing to 
the City Administrator within 15 days. The City Administrator will give an answer to Step 
2 within 15 calendar days after receipt. The written response of the City Administrator 
shall constitute the City's final response to the employee’s grievance. 

3. If the grievance is not resolved in Step 2, and if the grievance relates to the 
interpretation of the City's Personnel Policy, the employee may appeal the grievance in 
writing to the City Council within 15 calendar days of receipt of the City Administrator's 
response in Step 2. Any grievance not appealed in writing to Step 3 within 15 calendar 
days shall be considered resolved. If appealed to the City Council, the Council may 
establish a date for hearing the employee's grievance. Following determination by the 
City Council, a written response shall be provided to the employee within 15 calendar 
days of receipt of the written grievance. The written response of the City Council shall 
constitute the city's final response to the employee’s grievance. 

4. Employees considered essential employees as defined by FLSA guidelines, not already 
covered by a collective bargaining agreement are entitled to appeal a grievance, not 
resolved in Step 3, to the Minnesota Bureau of Mediation Service. The employee has 15 
days following receipt of the city's Step 3 answer to submit for mediation. The city will 
discuss and respond in writing to the Step 3 grievance at the mediation session 
scheduled by the Bureau of Mediation Services. If the grievance is submitted to 
mediation and is not resolved, it may be appealed to arbitration within 15 calendar days 
following the city's Step 3 answer. 

5. A grievance unresolved in Step 4 and appealed to Step 5 by the employee shall be 
submitted to arbitration subject to the provisions of the Public Employment Labor 
Relations Act of 1971, as amended. The employee shall notify the city of its intention to 
arbitrate the grievance within 15 calendar days following the city's final Step 4 answer. If 
the parties are unable to agree on the selection of an arbitrator, the employee shall 
request a list of arbitrators to be submitted to the parties by the Bureau of Mediation 
Services. The selection of an arbitrator shall be made in accordance with the "Rules 
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Governing the Arbitration of Grievances" as established by the Bureau of Mediation 
Services. 

The arbitrator shall have no right to amend, modify, nullify, ignore, add to, or subtract 
from the terms and conditions of this policy. The arbitrator shall consider and decide 
only the specific issue(s) submitted in writing by the city and the employee, and shall 
have no authority to make decisions on any other issue not so submitted. 

The fees and expenses for the arbitrator's services and proceedings shall be borne 
equally by the city and the employee. 
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SECTION 4: COMPENSATION 
 
4.1 Position Classifications 

The City shall establish and maintain a position classification plan for all positions covered in 
this policy. Each position with the city shall be assigned to a class on the basis of duties and 
responsibilities, authority, and complexity of position. The class may contain more than one 
position. A new class may be added when a new position is created and no class exists for the 
new position.  

4.2 Compensation Plan 

The pay of City employees will be in accordance with the salary ranges approved by the City 
Council. The Council may make adjustments to any or all of the salary ranges in the City’s 
compensation plan on an annual basis or for other pertinent reasons such as a job 
reclassification.  

Positions in the City’s job classification system are assigned a pay range or grade based on the 
value of the tasks performed. The annual compensation plan is applicable to full-time and part-
time employees and does not include elected officials, appointed officials, temporary 
employees, and those covered by collective bargaining agreements. 

A new employee may start at any step of the salary range based on his/her qualifications and 
experience at the time of hire. Employees are eligible for step increases on their anniversary 
date in accordance with the City’s compensation plan or union wage schedules. 
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SECTION 5: EMPLOYEE BENEFITS  
 
5.1 Health Care Benefits 

The City provides a combination of health care benefits to regular full-time employees, such as 
health, dental, long-term disability, and life insurance. Regular full-time employees are eligible 
for the health care benefit package commencing on the first of the month following date of 
hire.  

The City offers health insurance to part-time employees who work on average or are expected 
to work 30 or more hours per week or 130 hours or more per month and to their dependents. 
The type of coverage and contributions will be determined annually by the City Council.  

Employees are responsible for participating in the cost of health care benefits pursuant to the 
City's annual review of participation levels. 

Regular full-time employees who work 80 hours in a pay period and provide proof of insurance 
through an immediate family member, or who are eligible for Medicare, may waive insurance 
coverage and receive a monthly cash payment, which is established by the City Council 
annually. 

5.2 Pre-Tax Benefits 

On the first day of the month following date of hire, employees are eligible to participate in the 
City’s Health Care and Dependent Day Care Expense Reimbursement Plan. Under this program, 
employees may authorize the City to deduct, before taxes, expenses associated with the 
following: 

1. Premium Conversion. This plan allows you to automatically pay your portion of the 
premiums for the City’s health and dental insurance program with pre-tax dollars. 

2. Health Care Flex Account. The employee may pay eligible “uncovered” medical and 
dental expenses with pre-tax dollars (e.g. deductibles and eyewear).  

3. Dependent Day Care Flex Account. The employee may pay day care expenses with pre-
tax dollars. 

Employees will be reimbursed for expenses incurred during the plan year, which runs from 
January 1 to December 31. Employees will be advised that money not spent during the plan 
year will be forfeited according to federal law.  

5.3 Health Insurance Continuation (COBRA) 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and 
their qualified beneficiaries the opportunity to continue health insurance coverage under the 
City’s health plan when a “qualifying event” would normally result in the loss of eligibility.  

Qualifying events include resignation, termination of employment, death of an employee, a 
reduction in an employee’s hours, a leave of absence, an employee’s divorce or legal 
separation, and a dependent child no longer meeting eligibility requirements. Under COBRA, 
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the employee or beneficiary pays the full cost of coverage at the City’s group rates plus any 
additional administrative fee, if applicable.  

The Human Resources Department will provide each eligible employee with a written notice 
describing rights granted under COBRA when the employee becomes eligible for COBRA 
coverage plan. The notice contains important information about the employee’s rights and 
obligations.  

5.4 Deferred Compensation 

The City will provide regular full-time employees the opportunity to participate in a pre-tax 
retirement savings program through payroll deductions. This voluntary retirement saving plan is 
designed to allow tax savings for employees. 

Full-time employees will be permitted to receive a cash payment for 50 percent of their unused 
annual Sick Leave/Earned Sick and Safe Time accrual exceeding 720 hours at the conclusion of 
each calendar year. The balance of the unused Sick Leave/Earned Sick and Safe Time will be 
added to the employee’s Sick Leave/Earned Sick and Safe Time bank up to the maximum 
accrual of 960 hours. The cash payment will be paid at the conclusion of each calendar year into 
the employee's designated deferred compensation plan as authorized by the City. 

5.5 Long-Term Disability 

Long-term disability insurance is provided to regular full-time employees Long-term disability 
benefits are available based upon the terms and conditions contained in the contract with the 
long-term disability insurer. Terms and benefits under the program are subject to change from 
time to time.  

5.6 Safety Committee 

The City of Lino Lakes recognizes its responsibility to provide the safest conditions for its 
employees by ensuring all reasonable safeguards are established in the workplace. Employees 
are responsible for observing all safety rules and for using all available safety equipment. 
Employees are also responsible for reporting any unsafe condition to their supervisor. The 
efficiency of any municipal operation can be measured directly by its ability to control 
unnecessary loss. To that end, the Lino Lakes Safety Committee was established. The Safety 
Committee is made up of employees who meet and examine the City’s policies and procedures 
and review accident and injury reports. The Safety Committee also reviews and updates the 
City of Lino Lakes Safety Policies and Rules. 

5.7 Employee Wellness 

Employees may convert accrued Sick Leave/ESST or PTO/ESST leave to pay for their monthly 
health club membership dues or online subscriptions up to a maximum of $60 per month, 
provided that the employee maintains a Sick Leave/ESST balance or PTO/ESST balance of 80 
hours.  
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Reimbursements are made on a monthly basis upon receipt of a completed form and evidence 
of payment to the health club. Forms are available in the Finance Department. The 
reimbursement is subject to federal, state and FICA tax withholdings.  

5.8 Employee Assistance Program (EAP) 

Understanding that an employee’s personal life may affect job performance, the City has 
contracted with an insurance provider to offer an Employee Assistance Program. This program 
is available to full and part-time employees and their immediate family members.  

Individuals can call a toll-free number 24 hours a day any day of the year and speak with a 
professional counselor who will assess the personal or family issue and provide ideas for 
resolution.  

5.9 Post Employment Health Care Saving Account  

The City has established a Post Employment Health Care Savings Account (HCSA) for eligible non-
union regular full-time employees. The purpose of this program is to allow such employees to save 
money on a tax-free basis to pay for health-related expenses after separation from service with 
the City. The terms for participation are as follows: 

1. Participation. All non-union regular full-time employees are required to participate in the 
HCSA program. 

2. Unused Compensation. Any unused Vacation, Sick Leave/ESST, or PTO/ESST severance pay 
will be contributed into the HCSA upon separation.  

3. Salary Contributions. Eligible non-union employees having 25 years of PERA membership 
shall contribute three percent of their salary into their HCSA. Those with less than 25 years 
of PERA membership shall contribute two percent of their salary into the HCSA. 
Contributions shall be calculated and submitted each pay period.  

a. Years of service for PERA membership will be reflective of the employee’s date of 
hire with the City unless the employee provides payroll with documentation from 
PERA indicating additional membership years.  

All other terms and conditions of this plan are outlined in the plan documents. 

5.10 College Savings Plan  

Regular full-time employees may elect to contribute to the 529 Minnesota College Savings Plan 
through payroll deductions. The plan has special tax advantages that are designed to help 
college savings grow. All investment earnings and gains are income tax-free if used to pay for 
qualified higher education expenses. The Human Resources Department has more information 
on the 529 Minnesota College Savings Plan.  
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SECTION 6: LEAVES 
 
6.1 Holidays 

Regular full-time employees are entitled to the paid holidays listed in the table below. Part-
time, temporary, and seasonal employees are not entitled to holiday pay.  

New Year’s Day Juneteenth Thanksgiving Day 
Martin Luther King, Jr. Day Independence Day Day after Thanksgiving 
President's Day Labor Day Christmas Eve Day 
Memorial Day  Veteran’s Day Christmas Day 
  New Year’s Eve Day 

  
When a holiday falls on a Sunday, the following Monday is considered the holiday. When a 
holiday falls on a Saturday, the preceding Friday is considered a holiday. In order to be eligible 
for paid holidays, employees must work on the day before and the day after such holiday, 
unless on paid leave. 

Rookery Activity Center employees who are required to work on a holiday recognized by the 
City will accrue a floating holiday to be used within the same pay period. Use of a floating 
holiday outside of the pay period accrued, requires approval from the City Administrator. 
Accrued floating holidays are not paid out at time of separation.  

Part-time firefighters who work a holiday shift shall be compensated at two times the 
employee's base rate of pay. Part-time firefighters must bid for a holiday shift and will be 
approved based on the last 90 day work period of hours worked. If two part-time firefighters 
have the same total of hours worked in the previous 90 days, seniority will be used to 
determine which part-time firefighter will pick shifts first. If a holiday shift is not taken, the shift 
will be assigned to the lowest hours worked employee from the last 90 day work period. This 
applies only to the holidays recognized by the City and are listed in the table above. 

 

6.2  Sick Leave/Earned Sick and Safe Time 

Sick Leave/Earned Sick and Safe Time (ESST) is paid leave employees can use when an employee 
is sick, to care for a sick family member or to seek assistance if an employee or their family 
member has experienced domestic abuse, sexual assault or stalking. 

Full-time, part-time, and temporary employees (including seasonal and interns) are eligible for 
ESST. 
 
A. Earned Sick and Safe Time for Part-time and Temporary Employees 
For all part-time and temporary employees, Earned Sick and Safe Time (ESST) is accrued at one 
hour for every 30 hours worked by an employee, up to a maximum of 48 hours per year.  
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Part-time, temporary employees are eligible for carry over of accrued but unused ESST into the 
following year, but the total of ESST carry over hours shall not exceed 80 hours.  
 
When there is a separation from part-time, temporary employment with the city and the 
employee is rehired again within 180 days of separation, previously accrued ESST that had not 
been used will be reinstated. An employee is entitled to use and accrue ESST at the 
commencement of reemployment. 
 
B. Sick Leave/Earned Sick and Safe Time for Full-Time Employees 
Full-time, benefit eligible employees on Sick and Vacation Leave will continue to accrue sick 
time at a rate of one day per month (accrue at 3.69 hours per pay period). They will be able to 
use their Sick Leave/Earned Sick and Safe Time for all ESST eligible uses. The maximum 
accumulation for Sick Leave/ESST is 960 hours. For payout applicability to Sick Leave/ESST see 
Deferred Compensation Section 5.4 and Severance Section 9.4. 

Sick Leave/Earned Sick and Safe Time does not accrue during an unpaid leave of absence. 
 
C. Sick Leave/Earned Sick and Safe Time Use 
Sick Leave/ESST may be used as it is accrued, in the smallest increment of time tracked by the 
city’s payroll system of ¼ hour (15 minutes) increments. Sick Leave/ESST may be used only for 
days when the employee is scheduled to work.  

Sick Leave/ESST may be used for the following circumstances: 

• An employee’s own: 

o Mental or physical illness, injury or other health condition 
o Need for medical diagnosis, care or treatment, of a mental or physical illness, injury 

or health condition 
o Need for preventative care 
o Closure of the employee's place of business due to weather or other public 

emergency 
o The employee's inability to work or telework because the employee is prohibited 

from working by the city due to health concerns related to the potential 
transmission of a communicable illness related to a public emergency, or seeking or 
awaiting the results of a diagnostic test for, or a medical diagnosis of, a 
communicable disease related to a public emergency and the employee has been 
exposed to a communicable disease or the city has requested a test or diagnosis. 

o Absence due to domestic abuse, sexual assault, or stalking of the employee provided 
the absence is to: 
 Seek medical attention related to physical or psychological injury or disability 

caused by domestic abuse, sexual assault, or stalking 
 Obtain services from a victim services organization 
 Obtain psychological or other counseling 
 Seek relocation or take steps to secure an existing home due to domestic abuse, 

sexual assault or stalking 
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 Seek legal advice or take legal action, including preparing for or participating in 
any civil or criminal legal proceeding related to or resulting from domestic abuse, 
sexual assault, or stalking 

• Care of a family member: 
o With mental or physical illness, injury or other health condition  
o Who needs medical diagnosis, care or treatment of a mental or physical illness, 

injury or other health condition 
o Who needs preventative medical or health care 
o  Whose school or place of care has been closed due to weather or other public 

emergency  
o When it has been determined by health authority or a health care professional that 

the presence of the family member of the employee in the community would 
jeopardize the health of others because of the exposure of the family member of the 
employee to a communicable disease, whether or not the family member has 
actually contracted the communicable disease. 

• Absence due to domestic abuse, sexual assault or stalking of the employee’s family 
member provided the absence is to: 
o Seek medical attention related to physical or psychological injury or disability caused 

by domestic abuse, sexual assault, or stalking 
o Obtain services from a victim services organization 
o Obtain psychological or other counseling 
o Seek relocation or take steps to secure an existing home due to domestic abuse, 

sexual assault or stalking 
o Seek legal advice or take legal action, including preparing for or participating in any 

civil or criminal legal proceeding related to or resulting from domestic abuse, sexual 
assault, or stalking. 

 
D. For Sick Leave/Earned Sick and Safe Time purposes, family member includes an 
employee’s: 

• Spouse or registered domestic partner  
• Child, foster child, adult child, legal ward, child for whom the employee is legal guardian, 

or child to whom the employee stands or stood in local parentis 
• Sibling, step sibling or foster sibling 
• Biological, adoptive or foster parent, stepparent or a person who stood in loco parentis 

when the employee was a minor child  
• Grandchild, foster grandchild or step grandchild 
• Grandparent or step grandparent  
• A child of a sibling of the employee 
• A sibling of the parent of the employee or  
• A child-in-law or sibling-in-law 
• Any of the above family members of a spouse or registered domestic partner 
• Any other individual related by blood or whose close association with the employee is 

the equivalent of a family relationship 
• Up to one individual annually designated by the employee 
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E. Advance Notice for Use of Sick Leave/Earned Sick and Safe Time 
If the need for Sick Leave/ESST is foreseeable, the city requires seven days’ advance notice. 
However, if the need is unforeseeable, employees must provide notice of the need for Sick 
Leave/ESST as soon as possible. When an employee uses Sick Leave/ESST for more than three 
consecutive days, the city may require appropriate supporting documentation (such as medical 
documentation supporting medical leave, court records or related documentation to support 
safety leave). However, if the employee or employee's family member did not receive services 
from a health care professional, or if documentation cannot be obtained from a health care 
professional in a reasonable time or without added expense, then reasonable documentation 
may include a written statement from the employee indicating that the employee is using, or 
used, Sick Leave/ESST for a qualifying purpose. The city will not require an employee to disclose 
details related to domestic abuse, sexual assault, or stalking or the details of the employee’s or 
the employee’s family member’s medical condition. In accordance with state law, the city will 
not require an employee using ESST to find a replacement worker to cover the hours the 
employee will be absent. 
 
Sick Leave/ESST will normally not be approved after an employee gives notice that he or she 
will be terminating employment. Exceptions must be approved by the City Administrator. 
  
F. Retaliation prohibited 
The city shall not discharge, discipline, penalize, interfere with, or otherwise retaliate or 
discriminate against an employee for asserting ESST rights, requesting an ESST absence, or 
pursuing remedies. Further, use of ESST will not be factored into any attendance point system 
the city may use. Additionally, it is unlawful to report or threaten to report a person or a family 
member’s immigration status for exercising a right under Earned Sick and Safe Time. 
 
Any employee who makes a false claim for Sick Leave/ESST will be subject to discipline up to 
and including termination. 
 
G. Benefits and return to work protections 
During an employee’s use of Sick Leave/ESST, an employee will continue to receive the city’s 
employer insurance contribution as if they were working, and the employee will be responsible 
for any share of their insurance premiums. 
 
An employee returning from time off using accrued Sick Leave/ESST is entitled to return to their 
city employment at the same rate of pay received when their leave began, plus any automatic 
pay adjustments that may have occurred during the employee’s time off. Seniority during Sick 
Leave/ESST absences will continue to accrue as if the employee has been continually employed. 
  
The City has the right to obtain a second medical opinion to determine the validity of an 
employee’s workers’ compensation or Sick Leave/ESST claim, or to obtain information related 
to restrictions or an employee’s ability to work. The City will arrange and pay for an appropriate 
medical evaluation when it is required by the City. 
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6.3  Vacation Leave 

Paid Vacation leave is available to eligible regular full-time employees in accordance with the 
schedule below. Part-time, temporary, and seasonal employees will not earn or accrue Vacation 
leave.  

 

Years of Continuous Service  Per Year Per Pay Period 

Start through 4th Year   80 hours 3.08 hours 
Beginning 5th Year   120 hours 4.62 hours 
Beginning 11th Year   128 hours 4.92 hours 
Beginning 12th Year   136 hours 5.23 hours 
Beginning 13th Year   144 hours  5.54 hours 
Beginning 14th Year    152 hours 5.85 hours 
Beginning 15th Year   160 hours 6.15 hours 
Beginning 16th Year   168 hours 6.46 hours 
Beginning 17th Year   176 hours 6.77 hours 
Beginning 18th Year   184 hours 7.08 hours 
Beginning 19th Year   192 hours 7.38 hours 
Beginning 20th Year   200 hours 7.69 hours 

 

Employees may not carry over more than 240 hours of accrued vacation time into the next 
calendar year without approval from the City Administrator.  

Employees may elect to use up to four weeks of accrued vacation at the end of their 
employment with the City, but are not eligible for holidays, leave accruals, or paid benefits 
during this period.  

6.4 Leave Donation Program 

The purpose of this program is to provide an opportunity for employees to voluntarily donate a 
portion of their accrued Vacation, Sick Leave/ESST, PTO/ESST, or compensatory time to assist 
an employee who has exhausted paid leave due to a serious illness, injury, or impairment.  

A. Program Eligibility 

Only regular, non-probationary employees may participate in this program as a leave donor or 
recipient. An employee may request donated leave to care for an “immediate family” member 
when he or she is within one pay period of depleting all paid leave and is expected to be absent 
from work for more than five work days after exhausting all paid leave. 

To be eligible to donate leave time to another employee, the donating employee shall maintain 
a minimum leave balance as set forth in this policy. 
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B. Leave Recipient Conditions 

The terms and conditions governing the Leave Donation Program are as follows:  

Recipients must provide documentation to Administration from a treating physician regarding 
the illness or injury and the expected duration of the condition. 

No employee will be allowed to receive more than 400 hours of donated leave for any serious 
health condition. This cap is prorated for part-time employees based on full-time equivalency 
status. 

An employee is eligible to receive donated leave one time in a 12-month period.  

No employee who has historically maintained a minimal Sick/ESST leave balance, or who has 
previously been warned or disciplined for abusing Sick/ESST leave, will be eligible to receive 
donations. 

Nothing in this policy will be construed to limit or extend the maximum allowable absence 
under the Family Medical Leave Act (FMLA). 

C. Leave Donor Conditions 

Employees may donate a minimum of eight hours or a maximum of 40 hours paid leave 
provided they maintain a minimum balance of 80 hours of Sick Leave/ESST and 40 hours of 
Vacation leave or 80 hours of PTO/ESST. 

Employees who donate leave shall adhere to the confidentiality requirement set forth within 
the Leave Donation Form. Donations will remain anonymous to the recipient and other 
employees. 

No provisions of this policy or its administration shall be subject to a grievance under a 
collective bargaining agreement. 

D. Administrative Procedures 

Eligible employees wishing to participate in this program should contact Administration and 
request a “Donated Leave Request Form.” If the employee is physically unable to apply, a 
member of the applicant’s family may apply on his or her behalf.  

Appropriate documentation concerning the nature, severity, and anticipated duration of the 
medical condition is required with the Donated Leave Request Form.  

If the employee is found to be eligible for donated leave, Administration will notify employees 
only giving the person’s name and estimated number of days needed. The notification shall not 
include confidential medical information.  

Employees wishing to donate accrued leave shall submit a Leave Donation Authorization Form 
to Administration.  

Each hour of donor leave will be credited as an hour of leave for the recipient, regardless of any 
differences in pay levels. 

Finance will subtract surrendered leave from the donor’s accrued balance and credit the 
donated hours to the recipient’s Sick Leave/ESST balance.  
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Donated leave hours will be processed in the order of the date on the Leave Donation Program 
Authorization Form in eight hour increments, starting with the recipient’s department. Unused 
donated leave will be returned to the donor. If there are multiple donors, the excess leave will 
be returned on a prorated basis according to the amounts donated.  

Recipients will continue to accrue Sick Leave/ESST and Vacation or PTO/ESST during the period 
of donated leave. The recipient’s accrued paid leave during the absence shall be utilized prior to 
the donated leave.  

E. Program Exceptions 

Exceptions to these requirements may be approved by the City Administrator in rare 
circumstances. The City Administrator shall have the right to deny or limit the donation of leave 
or use of donated leave if it is determined to be in the best interests of the City of Lino Lakes. 

F. Program Parameters 

The City reserves the right to modify or discontinue this policy at any time, with or without 
notice. No employee will be guaranteed access to donated leave and any employee may be 
denied based on the administrative discretion of the City of Lino Lakes. 

G. Confidentiality 

All information provided in leave donation request applications, leave donation forms, 
verification of medical conditions, and additional related information is confidential.  

6.5 Workers' Compensation 

The City provides a comprehensive workers' compensation insurance program in accordance 
with Minnesota law. The City's policy regarding workers' compensation is as follows: 

1. Workers' compensation benefits take effect after a waiting period of three calendar 
days following an on the job injury. Any time lost within the first three calendar days 
due to an injury will be paid through an employee's Sick Leave/ESST or PTO/ESST 
accrual. If no leave is available, any lost time will be without pay. 

2. If time away from work due to the job-related injury extends beyond three calendar 
days, workers compensation pay will begin for those scheduled work days lost beginning 
on day four. If time away from work extends ten calendar days, workers’ compensation 
will pay the initial three-day waiting period. The City will reimburse the employee for 
Sick Leave/ESST or PTO/ESST used during the initial waiting period. 

3. All doctor appointments and long-term therapy appointments due to a work-related 
injury will be treated as leave without pay, with workers’ compensation paid directly to 
the employee. 

4. The City will pay the difference between an employee's gross salary and any workers’ 
compensation reimbursement for up to 90 days. This difference will be paid for 
consecutive lost time for any time over the three-day waiting period. The City will not 
pay the difference for doctor or therapy appointments. 
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5. An employee who sustains a work-related injury or illness must inform their supervisor 
immediately. A First Report of Injury form must be filed with the City. 

6. Neither the City nor its insurance carrier will be liable for the payment of workers’ 
compensation benefits for injuries that occur during an employee's voluntary 
participation in off-duty recreational, social, or athletic activities sponsored by the City. 

6.6 Sick Child/School Child Leave 

In accordance with state law, the City provides the following leave for eligible employees. An 
eligible employee is any regular full-time or part-time employee who has been employed with 
the City for 12 months and has worked a minimum of 20 hours per week. For this section, 
“child” is defined as being less than 18 years of age, or under 20 years of age and attending 
secondary school. 

1. Sick Child. City employees may use Sick Leave/ESST or PTO/ESST for absences due to the 
illness of a child in the same way that employees are able to use Sick Leave/ESST or 
PTO/ESST for their own illness. 

2. School Child. City employees are granted up to 16 hours per school year to attend their 
child’s school conferences or classroom activities when they cannot be scheduled during 
non-work hours. Employees may take unpaid time or use paid leave for this purpose. 

6.7 Funeral Leave 

Regular full-time employees shall be granted paid funeral leave of up to: (1) five days for the 
death of a spouse, child, or stepchild; (2) up to three days for a parent, stepparent, sibling, or 
grandchild of the employee or employee’s spouse; and (3) one day for a grandparent, niece, or 
nephew of the employee or employee’s spouse.  

6.8 Military Leave 

State and federal laws provide protection and benefits to city employees who are called to 
military service, whether in the reserves or on active duty. Such employees are entitled to a 
leave of absence without loss of pay, seniority status, efficiency rating, or benefits for the time 
the employee is engaged in training or active service not exceeding a total of 15 workdays in 
any calendar year. City compensation is in addition to the military pay for these 15 days, as per 
MN Attorney General’s Opinion.  

The leave of absence is only in the event the employee returns to employment with the city as 
required upon being relieved from service or is prevented from returning by physical or mental 
disability or other cause not the fault of the employee or is required by the proper authority to 
continue in military or naval service beyond the fifteen-day paid leave of absence. Employees 
on extended unpaid military leave will receive fifteen days paid leave of absence in each 
calendar year, not to exceed five years. Where possible, notice is to be provided to the city at 
least ten working days in advance of the requested leave. A training notice, signed orders, or 
battle assembly schedule are examples of typical written notification to share with the city. 
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If an employee has not yet used his/her fifteen days of paid leave when called to active duty, 
any unused paid time will be allowed for the active-duty time, prior to the unpaid leave of 
absence. 

Employees returning from military service will be reemployed in the job they would have 
attained had they not been absent for military service and with the same seniority, status and 
pay, as well as other rights and benefits determined by seniority. Unpaid military leave will be 
considered hours worked for the purpose of Vacation Leave and Sick Leave/ESST and PTO/ESST 
accruals. 

Eligibility for continuation of insurance coverage for employees on military leave beyond fifteen 
days will follow the same procedures as for any employee on an unpaid leave of absence. 

A. Military Leave for Family Members 

The city will not discharge from employment or take adverse employment action against an 
employee because an immediate family member is in the military forces of the United States or 
Minnesota.  

Nor will the city discharge from employment or take adverse employment action against an 
employee because they attend departure or homecoming ceremonies for deploying or 
returning personnel, family training or readiness events or events held as part of official military 
reintegration programs. Employees may substitute paid leave if they choose to do so.  

Unless the leave would unduly disrupt the operations of the city, employees whose immediate 
family member, as a member of the United States armed forces has been ordered into active 
service in support of a war or other national emergency, will be granted an unpaid leave of 
absence, not to exceed one day’s duration in any calendar year, to attend a send-off or 
homecoming ceremony for the mobilized service member. 

B. Military Leave for Family Member Injured or Killed in Active Service 

Employees will be granted up to ten working days of unpaid leave whose immediate family 
member (defined as a person’s parent, child, grandparents, siblings or spouse) is a member of 
the United States armed forces who has been injured or killed while engaged in active service. 
The 10 days may be reduced if an employee elects to use appropriate accrued paid leave. 

6.9 Time off to Vote 
Employees who are eligible to vote in an election have the right to be absent from work for the 
time necessary to appear at the employee’s polling place, cast a ballot, and return to work on 
the day of that election without penalty or a wage deduction. Time off to Vote includes time off 
to cast an early or absentee ballot in the employee’s registered polling location. 
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6.10 Jury Duty 

Regular full-time employees called to serve as a juror, or subpoenaed as a court witness, shall 
receive their regular pay as if they were working. Any compensation the employee may receive 
as a result of jury duty or a witness fee, excluding mileage reimbursement if provided by the 
court, shall be turned over to the City. Employees are expected to report to work when they are 
released from court during regular office hours when practicable, and to make every effort to 
complete the work assigned to them during the time they are serving as jurors or witnesses. 
6.11 Serving as an Election Judge 

An employee who has been selected to be an election judge may be absent from work without 
penalty while serving as an election judge. In addition to a 20-day written notice, the employee 
will also submit a certification from the appointing authority stating the hourly compensation to 
be paid the employee for service as an election judge and the hours during which the employee 
will serve. The City will pay the difference between the employee’s regular hourly rate of pay 
for an eight-hour shift and the pay received for serving as an election judge. The employee may 
retain mileage expenses, if applicable. The city may restrict the number of employees who are 
absent from work to no more than 20 percent of the total work force at any single work site. 

Employees should check the “other allowable leave” portion of the Authorization for Time Off 
card, and write in “election judge.” 

6.12 Family & Medical Leave (FMLA) 

Pursuant to the Family Medical Leave Act (FMLA), the City provides up to 12 weeks of unpaid 
leave to eligible employees for reasons related to medical and family care. In the case of a 
military caregiver leave, FMLA allows up to 26 weeks.  

A. Eligible Employees 

Employees are eligible for family or medical leave if they meet all of the following conditions:  

• Have worked for the City for at least 12 months (or 52 weeks) prior to the date the leave 
is to commence. The 12 months or 52 weeks need not have been consecutive. However, 
the City will not consider any service 7 years prior to the employee’s most recent hire 
date, unless the break in service was due to a military service obligation.  

• Have worked at least 1,250 (on-the-clock) hours during the 12-month period preceding 
the start of the leave. Hours worked does not include time spent on paid or unpaid 
leave.  

B. Qualifying Events  

An eligible employee will be granted up to 12 weeks leave during any 12-month period for any 
of the following qualifying events: 

1. Birth of a child or placement of a child with the employee for adoption or foster care. 
This entitlement expires 12 months after the birth or placement. 
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2. To care for a spouse, child, stepchild, or parent who has a serious health condition. This 
includes psychological, physical care, and sharing care duties. A child is defined as a 
person less than 18 years of age (or a person incapable of self-care because of a physical 
or mental disability) who is biological, adopted, a foster child or step child, ward of the 
employee, or a person with whom the employee is charged with parental rights. An 
eligible parent includes a biological parent or a person who was charged with parental 
rights, duties, and responsibilities over the employee when the employee was under the 
legal age, but does not include in-laws. 

3. Because of a serious health condition making the employee unable to perform the 
essential functions of their position. “Serious health condition” is defined in Federal law 
29 C.F.R. 825.116, but generally includes incapacity requiring absence from work or 
more than five days that also involves continuing treatment by a health care provider 
(also includes prenatal care). 

4. A covered military member’s active duty or call to duty or to care for a covered military 
member.  

C. Notice Requirements  

Thirty (30) days written or verbal notice is required if the leave is foreseeable. If 30 days notice 
is not possible, as much notice as is practical must be given. Planned medical treatments should 
be scheduled so that they will not unduly disrupt the City's operations. 

D. Insurance Benefits 

Health insurance coverage will be continued at the same level and under the same terms as if 
the employee continued working. Arrangements for payment of the employee's portion of 
premiums must be made by the employee through the Finance Department. 

If an employee fails to return from FMLA leave for reasons other than the continuation of the 
serious health condition of the employee or covered family member, the City may seek 
reimbursement for the premiums paid for group insurance benefits during the period of unpaid 
leave. 

E. Intermittent/Reduced Schedule Leave 

Leave requested because of a serious health condition of either a family member or the 
employee may be taken intermittently or on a reduced schedule if such leave is deemed to be 
medically necessary. Intermittent leave or a reduced schedule is not permitted for the birth, 
placement, or adoption of a child. 

F. Use of Accrued Sick Leave/ESST, Vacation, and PTO/ESST 

During leave, employees are required to use accrued Vacation, PTO/ESST or Sick Leave/ESST 
prior to taking unpaid leave unless their medical condition/injury is covered by worker’s 
compensation. Employees are not required to substitute compensatory time for unpaid leave. 
When Vacation, Sick/ESST or PTO/ESST leave have been exhausted, any remaining time will be 
unpaid. Unpaid hours will not count towards seniority. 
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G. Medical Certification 

Certification by a physician or practitioner is required for FMLA leave due to an employee’s 
serious health condition or that of a family member’s. The medical certification form must 
include the following information: (1) date that the qualifying event started; (2) duration of the 
qualifying event; (3) appropriate medical facts; and (4) purpose the leave is needed.  

Administration may request additional medical information that provides an updated status of 
the employee’s or family member’s serious health condition and date of return. A second 
opinion from another health care provider may be requested by the City. If requested, the City 
will pay for the cost of a second opinion and will select a health care provider not regularly 
associated with the City. A "Certificate of Physician or Practitioner" form can be obtained from 
Human Resources.  

H. Health Care Providers 

“Health care providers” are defined as doctors of medicine or osteopathy, podiatrists, dentists, 
clinical psychologists, optometrists, chiropractors, nurse practitioners, nurse-midwives, clinical 
social workers (within certain limitations), Christian Science practitioners, health care providers 
recognized by the City’s group health plan, and health care providers as defined above who 
practices and is licensed in a country other than the United States. [Refer to 29 C.F.R. 825.118 
for a complete list.] 

I. Recertification 

Recertification will be required if the employee requests an extension of the original length 
approved by the City or if the employee's circumstances change. Recertification may also be 
required if there is a question as to the validity of the certification if the employee is unable to 
return to work due to the serious health condition. 

J. Fitness for Duty Certification 

When leave is due to an employee’s own serious health condition, a fitness for duty 
certification (FFD) may be required before an employee can return to work. Failure to timely 
provide such certification may eliminate or delay an employee’s right to reinstatement under 
the FMLA.  

K. Record Retention 

Records on FMLA leave will be kept along with normal payroll records except that any medical 
record will be maintained separately in the employee's medical record file. 

L. Affect on Pension 

FMLA leave counts as continued service for purposes of retirement or pension plans. 

M. Reinstatement 

Employees returning from FMLA leave will return to their same position or an equivalent 
position upon return from FMLA leave (employees returning from FMLA leave due to a child 
with a serious health condition will be returned to the same position). 
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An employee’s reinstatement rights are the same as they would have been had the employee 
not been on leave. Thus, if an employee’s position would have been eliminated or an employee 
would have been terminated but for the leave, the employee would not have the right to be 
reinstated upon return from leave.  

N. Notice of Intent to Return from Leave  

The City requires an employee on leave to report periodically on the employee’s status and 
intent to return to work.  

O. Additional Leave  

Employees who cannot return from an approved FMLA leave may request an extension (up to 
the maximum of 12 weeks allowed under FMLA). If the 12 extended FMLA weeks have already 
been used, the employee can request to go on a regular unpaid leave of absence subject to 
approval.  

If the unpaid leave of absence is not approved or the employee fails to request additional leave, 
the employee will be considered to have voluntarily resigned. If circumstances beyond the 
employee’s control prevented the employee from requesting additional leave, a retroactive 
leave request may be allowed.  

P. Reasonable Work Time for Nursing Mothers 

Nursing mothers and lactating employees will be provided reasonable paid break times (which 
may run concurrently with already provided break times) to express milk.  

The city will provide a clean, private and secure room (other than a bathroom) as close as 
possible to the employee’s work area, that is shielded from view and free from intrusion from 
coworkers and the public and includes access to an electrical outlet, where the nursing mother 
can express milk in private. 

An employer shall not discharge, discipline, penalize, interfere with, or otherwise retaliate or 
discriminate against an employee for asserting nursing rights or remedies. 

Q. Reasonable Accommodations to an Employee for Health Conditions Relating to Pregnancy 

The city will attempt to provide a female employee who requests reasonable accommodation 
with the following for her health conditions related to her pregnancy or childbirth without 
advice of a licensed health care provider or certified doula: 

• More frequent or longer restroom, food, and water breaks 
• Seating 
• Limits on lifting over 20 pounds 

 
Additionally, an employer must provide reasonable accommodations, including, but not limited 
to, temporary leaves of absence, modification in work schedule or job assignments, seating, 
more frequent or longer break periods and limits to heavy lifting to an employee for health 
conditions related to pregnancy or childbirth upon request, with the advice of a licensed health 
care provider or certified doula, unless the employer demonstrates the accommodation would 
impose an undue hardship on the operation of the employer's business. In accordance with 
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state law, no employee is required to take a leave of absence for a pregnancy nor accept a 
pregnancy accommodation. 

An employer shall not discharge, discipline, penalize, interfere with, or otherwise retaliate or 
discriminate against an employee for asserting reasonable accommodations pregnancy rights or 
remedies. 
6.13 Pregnancy and Parental Leave 

Employees who work 20 hours or more per week and have been employed more than 12 
months are entitled to take an unpaid leave of absence under the Pregnancy and Parenting 
Leave Act of Minnesota.  
 
The following qualifies for parental leave:  

• Prenatal care or incapacity due to pregnancy, childbirth, or related health conditions 
(female employees) 

• The birth or adoption of a child (biological or adoptive parents)  
• Following the birth or adoption of a child (biological or adoptive parents)  

 
Leave may be taken for up to 12 weeks. The leave must begin within 12 months of the birth or 
adoption of the child. In the case where the child must remain in the hospital longer than the 
mother, the leave must begin within 12 months after the child leaves the hospital. Employees 
should provide as much notice as practicable for the use of parental leave.  
 
Employees are required to use accrued leave (i.e., Vacation Leave, Sick Leave/ESST, PTO/ESST) 
prior to taking unpaid leave. If the employee has any FMLA eligibility remaining at the time this 
leave commences, this leave will also count as FMLA leave. The two leaves will run 
concurrently.  
 
The employee is entitled to return to work in the same position prior to commencement of the 
leave at the same rate of pay. Group insurance coverage will remain available while the 
employee is on leave pursuant to the Pregnancy and Parenting Leave Act, but the employee will 
be responsible for the entire premium unless otherwise provided in this policy (i.e., where leave 
is also FMLA qualifying). For employees on an FMLA absence as well, the employer 
contributions toward insurance benefits will continue during the FMLA leave absence. 
 
The city will inform employees of their parental leave rights at the time of hire and when an 
employee makes an inquiry about or requests parental leave. 
 
An employer shall not discharge, discipline, penalize, interfere with, or otherwise retaliate or 
discriminate against an employee for asserting parental leave rights or remedies. 
 
A. Adoptive Parents 
Adoptive parents will be given the same opportunities for leave as biological parents (see 
provisions for Parenting Leave). The leave must be for the purpose of arranging the child’s 
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placement or caring for the child after placement. Such leave must begin before or at the time 
of the child’s placement in the adoptive home. 
 
B. School Conference Leave 
Any employee may take unpaid leave for up to a total of sixteen hours during any 12-month 
period to attend school conferences or classroom activities related to the employee’s child 
(under 18 or under 20 and still attending secondary school), provided the conference or 
classroom activities cannot be scheduled during non-work hours. When the leave cannot be 
scheduled during non-work hours and the need for the leave is foreseeable, the employee must 
provide reasonable prior notice of the leave and make a reasonable effort to schedule the leave 
so as not to disrupt unduly the operations of the city. Employees may choose to use Vacation or 
PTO/ESST hours for this absence but are not required to do so. 

6.14 Personal Leave of Absence 

The City provides leaves of absence without pay to regular full-time and part-time employees 
who wish to take time off from work to fulfill personal obligations unrelated to family or 
medically-related circumstances not covered by existing law. 

As soon as eligible employees become aware of the need for a personal leave of absence, they 
should request a leave in writing from their department director. Upon an affirmative 
recommendation from the department director, the City Administrator may approve a personal 
leave that does not exceed 90 days. Personal leave of up to one year, excluding military service 
or disability incurred while in the service of the City, requires City Council action. The minimum 
period for a personal leave shall be two weeks. Requests for personal leave will be evaluated 
based on a number of factors, including anticipated work load requirements, reasons for the 
requested leave, and staffing considerations during the proposed period of absence. 

Vacation, Sick/ESST, and PTO/ESST leave accruals, seniority, and paid holidays will be 
suspended during the leave and will resume upon return to active employment. All City 
contributions towards employee insurance coverage's will cease for non-medical leaves without 
pay. Insurance benefits may continue if fully subsidized by the employee through COBRA. If the 
employee chooses not to continue insurance coverage during a non-medical leave of absence, 
reinstatement into the group insurance program will be subject to any conditions imposed by 
the insurance provider. When personal leave ends, every reasonable effort will be made to 
return the employee to the same position, if it is available, or to a similar available position for 
which the employee is qualified. However, the City cannot guarantee reinstatement in all cases. 

If an employee fails to report to work promptly at the expiration of the approved leave period, 
the City will assume the employee has resigned. 

6.15 Bone Marrow Donation Leave 

A regular or probationary full-time or part-time employee who averages 20 or more hours per 
week who seeks to undergo a medical procedure to donate bone marrow will be granted up to 
40 hours of paid leave. The city may require verification by a physician of the purpose and 
length of each leave requested. 
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An employer shall not discharge, discipline, penalize, interfere with, or otherwise retaliate or 
discriminate against an employee for asserting bone marrow or organ donation leave rights or 
remedies. 

6.16 Absence without Leave 

Any absence of an employee from duty for one day or part of a day that is not authorized by a 
specific leave of absence, as provided for in Section 6.14, shall be deemed an absence without 
leave. Any such absence shall be without pay and may be subject to disciplinary action. Any 
employee absent without leave for three consecutive days shall be deemed to have voluntarily 
resigned. 

6.17 Severe Weather 

On days where severe weather conditions exist, the City’s policy is to keep its offices and 
facilities open during regular work hours.  

6.18 Personal Time Off (PTO) Leave/Earned Sick and Safe Time (ESST) 

The Personal Time Off (PTO) program combines Vacation Leave, Sick Leave and Earned Sick and 
Safe Time into a single pool of paid time off benefits for regular full-time employees. PTO/ESST 
can be utilized for any purpose, subject only to necessary request and approval procedures 
consistent with City and departmental policies.  

Full-time, benefit-eligible employees on Personal Time Off (PTO)/Extended Illness Leave (EIL) 
will be able to use accrued PTO hours for all ESST eligible uses.  

See Section 6.2 - Sick Leave/Earned Sick and Safe Time for eligible uses and conditions under 
the earned sick and safe time law. 

Employees can use EIL hours for a qualifying ESST event, but only if the leave is due to a 
certified illness or injury and after using three (3) consecutive PTO/ESST days. 

A. Implementation  

PTO/ESST leave will be implemented for newly hired benefit-earning non-union employees and 
for union employees who elect to receive such paid time off benefits within a specific time 
period.  

B. Accrual Rates for Full-Time Employees  

Regular full-time employees accrue PTO/ESST based on the schedule below.  
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Years of  Hours Earned   Annual Accrual Annual Accrual 
Service           Each Pay Period  in Hours per Year in Days per Year 
0-5  6.153    160   20 
6  6.461                                168                      21 
7  6.769     176    22 
8  7.076                                184                      23 
9  7.384                                192                      24 
10  7.692                                200                      25 
11  8.000                                208                      26 
12  8.307                                216                      27 
13  8.615                                224                      28 
14  8.923                                232                      29 
15+  9.230                                240                      30 
      
PTO/ESST is accrued each pay period. The PTO/ESST year for each new employee will begin on 
the date of employment with the City, or if there is a change of status, on the date the 
employee is eligible for PTO/ESST.  

Employees may not use PTO/ESST until it has been credited to the employee’s bank in the 
payroll system. PTO/ESST may be used in increments of ¼ hour or more. The maximum amount 
of PTO/ESST that can be carried into the next year is 600 hours. 

C. Use of Personal Time Off (PTO)/Earned Sick and Safe Time (ESST) 

This PTO/ESST policy encourages advanced planning of absences from work. To ensure 
necessary departmental coverage, non-emergency (planned) use of PTO/ESST should be 
requested in advance. Employees should give their supervisor advance notice equal to the 
amount of requested time off. Unplanned use of PTO/ESST may require documentation (see 
Section 6.2 - Sick Leave/ESST). Established departmental rules and requirements concerning 
employee absences from work will be applied.  

In order to allow coordination of PTO/ESST with Family Medical Leave, employees seeking to 
use PTO/ESST may be required to provide pertinent information as to the purpose of the time 
off to allow a determination of whether the time will also qualify for Family and Medical Leave. 
If the PTO/ESST qualifies for Family and Medical Leave, the employee must take both leaves 
simultaneously. 

D. General Provisions 

1. Maximum Accrual. An employee may not carry over more than 600 hours of PTO/ESST 
from one year to the next unless a written request has been submitted to and approved 
by the City Administrator prior to December 15. Such waiver may be considered in the 
event of a special circumstance.  

2. Denial of PTO/ESST Leave. A department director may deny a request for planned 
PTO/ESST leave when granting such leave would result in insufficient personnel to carry 
out necessary functions of the City.  
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3. Impact on Other Benefits. Employees using PTO/ESST will be considered working for the 
purpose of accumulating additional personal leave. The City will continue to make its 
contribution toward an employee’s group insurance benefits. PTO/ESST will not 
continue to accrue during a suspension or while an employee is on an unpaid leave of 
absence.  

E. Severance Payment 

Upon separation, employees will be compensated for any unused PTO/ESST balance provided 
the employee leaves the City in good standing.  

F. Extended Illness Leave (EIL) 

Regular benefit-earning employees who participate in the PTO/ESST plan will convert to the 
extended illness leave plan. The extended illness leave bank is designed to protect an 
employee’s PTO/ESST balance in the event of an illness or injury. An employee may access 
extended illness leave in the event of an illness or injury, which extends beyond three work 
days.  

G. Definitions of Extended Illness Leave 

For the purposes of this extended illness leave policy, the following terms are defined as 
provided below. 

1. Extended illness leave is an authorized absence from duty with pay that is granted to 
benefit-earning employees who have successfully completed the probationary period of 
employment with the City and who become ill or disabled for more than three work 
days.  

2. Extended illness means a state of incapacity due to personal illness or bodily injury that 
requires medical treatment by a licensed physician or health care provider and prevents 
an employee from performing the duties of his/her position. Extended illness leave may 
also be used by an employee to provide care to a family member in accordance with 
Minnesota Statutes, Section 181.9413. If an employee exhausts his/her personal leave 
balance, extended illness leave will run concurrent with an authorized FMLA leave.  

3. Extended illness leave is not a right an employee may exercise at the employee’s 
discretion. Extended illness leave will be allowed by the City only in the case of verified 
necessity and actual need. The purpose of any extended illness leave is to provide 
income continuation during that period of time when the employee is unable to 
substantially perform the duties of his/her position.  

H. Extended Illness Leave Accrual 

Extended illness leave will be accrued from date of hire at the rate of two hours per pay period 
(52 hours per year to maximum of 520 hours). If an employee uses extended illness leave after 
attaining the full accrual of 520 hours, he/she will continue to accrue extended illness leave at 
two hours per pay period until reaching the maximum accrual. 
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I. Administration of Extended Illness Leave 

Extended illness leave can be used only if an employee is on leave due to a certified illness or 
injury for three consecutive work days, except as provided below. Such extended illness leave 
will be administered as described below. 

1. Employees may not use extended illness leave until it has been credited to the 
employee’s bank in the payroll system. 

2. To be eligible to receive extended illness leave benefits, an employee will inform his or 
her department director or Administration of his or her need to take extended illness 
leave. Employees are required to keep the City informed on a regular basis of their 
status to remain eligible for paid benefits.  

3. The City reserves the right to have its own physician examine the employee periodically 
to render an opinion on whether the employee is able to return to work. If an employee 
is deemed to be able to resume productive work for the City, the employee will be 
directed to report to an appropriate work assignment. If the employee fails to report for 
work as directed, paid benefits may be terminated. 

4. When an employee requests extended illness leave a physician’s statement may be 
required by the City prior to the employee’s return to work. The physician’s statement 
must indicate the nature and length of the disability, any restrictions which the disability 
places upon the employee’s ability to perform the work, and attest to the employee’s 
ability to return to work. An employee who has been asked to provide such a statement 
will not continue receiving benefits until he/she has complied with this provision. 

5. If an employee exhausts PTO/ESST leave before the 3-day “waiting period” has been 
completed during a period of incapacity (as defined in this policy), extended illness leave 
will not be granted until after the 3-day waiting period.  

6. An employee who makes a false claim for extended illness leave benefits will be subject 
to disciplinary measures. 

7. While receiving paid benefits under this section the employee will continue to accrue 
PTO/ESST leave and receive the City’s contribution for health and dental insurance. 

8. Extended illness leave balances will not be converted to any other form, such as 
severance pay, a health care savings account, or paid time off. 

6.19 Minnesota Paid Leave 

The City provides time off to eligible employees who qualify for Minnesota Paid Leave (MNPL) benefits 
under Minnesota law. The City of Lino Lakes is a participant in the State of Minnesota’s Paid Leave 
program. MNPL benefits are funded through premium contributions payable to the State of Minnesota 
or an equivalent plan. The premium cost will be split between the City and employee as follows: The City 
of Lino Lakes will pay 50% of the required premium and employees will pay 50% of the premium cost 
through payroll deductions starting January 1, 2026. 

Eligibility 
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Eligibility determinations for MNPL benefits are made by the State of Minnesota or an equivalent plan. 
Generally, to be eligible for MNPL, you must: 

• Work at least 50% of the time from a location in Minnesota, including employees who work 
from home or spend time in other states occasionally. 

• Meet the financial eligibility requirements by having earned over a specific amount of wages as 
defined by under Minnesota law at the time of your requested leave. 

Benefit Amount 

An employee's weekly MNPL benefits are calculated and determined by the Minnesota Department of 
Employment and Economic Development (DEED) or an equivalent plan. 

Leave Entitlement and Usage 

The State of Minnesota or an equivalent plan may approve MNPL leave for the following conditions in a 
benefit year:  

• Up to 12 weeks of medical leave (for yourself) to take care of yourself for a serious health 
condition, including pregnancy, childbirth, recovery, or surgery. 

• Up to 12 weeks of family leave to: 
o Bond with a child through birth, adoption, or foster placement 
o Care for a family member with a serious health condition 
o Support a military family member called to active duty 
o Receive covered types of care for yourself or a family member because of domestic 

abuse, sexual assault, or stalking 
 

You can take both types of leave in the same year, but you cannot exceed 20 weeks total within a single 
benefit year. For example, an employee may be entitled to 12 weeks of family leave to bond with a child 
and another 8 weeks of medical leave for their serious health condition. Your benefit year starts the first 
day you take Paid Leave. There is no waiting period for MNPL if you are granted the benefit. 

MNPL Intermittent Leave 

Employees may apply for intermittent leave in most cases, provided the leave is reasonable and 
appropriate to the needs of the individual requiring care. 

Intermittent Leave - Eligibility 

In addition to the other eligibility requirements under the MN Paid Leave law, employees seeking 
intermittent leave must have at least eight hours of accumulated leave (unless more than 30 days have 
lapsed since taking the initial leave).  

Intermittent Leave - Notice 

In situations where employees seek MNPL on an intermittent basis, employees must make a reasonable 
effort to provide written notice to Human Resources of the need for intermittent leave before applying 
for MNPL benefits. As part of the notice, employees must provide the City with the following: 1) 
proposed intermittent leave schedule; and 2) a completed certification from a health care provider 

Page 102 of 166



Page 42 
 

identifying the leave as necessary and a reasonable estimate of the frequency and duration and 
treatment schedule for the leave.  

Intermittent Leave - Increments of Leave & Maximum Number of Hours  

Consistent with other forms of leave provided by the City, employees may take intermittent leave in 
increments of one calendar day. If eligible for intermittent leave, the City allows a maximum of 480 
hours of intermittent leave in any 12-month period. After reaching the maximum amount of allowed 
intermittent leave, employees may request continuous MNPL provided the continuous leave does not 
exceed the maximum amount of MNPL allowed by law. 

Definitions 

• Family member includes: 
o Spouse or partner 
o Child (including biological, adopted, step, or foster children, or a child you raise even if 

you are not legally related) 
o Parent or person who raised you 
o Sibling 
o Grandchild or grandparent 
o In-laws (including son, daughter, father, or mother) 
o Anyone close to you who depends on you like family, even if not related by blood 

 
• A serious health condition means a physical or mental illness, injury, impairment, condition, or 

substance use disorder. Taking care of yourself for this serious condition may involve evaluation, 
treatment, inpatient care, recovery, or not being able to perform regular work, attend school, or 
do regular daily activities. This includes childbirth, conditions related to pregnancy, or surgery. 
 

Notice 

Prior to starting a claim, employees should reach out to Human Resources to notify your intention to 
take leave. If the need is foreseeable, we ask that you provide at least two-weeks notice prior to taking 
leave. If the leave is not foreseeable you will still be able to take leave under MNPL and we ask that you 
provide as much notice as possible. 

Interaction with Other Laws and Benefits 

MNPL will run concurrently with any leave and/or wage supplement for which you may or may not be 
eligible for under local, state, or federal law: Family and Medical Leave Act (FMLA), Minnesota Parenting 
and Pregnancy Leave law, and Pregnancy and Parental Leave. 

Supplementing MNPL Benefits with Accrued Paid Leave 

If you are receiving MNPL benefits, the City allows you to supplement, or "top off," your MNPL benefits 
with any accrued but unused paid leave. If you choose to supplement your MNPL benefits in this way, 
the combined weekly sum of MNPL benefits and City-provided paid leave benefits cannot exceed your 
Individual Average Weekly Wage (IAWW). For more information, contact Human Resources. 

Maintaining Health Coverage During Leave 
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Unless the employee revokes coverage while on MNPL, the City will continue to provide group health 
insurance coverage for an employee on MNPL under the same conditions as the coverage was provided 
before the employee took leave. You must continue to make timely payments of your share of the 
premiums for such coverage. If you are not using paid time off to cover part or all of the leave, you will 
be responsible for remitting your portion of health premiums to the City in order to ensure continuation 
of benefits.  

Group health insurance may be cancelled if an employee’s premium payment is 30 days late. Before 
terminating coverage, the City will provide written notice to the employee at least 15 days before the 
coverage is terminated listing the final date payment is due (30 days past the due date) to avoid 
cancellation and the date coverage will end if payment is not received.  

An employee's share of premium payments for their group health insurance coverage may, at the 
employee's option, be: 

1. prepaid at or before the start of the leave in which your health deductions may be modified to 
accept the agreed upon amounts and cadence of premium deductions; 

2. arranged to write a check every 4 weeks for the duration that the employee may be out; 

Reinstatement 

Upon return from covered MNPL, you will be reinstated to your previous position or to an equivalent 
position, with the same status, pay, employment benefits, length-of-service credit, and seniority credit 
as of the date of leave as long as you have worked for the City for a minimum of 90 calendar days. 

Upon return to work, if it becomes evident that the employee is unable to perform the key essential 
functions of their position (with or without reasonable accommodation), the City may engage in an 
interactive process, consistent with the American with Disability Act (ADA) and/or Minnesota Human 
Rights Act (MHRA) and other applicable workplace policies, including workplace safety protocols, to 
determine appropriate next steps. 

Retaliation 

The City will not interfere or retaliate against employees who request or take leave in accordance with 
the MN Paid Leave law. 
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SECTION 7: EDUCATION AND EXPENSE REIMBURSEMENT 
 
7.1 Tuition Reimbursement 

The City provides financial support to employees for educational courses taken at accredited 
academic institutions to enhance their professional development and to improve their job skills. 
This policy is an IRS tax-exempt program.  

Full-time, non-probationary employees are eligible for this program. Eligibility for 
reimbursement of courses will be based on relevancy to the employee’s current position and 
the availability of budgeted funds. 

The City may reimburse eligible employees upon presentation of the final grades in accordance 
with the following schedule: 

 Grade of “A” ..................50% of tuition 

 Grade of “B” ..................50% of tuition 

 Grade of “C” ..................50% of tuition 

 Grade of “D” ..................0% of tuition 

 Grade of “F” ...................0% of tuition 

Grade of Pass or Fail …..50% of tuition for “passing” 

In the event that an eligible employee receives a grade of “incomplete,” no refund will be 
forthcoming until a final grade is earned. When the requisite course is completed and a final 
grade is issued, the employee will be reimbursed in accordance with the above schedule. 

A maximum of $2,000 per calendar year will be reimbursed for tuition, books, and student fees.  

As a condition of this program, the employee must agree to pay back 100% of the amount 
reimbursed for the 12-month period preceding the employee’s termination date if the 
employee voluntarily resigns with the City of Lino Lakes.  

Eligible employees who receive assistance from other sources are eligible for reimbursement 
only if the cost of the tuition exceeds the amount of assistance received.  

No reimbursement will be made without prior approval from the employee’s department 
director and the City Administrator.  

7.2 Travel Reimbursement 

Employees who are authorized to travel for work-related purposes may be reimbursed for the 
actual cost of travel, meals, lodging, and other reasonable and necessary expenses. Eligible City 
employees include regular full-time and part-time employees and elected or appointed officials. It 
is the City’s policy to prepay registration or out-of-state transportation costs whenever possible. 
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A. Approvals  

Employees traveling overnight or outside the state must obtain prior approval by the department 
director, City Administrator, or City Council, whichever is applicable. 

B. Transportation 

Employees who use a personal vehicle for City business will be compensated for each business 
mile driven at the IRS Standard Mileage Rate. Business miles exclude commuting miles. 
Commuting miles are the distance an employee typically travels from their primary residence to 
their primary workplace and back. Commuting miles are not eligible for mileage 
reimbursement..  

Employees traveling outside the state will be reimbursed only for an economy class airline ticket. 
Automobile travel may be authorized in lieu of commercial transportation, but the total cost, 
including meals and lodging while traveling, shall not exceed the cost of a single round-trip 
economy class airline ticket to the conference location.  

The cost of a rental car may be reimbursable with prior approval of the City Administrator if 
transportation is necessary to and from the conference or if there is a cost savings to the City. 

Reasonable expenses for taxi and transfer service, hotel gratuity, parking, and other related travel 
expenses will be reimbursed with a proper receipt. Employees are responsible for accurately 
documenting mileage and travel expense claims. 

C. Meals 

Meals are reimbursable while attending conferences, seminars, training sessions, or meetings of 
professional organizations, when a meal is not included in the registration fee for the event. Meals 
are reimbursable for overnight or out-of-state travel, which are not included in the registration fee 
for any event. Expenses for meals, including sales tax and gratuity, will be reimbursed according to 
the maximum $10.00 for breakfast, $15.00 for lunch, and $25.00 for dinner. No reimbursement 
will be made for alcoholic beverages. 

Submission of a receipt is required. Any reimbursement which exceeds the maximums defined 
must be approved by the City Administrator.  

D. Lodging 

The City will only reimburse for a single hotel accommodation rate, which is conveniently located 
near the conference. Lodging the night before the beginning of a conference is reimbursable. 
Lodging for conferences within the seven-county Twin Cities metropolitan area will not be 
reimbursed. Employees shall pay any additional costs for spouse and children. 

E. Expenses and Reports 

All travel expense vouchers must be submitted to the Finance Department within 30 days of the 
conference, seminar, or meeting. Expense receipts must accompany the voucher upon submission. 
Expenses not accompanied by a receipt will not be reimbursed.  
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7.3 Cellular Phones 

This policy is intended to define acceptable and unacceptable uses of City issued cellular 
phones. Its application is to ensure cellular phone usage is consistent with the best interests of 
the city without unnecessary restriction of employees in the conduct of their duties.  

This policy will be implemented to prevent the improper use or abuse of cellular phones and to 
ensure city employees exercise the highest standards of propriety in their use. Cellular phones 
are intended for the use of city employees in the conduct of their work for the city.  

Supervisors are responsible for the cellular phones assigned to their employees and will 
exercise discretion in their use. Nothing in this policy will limit supervisor discretion to allow 
reasonable and prudent personal use of such phones or equipment provided: 

• Its use in no way limits the conduct of work of the employee or other employees. 

• No personal profit is gained, or outside employment is served. 

• All employees are expected to follow applicable local, state, and federal laws and 
regulations regarding the use of cellphones at all times. Employees whose job 
responsibilities include regular or occasional driving and who are issued a cellular phone 
for business use are expected to refrain from using their phone while driving. Safety 
must come before all other concerns. Regardless of the circumstances and in 
accordance with Minnesota law, employees are required to use hands-free operations 
or pull off into a parking lot and safely stop the vehicle before placing or accepting a call. 
Employees are encouraged to refrain from discussion of complicated or emotional 
matters and to keep their eyes on the road while driving at all times. 

Special care should be taken in situations where there is traffic or inclement weather, or the 
employee is driving in an unfamiliar area. Hands-free equipment will be provided with city-
issued phones to facilitate the provisions of this policy. 

• Reading/sending text messages, making or receiving phone calls, emailing, video calling, 
scrolling/typing, accessing a webpage, or using non-navigation applications while driving 
is strictly prohibited. 

o In accordance with State law, there is an exception to hands free cell phone 
operations to obtain emergency assistance to report a traffic accident, medical 
emergency or serious traffic hazard or prevent a crime from being committed. There 
is also a state law exception for authorized emergency vehicles while in the 
performance of official duties. 

• Employees who are charged with traffic violations resulting from the use of their 
cellular phone while driving will be solely responsible for all liabilities that result from 
such actions. See above “City Driving Policy” for more information on reporting driver’s 
license restrictions”. 

A monthly stipend of $30 will be provided to employees who use their personal mobile phone 
and need to make or receive work calls and respond to email while out of the office.  
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Employees who are provided a monthly stipend are responsible for all costs associated with the 
purchase, maintenance, replacement, and upgrade of their cellular phone and for the cost of 
personal cellular phone service agreements. 

A City-owned cellular phone or City-paid monthly stipend for use of a personal cellular phone is 
a working condition fringe benefit and not taxable. 
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SECTION 8: CONDUCT AND ETHICS 
 
8.1 Conduct as a City Employee 

Chapter 204 of the Lino Lakes City Code outlines a Code of Conduct that applies to all “elected, 
appointed, and hired officials and employees of the City.” Public officials and employees hold 
office for the benefit of the public. Elected officials and employees are expected to support and 
uphold the objectives of the electorate and the policies that support those objectives.  

Standards of conduct are as follows: 

A. Disclosure of Confidential Information 

No person covered by this code shall, without proper legal authorization, disclose confidential 
information concerning the property, government, or affairs of the City, nor shall a person use 
such information to advance their own financial or private interests or for any other person.  

B. Gifts 

Employees are prohibited from soliciting or accepting any gift or gratuity for more than $5.00 
from any interested person, whether in the form of money, services, loan, travel, 
entertainment, hospitality, promise or any other form. Any “interested person” is any person 
who has a direct financial or economic interest in a decision that a City employee is authorized 
to make.  

C. Private Interests 

No person covered by this code shall appear on behalf of another’s private interest before the 
council or a committee, commission or agency of the City, nor shall he or she represent another 
private interest in any action or proceeding against the interest of the City in which the City is a 
party. 

D. Privileges 

Persons covered by this code are prohibited from using their position to secure special 
privileges or exemptions. 

E. City Property 

No person covered by this code shall request or permit the use of city-owned vehicles, 
equipment, materials, or property for personal convenience or profit unless provided in City 
policy for use by officials or employees in the conduct of official business.  

F. Equal Treatment 

No person covered by this code shall grant any special consideration, treatment, or advantage 
to any citizen beyond that which is available to every other citizen. 
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8.2 Political Activity 

State law prohibits the City from imposing or enforcing limitations on the political activities of 
City employees beyond those established by state law. Employees are not prohibited from 
participating in local election campaigns or seeking appointment to public office. 

No City employee or official may use their official authority or influence to compel a person to 
apply for membership in or become a member of a political organization, to pay or promise to 
pay a political contribution, or to take part in a political activity. 

An employee elected to a public office may be required to resign or take a leave of absence if 
the duties of the elected office interfere with the employee’s duties as a City employee.  

8.3 Conflict of Interest 

The credibility of municipal government is based upon the confidence citizens have in how 
public employees and officials render fair and impartial services to all citizens without regard to 
personal interest or political influence. City employees and officials must avoid any activity that 
suggests a conflict of interest between their private interests and City responsibilities. When an 
employee believes the potential for a conflict of interest exists, it shall be the employee’s 
responsibility to avoid the situation.  

A. Outside Employment 

The potential for conflicts of interest is lessened when individuals employed by the City of Lino 
Lakes regard the city as their primary employment responsibility. All outside employment is to 
be reported to the employee’s immediate supervisor. If a potential conflict exists based on this 
policy or any other consideration, the supervisor will consult with the City Administrator.  

Any city employee accepting employment in an outside position determined by the City 
Administrator to be in conflict with the employee’s city job will be required to resign from the 
outside employment or may be subject to discipline up to and including termination. 

For the purpose of this policy, outside employment refers to any non-city employment or 
consulting work for which an employee receives compensation, except for compensation 
received in conjunction with military service or holding a political office or an appointment to a 
government board or commission compatible with city employment. The following is to be 
considered when determining if outside employment is acceptable: 

• Outside employment must not interfere with a full-time employee’s availability during 
the city’s regular hours of operation or with a part-time employee’s regular work 
schedule. 

• Outside employment must not interfere with the employee’s ability to fulfill the 
essential requirements of his/her position. 

• The employee must not use city equipment, resources or staff in the course of the 
outside employment. 

• The employee must not violate any city personnel policies as a result of outside 
employment. 
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• The employee must not receive compensation from another individual or employer for 
services performed during hours for which he/she is also being compensated by the city. 
Work performed for others while on approved vacation or compensatory time is not a 
violation of policy unless that work creates the appearance of a conflict of interest. 

• No employee will work for another employer, or for his/her own business, while using 
paid Sick Leave/ESST from the city for those same hours. 

• Departments may establish more specific policies as appropriate, subject to the 
approval of the City Administrator. 

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

B. Relationships within the City 

The City of Lino Lakes strongly believes that a work environment where employees maintain 
clear boundaries between employee personal and work interactions is necessary for effective 
city operations. Although this policy does not prevent the development of friendships or 
romantic relationships between co-workers, it does establish boundaries as to how 
relationships are conducted during working hours and within the working environment. 

Individuals in supervisory or managerial roles, and those with authority over others’ terms and 
conditions of employment, are subject to more stringent requirements under this policy due to 
their status, their access to sensitive information, and their ability to affect the employment of 
individuals in subordinate positions. 

• This policy does not preclude or interfere with the rights of employees protected by the 
National Labor Relations Act or any other applicable statute concerning the employment 
relationship. During working time and in working areas, employees are expected to 
conduct themselves in an appropriate workplace manner that does not interfere with 
others or with overall productivity. 

• During nonworking time, such as lunches, breaks, and before and after work periods, 
employees engaging in personal exchanges in non-work areas should observe an 
appropriate workplace manner to avoid offending other workers or putting others in an 
uncomfortable position.  

• Employees are strictly prohibited from engaging in physical contact that would in any 
way be deemed inappropriate in the workplace by a reasonable person while anywhere 
on city premises, whether during working hours or not. 

• Employees who allow personal relationships with co-workers to adversely affect the 
work environment will be subject to disciplinary action. Failure to change behavior and 
maintain expected work responsibilities is viewed as a serious disciplinary matter. 

• Employee off-duty conduct is generally regarded as private, as long as such conduct 
does not create problems within the workplace. An exception to this principle, however, 
is romantic or sexual relationships between supervisors and subordinates. 
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• Any supervisor, manager, or other City official in a sensitive or influential position within 
the City of Lino Lakes must disclose the existence of a romantic or sexual relationship 
with another co-worker. Disclosure may be made to the individual’s immediate 
supervisor or Human Resources. The City Administrator will review the circumstances to 
determine whether any conflict of interest exists. 

• When a conflict-of-interest or potential risk is identified due to a City’s official’s 
relationship with a co-worker, the City will work with the parties involved to consider 
options for resolving the problem. The initial solution may be to make sure the parties 
no longer work together on matters where one is able to influence the other or take 
action for the other. Matters such as hiring, firing, promotions, performance 
management, and financial transactions are examples of situations that may require 
reallocation of duties to avoid any actual or perceived reward or disadvantage. In some 
cases, other measures may be necessary, such as transfer of one or both parties to 
other positions or departments. If one or both parties refuse to accept a reasonable 
solution, such refusal will be deemed a voluntary resignation. 

• Failure to cooperate with the City Administrator to resolve a conflict or problem caused 
by a romantic or sexual relationship between co-workers or among managers, 
supervisors or others in positions of authority in a mutually agreeable fashion may be 
deemed insubordination and result in disciplinary action up to and including 
termination.  

• The provisions of this policy apply regardless of the sexual orientation of the parties 
involved. 

Any concerns about this policy should be addressed to the City Administrator or Human 
Resources. 

8.4 Nepotism 

Employment with the City is based on merit and ability. Whenever possible, no appointment 
will be made to an immediate family member of an elected official or employee of the City if 
the appointment is inconsistent with City policy. This provision does not apply to marital status, 
as protected under the Minnesota Human Rights Act. Family members eligible for employment 
with the City may be hired only if they will not be working directly for or supervising a relative, 
or will not occupy a position in the same line of authority within the organization.  

8.5 Omnibus Child Support Enforcement Act 

The City of Lino Lakes complies with the guidelines established in the Omnibus Child Support 
Enforcement Act. Within 15 days of being hired, the City will submit certain information about 
the new employee to the Department of Human Services. Individuals are also required to 
voluntarily disclose information regarding court-medical support obligations. 
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8.6 Workplace Harassment 

The City of Lino Lakes is committed to creating and maintaining a comfortable and productive 
work environment free of harassment and discrimination. Employees must be free to exercise 
their duties without fear of verbal or physical intimidation or duress. The city realizes the 
seriousness of harassment and expresses its earnest desire to prevent the occurrence of such 
incidents. 

Title 7 of the Federal Civil Rights Act of 1964 and Chapter 363 of Minnesota State Statutes 
prohibit discrimination and harassment in the workplace. It is the policy of the City of Lino Lakes 
to maintain an environment that is free from offensive conduct, harassment, and discrimination 
based on race, national origin, gender, religion, disability, age, marital status, sexual 
orientation, or status with regard to public assistance.  

It shall be a violation of this policy for any employee, agent, officer, council member or other 
City official to engage in offensive or harassing verbal or physical conduct of a sexual nature or 
regarding race, national origin, gender, religion, disability, age, marital status, sexual 
orientation, or status with regard to public assistance. 

The City will investigate all complaints of offensive, harassing, or violent conduct of a sexual 
nature to the extent evidence is available to verify the alleged harassment or any related 
retaliation. 

Sexual Harassment Prevention 

It is the City’s goal to provide employees with a workplace free from sexual harassment and 
conduct that leads to claims of sexual harassment. Because sexual harassment is sometimes 
difficult for employees to recognize, the following definition, as defined by the Equal 
Employment Opportunity Commission (EEOC), is provided: 

Sexual or gender-based offensive conduct or harassment includes unwelcome physical or 
verbal conduct directed at an individual because of gender, unwelcome sexual advances, 
requests for sexual favors, sexually motivated physical conduct, or communication of a 
sexual nature when: (1) it’s a condition of hiring or promotion; (2) it becomes a factor in an 
employee’s job duties or assignment; or (3) it creates an intimidating, hostile, or offensive 
environment in which to work. 

8.7 Reporting Workplace Harassment 

Any person who believes he or she has been the victim of offensive conduct of a sexual nature 
or harassment based on race, national origin, gender, religion, disability, age, marital status, 
sexual orientation, or status with regard to public assistance, should report the alleged conduct 
immediately to the appropriate person, such as the department director or City Administrator. 

In addition to notifying management, the employee is also urged to document any further 
harassment or reprisals that occur after the complaint is made.  

The City encourages the reporting party or complainant to use the report form available from 
the City Administrator’s office or available from the department director, but oral reports are 
considered complaints as well. Depending on the nature of the complaint, the City may take 
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immediate steps, at its discretion, to protect the complainant and other employees or members 
of the public pending the completion of an investigation.  

8.8  Drug, Alcohol and Cannabis Testing – All Employees Except Public Works 

The City of Lino Lakes (“City”) has a vital interest in maintaining safe, healthful, and efficient 
working conditions for employees, and recognizes that individuals who are impaired because of 
drugs and/or alcohol jeopardize the safety and health of other workers as well as themselves. 
The City of Lino Lakes does not intend to intrude into the private lives of its employees, but 
strongly believes that a drug- and alcohol-free workplace is in the best interest of employees 
and the public alike. Alcohol and drug abuse can cause unsatisfactory job performance, 
increased tardiness and absenteeism, increased accidents and workers’ compensation claims, 
higher insurance rates, and an increase in theft of city property. The City of Lino Lakes’ Drug, 
Alcohol and Cannabis Testing Non-DOT policy has been established for the purpose of providing 
a safe workplace for all. 
 
City employees and applicants required to hold a commercial driver’s license by the United 
States Department of Transportation (“DOT”) for their job will be tested under the City’s Policy 
on Controlled Substance and Alcohol Testing for Commercial Drivers (the “DOT Policy”). All 
other employees and job applicants offered employment with the city must undergo testing as 
described by this policy. 
 
To ensure the policy is clearly communicated to all employees and applicants to whom offers of 
employment have been made, and to comply with state law, employees and applicants are 
required to review this policy and sign the “policy acknowledgement.” A job applicant will also 
acknowledge in this form that he/she understands that passing the drug test is a requirement 
of the job. 
 
Persons Subject to Testing and Circumstances under Which Testing May Be Required 
Under this policy, the city may test any applicant to whom an offer of employment has been 
made and may test employees for alcohol and/or drugs, including cannabis, under the following 
circumstances with a properly accredited or licensed testing laboratory, in accordance with 
Minn. Stat. § 181.953, subdivision 1. 
 
(1) Pre-Employment Testing:  
Every job applicant offered employment with the City receives the offer conditioned upon 
successful completion of an alcohol and/or drug test, or cannabis test, if applicable, among 
other conditions. The city will not request or require a job applicant to undergo cannabis testing 
related to “lawful consumable products” pursuant to Minn. Stat. § 181.938, including alcohol, 
cannabis, lower-potency hemp edibles, and hemp-derived consumer products, except with 
respect to the categories of positions listed below in the definition of “Drug” or if otherwise 
required by state or federal law. If the job offer is withdrawn based on alcohol and/or drug test 
results, the City will inform the applicant of the reasons for the withdrawal. A failure of the 
alcohol and/or drug test, a refusal to take the test, or failure to meet other conditions of the 
offer will result in a withdrawal of the offer of employment even if the applicant’s provisional 
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employment has begun. A negative or positive dilute test result (following a second collection), 
which has been confirmed, will also result in immediate withdrawal of an offer of employment 
to an applicant. 
 
Part-time, temporary and seasonal employees are not subject to this policy except for those 
designated by the hiring department as safety-sensitive positions.  
 
(2) Reasonable Suspicion Testing:  
Consistent with Minn. Stat. § 181.951, subd. 5, employees will be subject to alcohol and/or drug 
testing, including cannabis testing when reasonable suspicion exists to believe that the 
employee: 

• Is under the influence of alcohol drugs, or cannabis; or 
• Has violated written work rules prohibiting the use, possession, sale or transfer of drugs 

alcohol, or cannabis, while working, while on city property, or while operating city 
vehicles, machinery or any other type of equipment; or 

• Has sustained a personal injury as defined in Minn. Stat. § 176.011, subd. 16 or has 
caused another employee to sustain an injury or; 

• Has caused a work-related accident or was operating or helping to operate machinery, 
equipment, or vehicles involved in a work-related accident. 

 
Reasonable suspicion may be based upon, but is not limited to, facts regarding appearance, 
behavior, speech, breath, odor, possession, proximity to or use of alcohol or drugs or containers 
or paraphernalia, poor safety record, excessive absenteeism, impairment of job performance, 
or any other circumstances that would cause a reasonable employer to believe that a violation 
of the City’s policies concerning alcohol, drugs or cannabis may have occurred. These 
observations will be reflected in writing on a Reasonable Suspicion Record Form. 
 
For off-site collection, employees will be driven to the employer-approved medical facility by 
their supervisor or a designee. For an on-site collection service, the employee will remain on 
site and be observed by the supervisor or designee. The medical facility or on-site collection 
service will take the urine or blood sample and will forward the sample to an approved 
laboratory for testing. 
 
Pursuant to the requirements of the Drug-Free Workplace Act of 1988, all city employees, as a 
condition of continued employment, will agree to abide by the terms of this policy and must 
notify Human Resources of any criminal drug statute conviction for a violation occurring in the 
workplace not later than five days after such conviction. If required by law or government 
contract, the City will notify the appropriate federal agency of such conviction within 10 days of 
receiving notice from the employee. 
 
(3) Treatment Program Testing:  
In accordance with Minn. Stat. § 181.951, subd. 6., the City may request or require an 
employee to undergo drug, alcohol or cannabis testing if the employee has been referred by 
the City for chemical dependency treatment or evaluation or is participating in a chemical 
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dependency treatment program under an employee benefit plan. In such a case, the employee 
may be requested or required to undergo drug or alcohol testing, including cannabis testing, 
without prior notice during the evaluation or treatment period and for a period of up to two 
years following completion of any prescribed chemical dependency treatment program. 
 
(4) Routine Physical Examination Testing:  
The City may request or require an employee to undergo drug and/or alcohol testing —but not 
cannabis testing, except for the categories of positions listed above for which cannabis is 
considered a drug or unless otherwise required by state of federal law – as part of a routine 
physical examination. The City, in accordance with Minn. Stat. § 181.951, subd. 3, will request 
or require this type of testing no more than once annually, and the employee will be provided 
with at least two weeks’ written notice that the test will be required as part of the physical 
examination. 
 
(5) Random Testing:  
In accordance with Minn. Stat. § 181.951, subd. 4, the City may require an employee to submit 
to random drug, alcohol, and cannabis testing, if the employee is in a safety-sensitive position. 
 
Right of Refusal: 
Employees and job applicants have the right to refuse to submit to an alcohol, drug or cannabis 
test under this policy. However, such a refusal will subject an employee to immediate 
termination. If an applicant refuses to submit to applicant testing, any conditional offer of 
employment will be withdrawn. 
 
Any intentional act or omission by the employee or applicant that prevents the completion of 
the testing process constitutes a refusal to test. 
 
An applicant or employee who substitutes, or attempts to substitute, or alters, or attempts to 
alter a testing sample is considered to have refused to take a drug, alcohol or cannabis test. In 
such a case, the employee is subject to immediate termination of employment, and in the case 
of an applicant, the job offer will be immediately withdrawn. 
 
Refusal on Religious Grounds: 
An employee or job applicant who, on religious grounds, refuses to undergo drug and/or 
alcohol testing, including cannabis testing, of a blood sample will not be considered to have 
refused testing, unless the employee or job applicant also refuses to undergo drug, alcohol or 
cannabis testing of a urine sample. 
 
Cost of Required Testing:  
The City will pay for the cost of all drug, alcohol or cannabis testing requested or required of all 
job applicants and employees, except for confirmatory retests. Job applicants and employees 
are responsible for paying for all costs associated with any requested confirmatory retests. 
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Prohibition against Drugs and Alcohol Use and Possession of Alcohol or Drug(s):  
Employees are prohibited from the use, possession, transfer, transportation, manufacture, 
distribution, sale, purchase, solicitation to sell or purchase, or dispensation of alcohol, drugs, 
including cannabis, or drug paraphernalia while on duty; is on City premises; while operating 
any City vehicle, machinery, or equipment; or when performing any City business, except (1) 
pursuant to a valid medical prescription used as properly instructed; (2) the use of over-the-
counter drugs used as intended by the manufacturer; or (3) when necessary for approved law 
enforcement activity. 
 
Besides having a zero-tolerance policy for the use or possession of alcohol, illegal drugs, or 
misused prescription drugs on the worksite, we also prohibit the use, possession of, impairment 
by any cannabis or medical cannabis products (e.g., hash oils, edibles or beverages containing 
cannabinoids, or pills) on the worksite by a person working as an employee at the City or while 
“on call” and subject to return to work. Having a medical marijuana card, patient registry 
number, and/or cannabis prescription from a physician does not allow anyone to use, possess, 
or be impaired by that drug here. Likewise, the fact that cannabinoids may be lawfully 
purchased and consumed in some circumstances does not permit anyone to use, possess, or be 
impaired by them here. The federal government still classifies cannabis as an illegal drug, even 
though some states, including Minnesota, have decriminalized its possession and use in certain 
circumstances. There is no acceptable concentration of marijuana metabolites in the blood or 
urine of an employee who operates our equipment or vehicles or who is on one of our 
worksites. Applicants and employees are still subject to being tested under our drug and 
alcohol testing policy. And employees are subject to being disciplined, suspended, or 
terminated after testing positive for cannabis if the employee used, possessed, or was impaired 
by cannabis, including medical cannabis, while on the premises of the place of employment or 
during the hours of employment. 
 
While Impaired of Alcohol, Drugs or Cannabis: 
Employees are prohibited from being under the influence of alcohol or drugs, including 
cannabis, or having a detectable amount of an illegal drug in the blood or urine when reporting 
for work; while on duty; is on the City’s premises; while operating any city vehicle, machinery, 
or equipment; or when performing any City business, except (1) pursuant to a valid medical 
prescription used as properly instructed; or (2) the use of over-the-counter drug used as 
intended by the manufacturer. 
 
Driving While Impaired: 
A conviction of driving while impaired in a city-owned vehicle at any time during business or 
non-business hours, or in an employee-owned vehicle while conducting city business, may 
result in discipline, up to and including discharge. 
 
Criminal Drug Convictions:  
Any employee convicted of any criminal drug statute must notify his or her supervisor and 
Human Resources in writing of such conviction no later than five days after such conviction. 
Within 30 days after receiving notice from an employee of a drug-related conviction, the City 
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will take appropriate personnel action against the employee up to and including discharge or 
require the employee to satisfactorily participate in a drug abuse assistance or rehabilitation 
program as an alternative to termination. In the event notice is not provided to the supervisor 
and the employee is deemed to be incapable of working safely, the employee will not be 
permitted to work and will be subject to disciplinary action, including dismissal from 
employment. In accordance with the Federal Drug-Free Workplace Act of 1988, if the City is 
receiving federal grants or contracts of over $25,000, the City will notify the appropriate federal 
agency of such conviction within 10 days of receiving notice from the employee. 
 
Failure to Disclose Lawful Drugs: 
Employees taking a lawful drug, including prescription and over-the-counter drugs or cannabis, 
which may impair their ability to perform their job responsibilities or pose a safety risk to 
themselves or others, must advise their supervisor of this before beginning work. It is the 
employee’s responsibility to seek out written information from his/her physician or pharmacist 
regarding medication and any job performance impairment and relay that information to 
his/her supervisor. In the event of such a disclosure, the employee will not be authorized to 
perform safety-sensitive functions. 
 
Review and Notification of Test Results 
Notification of Negative Test Results: 
In the case of job applicants and in accordance with Minn. Stat. § 181.953, Human Resources 
will notify a job applicant of a negative drug result within three days of receipt of result by the 
City, and the hiring process will resume. In accordance with Minn. Stat. § 181.953, subd. 3, a 
laboratory must report results to the City within three working days of the confirmatory test 
result. A “Negative Test Results Notification” form will be sent to the job applicant, and the job 
applicant may request a copy of the test result report from Human Resources. 
In the case of current employees and in accordance with Minn. Stat. § 181.953, Human 
Resources will notify the employee of a negative drug and/or alcohol result within three days of 
receipt of result by the City. A “Negative Test Results Notification” form will be sent to the 
employee, and he or she may request a copy of the test result report from Human Resources. 
Notification of Positive Test Results: 
In the event of a confirmed positive blood or urine alcohol and/or drug, or cannabis test result, 
the City will notify the employee of a positive result within three days of receipt of the result. 
Human Resources will send to the employee or job applicant a “Positive Test Results 
Notification” letter containing further instructions. The employee or job applicant may contact 
Human Resources to request a copy of the test result report if desired. In accordance with 
Minn. Stat. § 181.953, subd. 3, a laboratory must report results to the City within three working 
days of the confirmatory test result. 
 
Right to Provide Information after Receiving Test Results: 
Within three working days after notice of a positive drug, alcohol or cannabis test result on a 
confirmatory test, the employee or job applicant may submit information to the City to explain 
the positive result. In accordance with Minn. Stat. § 181.953, subd. 10, if an employee submits 
information either before a test or within three working days after a positive test result that 
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explains the positive test result, (such as medications the employee is taking), the City will not 
take an adverse employment action based on that information unless the employee has already 
been under an affirmative duty to provide the information before, upon, or after hire. 
 
Right to Confirmatory Retest: 
A job applicant or employee may request a confirmatory retest of the original sample at the job 
applicant’s or employee’s own expense after notice of a positive test result on a confirmatory 
test. Within five working days after notice of the confirmatory test result, the job applicant or 
employee must notify the City in writing of the job applicant’s or employee’s intention to obtain 
a confirmatory retest. Within three working days after receipt of the notice, the City will notify 
the original testing laboratory that the job applicant or employee has requested the laboratory 
to conduct the confirmatory retest or transfer the sample to another qualified laboratory 
licensed to conduct the confirmatory retest. The original testing laboratory will ensure the 
control and custody procedures are followed during transfer of the sample to the other 
laboratory. In accordance with Minn. Stat. § 181.953, subd. 3, the laboratory is required to 
maintain all samples testing positive for a period of six months. The confirmatory retest will use 
the same drug and/or alcohol threshold detection levels as used in the original confirmatory 
test. 
 
In the case of job applicants, if the confirmatory retest does not confirm the original positive 
test result, the City’s job offer will be reinstated, and the City will reimburse the job applicant 
for the actual cost of the confirmatory retest. In the case of employees, if the confirmatory 
retest does not confirm the original positive test result, no adverse personnel action based on 
the original confirmatory test will be taken against the employee, the employee will be 
reinstated with any lost wages or salary for time lost pending the outcome of the confirmatory 
retest result, and the City will reimburse the employee for the actual cost of the confirmatory 
retest. 
 
Access to Reports: 
In accordance with Minn. Stat. § 181.953, subd. 10, an employee will have access to 
information contained in his or her personnel file relating to positive test results and to the 
testing process, including all information gathered as part of that process.  
 
Dilute Specimens:  
A negative or positive dilute test result (following a second collection) which has been 
confirmed will subject an employee to immediate termination. 
 
Consequences for Employees Engaging in Prohibited Conduct 
Job Applicants: 
The City’s conditional offer of employment will be withdrawn from any job applicant who 
refuses to be tested or tests positive for illegal drugs as verified by a confirmatory test.  
Employees: 

• No Adverse Action without Confirmatory Test. The City will not discharge, discipline, 
discriminate against, or request or require rehabilitation of an employee based on a 
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positive test result from an initial screening test that has not been verified by a 
confirmatory test. 

• Suspension Pending Test Result. The City may temporarily suspend a tested employee 
with or without pay or transfer that employee to another position at the same rate of 
pay pending the outcome of the requested confirmatory retest, provided the City 
believes that it is reasonably necessary to protect the health or safety of the employee, 
co-employees, or the public. The employee will be asked to return home and will be 
provided appropriate arrangements for return transportation to his or her residence. In 
accordance with Minn. Stat. § 181.953, subd. 10, an employee who has been suspended 
without pay will be reinstated with back pay if the outcome of the requested 
confirmatory retest is negative. 

 
Discipline and Discharge 
Confirmatory Positive Test Result:  
The City will not discharge an employee for a first confirmatory positive test unless the 
following conditions have been met: 

• The City has first given the employee an opportunity to participate in either a drug or 
alcohol counseling or rehabilitation program, whichever is more appropriate, as 
determined by the City after consultation with a certified chemical use counselor or 
physician trained in the diagnosis and treatment of chemical dependency. Participation 
by the employee in any recommended substance abuse treatment program will be at 
the employee’s own expense or pursuant to the coverage under an employee benefit 
plan. The certified chemical use counselor or physician trained in the diagnoses and 
treatment of chemical dependency will determine if the employee has followed the 
rehabilitation program as prescribed; and 

• The employee has either refused to participate in the counseling or rehabilitation 
program or has failed to successfully complete the program, as evidenced by withdrawal 
from the program before its completion or by a refusal to test or positive test result on a 
confirmatory test after completion of the program. 

Other Misconduct: 
Nothing in this policy limits the right of the City to discipline or dismiss an employee on grounds 
other than a positive confirmatory test result, including conviction of any criminal drug statute 
for a violation occurring in the workplace or violation of other City personnel policies. 
Emergency Call Back to Work Provisions: 
If an employee is called out for a City emergency and he or she reports to work and is suspected 
of being under the influence of drugs, alcohol, or cannabis he or she will not be subject to the 
testing procedures of this policy but may be subject to discipline and will not be allowed to 
work. Appropriate arrangements for return transportation to the employee’s residence will be 
made. It is the sole responsibility of the employee who is under the influence of alcohol, drugs, 
or cannabis and who is called out for a city emergency, to notify his or her supervisor of this 
information and advise if he or she is unable to respond to the emergency call back. 
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Non-Discrimination 
The City of Lino Lakes policy on work-related substance abuse is non-discriminatory in intent 
and application; however, in accordance with Minn. Stat., Ch. 363, disability does not include 
conditions resulting from alcohol or other drug or cannabis abuse which prevents an employee 
from performing the essential functions of the job in question or constitutes a direct threat to 
property of the safety of individuals. 
 
Furthermore, the City will not retaliate against any employee for asserting his or her rights 
under this policy. 
 
City’s Employee Assistance Program 
The City has in place a formal employee assistance program (EAP) to assist employees in 
addressing serious personal or work-related problems at any time. The City’s EAP provides 
confidential, cost-free, short-term counseling to employees and their families. Employees who 
may have an alcohol or other drug abuse problem are encouraged to seek assistance before a 
problem affects their employment status. Employee assistance program services are available 
by contacting Human Resources. 
 
Policy Contact for Additional Information 
If you have any questions about this policy or the City’s drug and alcohol testing procedures, 
you may contact your immediate supervisor, Human Resources, or the City Administrator to 
obtain additional information. 
 
By this policy, the City of Lino Lakes has established a drug-free awareness program to inform 
employees about the dangers of drug abuse in the workplace and its policy of maintaining a 
drug-free workplace. Each City employee will receive a copy of this policy and will be required 
to read it. 
 
Definitions 
Alcohol: Means the intoxicating agent in beverage alcohol or any low molecular weight alcohols 
such as ethyl, methyl, or isopropyl alcohol. The term includes but is not limited to beer, wine, 
spirits, and medications such as cough syrup that contain alcohol. 
 
Alcohol use or usage: Means the consumption of any beverage, mixture, or preparation, 
including any medication, containing alcohol. 
 
Applicant: Means a person applying for a job with the city. 
 
Cannabis: Means cannabis and its metabolites, including cannabis flower, cannabis products, 
lower-potency hemp edibles, and hemp-derived consumer products. 
 
Cannabis testing: Mean analysis of a body component sample according to the standards 
established under one of the programs listed in Minn. Stat. § 181.953, subd.1, for the purpose 
of measuring their presence or absence of cannabis in the sample tested. 
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City: Means the City of Lino Lakes. 
 
City premises: Means, but is not limited to, all city job sites and work areas. For the purposes of 
this policy, city premises also includes any other locations or modes of transportation to and 
from those locations while in the course and scope of employment of the city.  
 
City vehicle: Means any vehicle which employees are authorized to use solely for city business 
when used at any time; or any vehicle owned or leased by the city when used for city business. 
 
Collection site: Means a place designated by the city where job applicants and employees 
present themselves for the purpose of providing a specimen of their breath, urine, and/or 
blood to be analyzed for the presence of drugs and alcohol. 
 
Confirmatory test: Means a drug and/or alcohol test on a sample to substantiate the results of 
a prior drug and/or alcohol test on the same sample, and that uses a method of analysis 
allowed under one of the programs listed in Minn. Stat. § 181.953, subd. 1.  
 
Drug: Includes any “controlled substance” as defined in Minn. Stat. § 152.01, subd. 4, and also 
includes all cannabinoids, including those that are lawfully available for public consumption 
that do not otherwise qualify as being a “controlled substance” as defined in Minn. Stat. § 
152.01, subd. 4. Cannabis and its metabolites are considered a “drug” for positions in the 
following categories, regardless of the kind of testing involved: safety sensitive positions; peace 
officer positions; firefighter positions; positions requiring face-to-face care, training, education, 
supervision, counseling or medical assistance to children, vulnerable adults or patients 
receiving treatment, examination or emergency care for a medical, psychiatric or mental 
condition; positions requiring a commercial driver's license or requiring the employee to 
operate a motor vehicle for which state or federal law requires drug or alcohol testing; 
positions funded by a federal grant; or other positions for which state or federal law requires 
testing of a job applicant or employee. 
 
Drug and/or alcohol testing, and drug and/or alcohol test: Mean analysis of a body component 
sample according to the standards established under one of the programs listed in Minn. Stat. § 
181.953, subd.1, for the purpose of measuring their presence or absence of drugs, alcohol, or 
their metabolites in the sample tested. "Drug and alcohol testing," "drug or alcohol testing," 
and "drug or alcohol test" do not include cannabis or cannabis testing, unless stated otherwise. 
 
Drug paraphernalia: Has the meaning set forth in Minn. Stat. § 152.01, subd. 18. 
 
Employee: Means a person who performs services for compensation for the city and includes 
independent contractors except where specifically noted in this policy. 
 
Initial screening test: Means a drug, alcohol or cannabis test that uses a method of analysis 
under one of the programs listed in Minn. Stat. § 181.953, subd. 1. 
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Job applicant: Means a person who applies to become an employee of the city and includes a 
person who has received a job offer made contingent on the person passing drug testing. 
 
Positive test result: Means a finding of the presence of alcohol, drugs, cannabis or their 
metabolites that exceeds the cutoff levels established by the city. Minimum threshold detection 
levels are subject to change as determined in the city’s sole discretion. 
 
Random selection basis: Means a mechanism for selection of employees that (1) results in an 
equal probability that any employee from a group of employees subject to the selection 
mechanism will be selected, and (2) does not give an employer discretion to waive the selection 
of any employee selected under the mechanism. 
 
Reasonable suspicion: Means a basis for forming a belief based on specific facts and rational 
inferences drawn from those facts. 
 
Safety-sensitive position: Means a job, including any supervisory or management position, in 
which an impairment caused by drug, alcohol and/or cannabis usage would threaten the health 
or safety of any person. 
 
Under the influence: Means (1) the employee tests positive for alcohol, drugs, or cannabis or 
(2) the employee’s actions, appearance, speech, and/or bodily odors reasonably cause the city 
to conclude that the employee is impaired because of illegal drug use or alcohol use. 
 
8.9  Drug and Alcohol Testing for Commercial Drivers (DOT) 

The City of Lino Lakes (“City”) has a vital interest in maintaining safe, healthful, and efficient 
working conditions for employees, and recognizes that individuals who are impaired because of 
drugs and/or alcohol jeopardize the safety and health of other workers as well as themselves. 
The City is concerned about providing a safe workplace for its employees, and while the City 
does not intend to intrude into the private lives of its employees, it is the goal to provide a work 
environment conducive to maximum safety and optimum work standards. Alcohol and drug 
abuse can cause unsatisfactory job performance, increased tardiness and absenteeism, 
increased accidents and workers’ compensation claims, higher insurance rates, and an increase 
in theft of city property. The use, possession, manufacture, sale, transportation, or other 
distribution of controlled substance or controlled substance paraphernalia and the 
unauthorized use, possession transportation, sale, or other distribution of alcohol is contrary to 
this policy and jeopardizes public safety. 
 
In response to regulations issued by United States Department of Transportation (“DOT”), the 
City has adopted this Policy on Alcohol and Controlled Substances for employees who hold a 
commercial driver’s license (CDL) to perform their duties. 
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The City also has a separate Policy on Controlled Substance and Alcohol Testing for employees 
not covered by DOT regulations. 
 
Given the significant dangers of alcohol and controlled substance use, each applicant and driver 
must abide by this policy as a term and condition of hiring and continued employment. 
Moreover, federal law requires the City to implement such a policy. 
 
To ensure this policy is clearly communicated to all drivers and applicants, and in order to 
comply with applicable federal law, drivers and applicants are required to review this policy and 
sign the “Certificate of Receipt” portion. 
 
Because changes in applicable law and the City’s practices and procedures may occur from time 
to time, this policy may change in the future, and nothing in this policy is intended to be a 
contract, promise, or guarantee the City will follow any particular course of action, disciplinary, 
rehabilitative or otherwise, except as required by law. This policy does not in any way affect or 
change the status of any at-will employee. 
 
Any revisions to the Federal Omnibus Transportation Employee Testing Act will take precedent 
over this policy to the extent the policy has not incorporated those revisions. 
 
Persons Subject to Testing & Types of Tests 
All employees are subject to testing who job duties include performing “safety-sensitive duties” 
on City vehicles that: 

1. Have a gross combination weight rating or gross combination weight of 26,001 pounds 
or more, whichever is greater, inclusive of a towed unit(s) with a gross vehicle weight 
rating or gross vehicle weight of more than 10,000 pounds, whichever is greater; or  

2. Have a gross vehicle weight rating or gross vehicle weight of 26,0001 or more pounds 
whichever is greater; or  

3. Are designed to transport 16 or more passengers, including the driver; or 
4. Are of any size and are used in the transportation of materials found to be hazardous for 

the purposes of the Hazardous Materials Transportation Act (49 U.S.C. 5103(b)) and 
which require the motor vehicle to be placarded under the Hazardous Materials 
Regulations (49 CFR part 172, subpart F). 

 
Firefighters are not covered under this DOT policy. The Federal Highway Administration (FHWA) 
has granted states the option of waiving CDL requirements for firefighters. Since the state of 
Minnesota is one that gives firefighters the option of obtaining either a CDL or a non-
commercial license, the state has exercised the option not to require CDLs. Therefore, 49 CFR 
Part 382 is not applicable to City firefighters. 
 
The following functions are considered safety-sensitive: 

• All time waiting to be dispatched to drive a commercial motor vehicle 
• All time inspecting, servicing, or conditioning a commercial motor vehicle 
• All time driving at the controls of the commercial motor vehicle 
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• All other time in or upon a commercial motor vehicle 
• All time loading or unloading a commercial motor vehicle, attending the same, giving or 

receiving receipts for shipments being loaded or unloaded, or remaining in readiness to 
operate the vehicle 

• All time repairing, obtaining assistance, or attending to a disable commercial motor 
vehicle. 

 
The City may test any applicant to whom a conditional offer of employment has been made and 
any driver for controlled substance and alcohol under any of the following circumstances: 
 
Pre-Employment Testing  
All applicants, including current employees seeking a transfer, applying for a position where 
duties include performing safety-sensitive duties described above, will be required to take a 
drug test prior to the first time a driver performs a safety-sensitive function for the City. A 
driver may not perform safety-sensitive functions unless the driver has received a controlled 
substance test result from the Medical Review Officer (“MRO”) indicating a verified negative 
test result. In addition to pre-employment controlled substance testing, applicants will be 
required to authorize in writing former employers to release alcohol test results of .04 or 
greater, positive controlled substance test results, refusals to test, other violations of drug and 
alcohol testing regulations, and completion of return to duty requirements within the preceding 
three years. 
 
The City will contact the candidate’s DOT regulated previous and current employers within the 
last three years for drug and alcohol test results as referenced above, and review the testing 
history if feasible before the employee first performs safety-sensitive functions for the city. The 
City will also conduct a limited query of the Federal Motor Carrier Safety Administration’s 
Clearinghouse for all candidates. In addition, at least once a year, the City will conduct a limited 
query of the Clearinghouse for each currently employed CDL driver. If the limited query reveals 
that the Clearinghouse has information about resolved or unresolved drug and alcohol program 
violations by a candidate or current employee, he or she will be asked to provide electronic 
consent to a full query of the Clearinghouse (unless he or she has previously provided electronic 
consent). In the event a full query of the Clearinghouse reveals unresolved violation 
information for a candidate or current employee, the driver will not be permitted to perform 
safety-sensitive functions, including the operation of a Commercial Motor Vehicle and, in the 
case of a candidate, may have their conditional offer of employment rescinded or, in the case of 
a current employee, may be subject to discipline.  
 
Post-Accident Testing 
As soon as practicable following an accident involving a commercial motor vehicle operating on 
a public road, the City will test each surviving driver for controlled substances and alcohol when 
the following occurs: 
• The accident involves a fatality or 
• The driver receives a citation for a moving traffic violation from the accident and an injury is 

treated away from the accident scene or  
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• The driver receives a citation for a moving traffics violation from the accident and a vehicle 
is required to be towed from the accident scene. 

 
The following chart summarizes when DOT post-accident testing needs to be conducted: 

 
Type of accident involved 

Citation issued to the 
DOT covered CDL driver? 

Test must be 
performed by the City 

i. Human fatality YES YES 
NO YES 

ii. Bodily injury with immediate 
 medical treatment away from 
 the scene 

YES YES 
NO NO 

iii. Disabling damage to any motor YES YES 
 vehicle requiring tow away NO NO 

 
A driver subject to post-accident testing must remain readily available or the driver will be 
deemed to have refused to submit to testing. This requirement to remain ready for testing does 
not preclude a driver from leaving the scene of an accident for the period necessary to obtain 
assistance in responding to the accident or to obtain necessary medical care. 
 
Post – Accident Controlled Substance Testing 
Drivers are required to submit a urine sample for post-accident controlled substance testing as 
soon as possible. If the driver is not tested within thirty-two (32) hours after the accident, the 
City will cease its attempts to test the driver and prepare and maintain on file a record stating 
why the test was not promptly administered. 
 
Post- Accident Alcohol Testing 
Drivers are required to submit to post-accident alcohol testing as soon as possible. After an 
accident, consuming alcohol is prohibited until the driver is tested. If the driver is not tested 
within two (2) hours after the accident, the City will prepare and maintain on file a record 
stating why the test was not administered within that time. If eight hours have elapsed since 
the accident and the driver has not submitted to an alcohol test, the City will cease its attempts 
to test the driver and prepare and maintain on file a record stating why the test was not 
administered. 
 
The City may accept the results of a blood or breath test in place of an alcohol test and urine 
test for the use of controlled substances if: 
• The tests are conducted by federal, state, or local officials having independent authority for 

the test, and 
• The tests conform to applicable federal, state, or local testing requirements, and  
• The test results can be obtained by the City. 
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Whenever such a test is conducted by a law enforcement officer, the driver must contact the 
City and immediately report the existence of the test, providing the name, badge number, and 
telephone number of the law enforcement officer who conducted the test. 
 
Random Testing 
Every driver will be subject to unannounced alcohol and controlled substance testing on a 
random selection basis. Drivers will be selected for testing by use of a scientifically valid method 
under which each driver has an equal chance of being selected each time selections are made. 
These random tests will be conducted throughout the calendar year. Each driver who is notified 
of selection for random testing must cease performing safety-sensitive functions and report to 
the designated test site immediately. It is mathematically possible drivers may be selected be 
picked and tested more than once, and others not at all. 
 
If a driver is selected for a random test while he or she is absent, on leave or away from work, 
that driver may be required to undergo the test when he or she returns to work. 
 
Federal law requires the City to test at a rate of at least fifty percent (50%) of its average 
number of drivers for controlled substance each year, and to test at a rate of at least ten 
percent (10%) of its average number of drivers for alcohol each year. These minimum testing 
rates are subject to change by the DOT. 
 
Reasonable Suspicion Testing 
When a supervisor has reasonable suspicion to believe a driver has engaged in conduct 
prohibited by federal law or this policy, the City will require the driver to submit to an alcohol 
and/or controlled substance test. 
 
The City’s determination that reasonable suspicion exists to require the driver to undergo an 
alcohol test will be based on “specific, contemporaneous, articulable observations concerning 
the appearance, behavior, speech, or body odors of the driver.” In the case of controlled 
substance, the observations may include indications of the chronic and withdrawal effects of a 
controlled substance. 
 
The required observations for reasonable suspicion testing will be made by a supervisor or 
other person designated by the City who has received appropriate training in identification of 
actions, appearance and conduct of a driver which are indicative of the use of alcohol or 
controlled substance. These observations leading to an alcohol or controlled substance test, will 
be reflected in writing and signed by the supervisor who made the observations. The record will 
be retained by the City. The person who makes the determination that reasonable suspicion 
exists to conduct testing, will not be the person conducting the testing, which shall instead be 
conducted by another qualified person. 
 
Alcohol testing is authorized only if the observations are made during, just before, or just after 
the driver has ceased performing such functions. If a reasonable suspicion alcohol test is not 
administered within two (2) hours following the determination of reasonable suspicion, the City 
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will prepare and maintain on file a record stating the reasons the alcohol test was not promptly 
administered. If a reasonable suspicion alcohol test is not administered within eight (8) hours 
following the determination of reasonable suspicion, the City will prepare and maintain on file a 
record stating the reasons the alcohol test was not administered, and will cease attempts to 
conduct the alcohol test. 
 
Notwithstanding the absence of a reasonable suspicion test, no driver may report for duty or 
remain on duty requiring the performance of safety-sensitive functions while the driver is under 
the influence of or impaired by alcohol, as shown by the behavioral, speech, and performance 
indicators of alcohol use, nor will the City permit the driver to perform or continue to perform 
safety-sensitive functions until (1) an alcohol test is administered and the driver’s alcohol 
concentration is less than .02; or (2) twenty-four (24) hours have elapsed following the 
determination of reasonable suspicion. 
 
Return-to-Duty Testing 
The City reserves the right to impose discipline against drivers who violate applicable FMCSA or 
DOT rules or this policy, subject to applicable personnel policy and collective bargaining 
agreements. Except as otherwise required by law, the City is not obligated to reinstate or 
requalify such drivers for a first positive test result. 
 
Should the City consider reinstatement of a DOT covered driver, the driver must undergo a 
Substance Abuse Professional (“SAP”) evaluation and participate in any prescribed 
education/treatment, and successfully complete return-to-duty alcohol test with a result 
indicating an alcohol concentration of less than 0.02 and/or or a controlled substance test with 
a verified negative result, before the driver returns to duty requiring the performance of a 
safety-sensitive function. The SAP determines if the driver has completed the 
education/treatment as prescribed. 
 
The employee is responsible for paying for all costs associated with the return-to-duty test. The 
controlled substance test will be conducted under direct observation. 
 
Follow-Up Testing  
The City reserves the right to impose discipline against drivers who violate applicable FMCSA or 
DOT rules or this policy, subject to applicable personnel policies and collective bargaining 
agreements. Except as otherwise required by law, the City is not obligated to reinstate or 
requalify such drivers. 
 
Should the City reinstate a driver following a determination by a Substance Abuse Professional 
(SAP) that the driver is in need of assistance in resolving problems associated with alcohol use 
and/or use of controlled substance, the City will ensure that the driver is subject to 
unannounced follow-up alcohol and/or controlled substance testing. The number and 
frequency of such follow-up testing will be directed by the SAP and will consist of at least six (6) 
tests in the first twelve (12) months following the driver’s return to duty. Follow-up testing will 
not exceed sixty (60) months from the date of the driver’s return to duty. The SAP may 

Page 128 of 166



Page 68 
 

terminate the requirement for follow-up testing at any time after the first six tests have been 
administered, if the SAP determines such test is no longer necessary. The employee is 
responsible for paying for all costs associated with follow-up tests. 
 
Follow-up alcohol testing will be conducted only when the driver is performing safety-sensitive 
functions, or immediately prior to or after performing safety-sensitive functions. 
 
Cost of Required Testing  
The City will pay for the cost of pre-employment, post-accident, random, and reasonable 
suspicion controlled substance and alcohol testing requested or required of all job applicants 
and employees. The driver must pay for the cost of all requested confirmatory re-tests, return-
to-duty, and follow-up testing. 
 
Required Prior Controlled Substance and Alcohol Checks for Applicants 
The City will conduct prior drug and alcohol checks of applicants for employment to drive a 
commercial motor vehicle. Applicants must execute a consent form authorizing the City to 
obtain the required information. The City will obtain (pursuant to the applicant’s written 
consent) information on the applicant’s alcohol test with a concentration result of 0.04 or 
greater, positive controlled substance test results, and refusals to be tested within the 
preceding three (3) years which are maintained by the applicant’s previous employers. The City 
will obtain all information concerning the applicant which is maintained by the applicant’s 
previous employers within the preceding three (3) years pursuant to DOT and FMCSA 
controlled substance and alcohol testing regulations. The City will review such records, if 
feasible, prior to the first time a driver performs safety-sensitive functions. 
 
Prohibited Conduct  
The following conduct is explicitly prohibited by applicable DOT and FMCSA regulations and 
therefore constitutes violation of City policy. 
 
Under the Influence of Alcohol When Reporting for Duty or While on Duty 
No driver may report for duty or remain on duty requiring the performance of safety-sensitive 
functions while having an alcohol concentration of 0.04 or greater. Drivers reporting for duty or 
remaining on duty to perform safety-sensitive functions while having an alcohol concentration 
of 0.02, but less than 0.04, will be removed from duty for 24 hours, escorted home and placed 
on Vacation or PTO/ESST leave for hours missed from work. 
 
On-Duty Use of Alcohol 
No driver may use alcohol while performing safety-sensitive functions. 
 
Pre-Duty Use of Alcohol  
No driver may perform safety-sensitive functions within four (4) hours after using alcohol. If an 
employee has had alcohol within four hours they are to notify their supervisors before 
performing any safety-sensitive functions. 
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Alcohol Use Following an Accident 
No driver required to take a post-accident alcohol test may use alcohol for eight (8) hours 
following the accident, or until the driver undergoes a post-accident alcohol test, whichever 
occurs first. 
 
Refusal to Submit to a Required Alcohol or Controlled Substance Test 
No applicant or driver may refuse to submit to pre-employment, post-accident, random, 
reasonable suspicion or follow-up alcohol or controlled substance testing. 
 
In the event an applicant or driver does in fact refuse to submit to required alcohol or 
controlled substance testing, no test will be conducted. Refusal by a driver to submit to 
controlled substance or alcohol testing will be considered a positive test result, will cause 
disqualification from performing safety-sensitive functions, and may appear on the driver’s 
permanent record. Drivers who refuse to submit to testing will be subject to discipline, up to an 
including termination. In accordance with the Federal Motor Carrier Safety Administration’s 
(FMCSA) Commercial Driver’s License (CDL) Drug and Alcohol Clearinghouse reporting 
requirements, the City will report a driver’s refusal to submit to a DOT test for drug or alcohol 
use to the Clearinghouse within three business days. If an applicant refuses to submit to pre-
employment controlled substance testing, any applicable conditional offer will be withdrawn. 
 
For purposes of this section, a driver is considered to have refused to submit to an alcohol or 
controlled substance test when the driver: 
• Fails to provide adequate breath for alcohol testing without a valid medical explanation 

after he or she has received notice of the requirement for breath testing. 
• Fails to provide adequate urine for controlled substance testing without a genuine inability 

to provide a specimen (as determined by a medical evaluation), after he or she has received 
notice of the requirement for urine testing. 

• Fails to report for testing within a reasonable period of time, as determined by the City. 
• Fails to remain at a testing site until testing is complete. 
• In the case of directly observed or monitored collection, fails to permit observation or 

monitoring. 
• Fails or declines to take a second test as required by the City and/or collector. 
• Fails to undergo a medical examination as directed by the City pursuant to federal law. 
• Refuses to complete and sign the alcohol testing form, to provide a breath or saliva sample, 

to provide an adequate amount of breath, or otherwise cooperate in any way that prevents 
the completion of the testing process. 

• Engages in conduct that clearly obstructs the test process. 
 
Altering or Attempting to Alter a Urine Sample or Breath Test 
A driver altering or attempting to alter a urine sample or controlled substance test, or 
substituting or attempting to substitute a urine sample, will be subject to providing a specimen 
under direct observation. Both specimens will be subject to laboratory testing. In such case, the 
employee may be subject to immediate termination of employment and any job offer made to 
an applicant will be immediately withdrawn. 
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Controlled Substance Use 
No driver may report for duty or remain on duty requiring the performance of safety-sensitive 
functions when the driver uses any controlled substance, except when the use is pursuant to 
the instructions of a licensed medical practitioner who has advised the driver in writing the 
substance does not adversely affect the driver’s ability to safely operate a commercial motor 
vehicle. Drivers must forward this information regarding therapeutic controlled substance use 
to the City immediately after receiving any such advice. 
 
Having a medical marijuana card and/or a cannabis prescription from a physician does not allow 
anyone to use or possess that drug in the city’s workplace. The City also prohibits the use, 
possession of, impairment by any cannabis or medical cannabis products (e.g., hash oils or pills) 
on the worksite by a person working as an employee at the City or while “on call” and subject 
to return to work. The federal government still classifies cannabis as an illegal drug. There is no 
acceptable concentration of marijuana metabolites in the urine or blood of an employee who 
performs safety-sensitive duties for the City. Employees are still subject to being tested under 
our policies, as well as for being disciplined, suspended or terminated after testing positive for 
cannabis while at work. 
 
Controlled Substance Testing 
No driver may report for duty, remain on-duty or perform a safety-sensitive function if the 
driver tests positive for controlled substance. 
 
In addition to the conduct prohibited by applicable DOT and FMCSA regulations, the City also 
maintains other applicable policies regarding drug and alcohol that are applicable to all 
employees. For specifics regarding those requirements, refer to the City’s policy for non-DOT 
related drug and alcohol policy. 
 
Collection and Testing Procedures 
Drivers are required to report immediately upon notification to the collection site. For random 
tests conducted off site, employees may use a City vehicle to drive to the collection site. Drivers 
will be expected to provide a photo ID card for identification to the collection staff. All drivers 
will be expected to cooperate with collection site personnel request to remove any 
unnecessary outer garments such as coats, sweaters or jackets and will be required to empty 
their pockets. Collection personnel will complete a Federal Custody and Control Form (“CCF”) 
which drivers providing a sample will sign as well. 
 
Alcohol Testing 
Employees will be tested for alcohol just before, during, or immediately following performance 
of a safety-sensitive function. If a driver is also taking a DOT controlled substance test, generally 
speaking, the alcohol test is completed before the urine collection process begins. Screening 
tests for alcohol concentration will be performed utilizing a non-evidential screening device 
included by the National Highway Traffic Safety Administration on its conforming products list 
(e.g., a saliva screening device) or an evidential breath testing device (“EBT”) operated by a 
trained breath alcohol technician (“BAT”) at a collection site. An alcohol test usually takes 
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approximately 15 minutes if the result is negative. If a driver’s first attempt is positive (with an 
alcohol concentration of .02 or greater), the driver will be asked to wait at least 15 minutes and 
then be tested again. The driver may not eat, drink or place anything in his/her mouth (e.g., 
cigarette, chewing gum) during this time. All confirmation tests will be conducted in a location 
that affords privacy to the driver being tested, unless unusual circumstances (e.g., when it is 
essential to conduct a test outdoors at the scene of an accident) make it impracticable to 
provide such privacy. Any results less than 0.02 alcohol concentration is considered a 
“negative” test result. 
 
If the driver attempts and fails to provide an adequate amount of breath, he/she will be 
referred to a physician to determine if the driver’s inability to provide a specimen is genuine or 
constitutes a refusal to test. Alcohol test results are reported directly to the City by the 
collection site staff. 
 
Controlled Substance Testing 
The City will use a “split urine specimen” collection procedure for controlled substance testing. 
Collection of urine specimens for controlled substance testing will be conducted by an 
approved collector and will be conducted in a setting and manner to ensure the driver’s 
privacy. 
 
Controlled substance testing generally takes about 15 minutes. At the collection site, the driver 
will be given a sealed container and must provide at least 45 ml of urine for testing. Once the 
sample is provided the collection personnel will check the temperature and color and look for 
signs of contamination. The urine is then split into two separate specimen containers (A, or 
“primary,” and B, or “split”) with identifying labels and security seals affixed to both. The 
collection facility will be responsible for maintaining a proper chain of custody for delivery of 
the sample to a DHHS-certified laboratory for analysis. The laboratory will retain a sufficient 
portion of any positive sample for testing and store that portion in a scientifically-acceptable 
manner for a minimum 365-day period. 
 
If an employee fails to provide a sufficient amount of urine to permit a controlled substance 
test (45 milliliters of urine), the collector will discard the insufficient specimen, unless there is 
evidence of tampering with that specimen. The collector will urge the driver to drink up to 40 
ounces of fluid, distributed reasonably over a period of up to three hours, or until the driver has 
provided a sufficient urine specimen, whichever occurs first. If the driver has not provided a 
sufficient specimen within three hours of the first unsuccessful attempt, the collector will cease 
efforts to attempt to obtain a specimen. The driver must then obtain, within five calendar days, 
an evaluation from a licensed physician, acceptable to the MRO, who has expertise in the 
medical issues raised by the employee’s failure to provide a sufficient specimen. If the licensed 
physician concludes the driver has a medical condition, or with a high degree of probability 
could have, precluded the driver from providing a sufficient amount of urine, the City will 
consider the test to have been canceled. If a licensed physician cannot make such a 
determination, the City will consider the driver to have engaged in a refusal to test, and will 
take appropriate disciplinary action under this policy. 
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The primary specimen is used for the first test. If the test is negative, it is reported to the MRO 
who then reports the result, following a review of the CCF Form for compliance, to the City. If 
the initial result is positive or non-negative, a “confirmatory retest” will be conducted on the 
primary specimen. If the confirmatory re-test is also positive, the result will be sent to the MRO. 
The MRO will contact the driver to verify the positive result. If the MRO is unable to reach the 
driver directly, the MRO must contact the City who will direct the driver to contact the MRO. 
 
Review of Test Results 
The MRO is a licensed physician with knowledge and clinical experience in substance abuse 
disorders, and is responsible for receiving and reviewing laboratory results of the controlled 
substances test as well as evaluating medical explanations for certain drug test results. Prior to 
making a final decision to verify a positive test result, the MRO will give the driver or the job 
applicant an opportunity to discuss the test result, typically through a phone call. The MRO, or a 
staff person under the MRO’s supervision, will contact the individual directly, on a confidential 
basis, to determine whether the individual wishes to discuss the test result. If the employee or 
job applicant wishes to discuss the test result: 

• The individual may be required to speak and/or meet with the MRO, who will review the 
individual’s medical history, including any medical records provided. 

• The individual will be afforded the opportunity to discuss the test results and to offer 
any additional or clarifying information which may explain the positive test result. If the 
employee or job applicant, believes a mistake was made at the collection site, at the 
labor, on a chain-of-custody form, or that the drug test results are caused by lawful 
substance use, the employee should tell the MRO. 

• If there is some new information which may affect the original finding, the MRO may 
request the laboratory to perform additional testing on the original specimen in order to 
further clarify the results; and 

• A final determination will be made by the MRO that the test is either positive or 
negative, and the individual will be so advised. 

 
If the MRO upholds the positive, adulterated or substituted drug determination, that test result 
will be provided to the City. There is no opportunity to explain a positive alcohol test provided 
in the DOT regulations. 
 
The driver can request the MRO to have the split specimen (the second “B” container) tested at 
the driver’s expense. This includes all costs that may be associated with the re-test. There is no 
split specimen testing for an invalid result. The driver has 72 hours after they have been 
notified of the positive result to make this request. If the employee requests an analysis of the 
split specimen, the MRO will direct the laboratory to send the split specimen to another 
certified laboratory for analysis. 
 
If an employee has not contacted the MRO within 72 hours, the employee may present 
information documenting that serious injury, illness, lack of actual notice of the verified test 
result, inability to contact the MRO, or other circumstances unavoidably prevented the 
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employee from making timely contact. If the MRO concludes there is legitimate explanation for 
the employee’s failure to contact within 72 hours, the MRO will direct the analysis of the split 
specimen. 
 
If the results of the split specimen are negative, the City may pay for all costs associated with 
the rest and there will be no adverse action taken against the employee or job applicant. 
 
Notification of Test Results 
Employees 
The City will notify a driver of the results of random, reasonable suspicion, and post-accident 
tests for controlled substance if the test results are verified positive, and will inform the driver 
which controlled substance or substances were verified as positive. Results of alcohol tests will 
be immediately available from the collection agent. 
 
Right to Confirmatory Retest 
Within seventy-two (72) hours after receiving notice of a positive controlled substance test 
result, an applicant or driver may request through the MRO a re-analysis (confirmatory retest) 
of the driver’s split specimen. Action required by federal regulation as a result of a positive 
controlled substance test (e.g., removal from safety-sensitive functions) will not be stayed 
during retesting of the split specimen. If the result of the confirmatory retest fails to reconfirm 
the presence of the controlled substance(s) or controlled substance metabolite(s) found in the 
primary specimen, or if the split specimen is unavailable, inadequate for testing or untestable, 
the MRO will cancel the test.  
 
Dilute Specimens 
Dilute Negatives Creatinine concentration of specimen is equal to or greater than 2 mg/dL, but 
less than or equal to 5 mg/dL. If the City receives information that a driver has provided a dilute 
negative specimen, the City will direct a recollection, pursuant to the MRO’s direction, under 
direct observation. 
 
Note: City can choose only to require retesting for dilute negatives where the Creatinine 
concentration of specimen is greater than 5 mg/dL for pre-employment testing, reasonable 
suspicion, post-accident, or random testing or for all of these tests. 

 
Consequences for Drivers Engaging in Prohibited Conduct 
Job Applicants 
Any applicable conditional offer of employment will be withdrawn from a job applicant or 
employee seeking a transfer who refuses to be tested or tests positive for controlled substance 
pursuant to this policy. 
 
Employees 
Drivers who are known to have engaged in prohibited behavior with regard to alcohol misuse or 
use of controlled substance, as defined earlier in this policy, are subject to the following 
consequences: 
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• Removal from Safety-Sensitive Functions 
No driver may perform safety-sensitive functions, including driving a commercial motor 
vehicle, if the driver has engaged in conduct prohibited by federal law. 
 

No driver who is found to have an alcohol concentration of 0.02 or greater but less than 0.04 
may perform or continue to perform safety-sensitive functions for the City, including driving a 
commercial motor vehicle, until the start of the driver’s next regularly scheduled duty, but not 
less than twenty-four (24) hours following administration of the test. 
 
If a driver tests positive under this policy, or is found to have an alcohol concentration of .02 or 
greater but less than .04, the driver will be removed from safety sensitive duties and escorted 
home; the driver should not drive home, but be escorted to his or her home. The driver will 
then be placed on Vacation or PTO/ESST, for hours missed from work. 
 

• Notification of Resources Available 
The City will advise each driver who has engaged in conduct prohibited by federal law or 
who has a positive alcohol or controlled substance test of the resources available to the 
driver, in evaluating and resolving problems associated with the misuse of alcohol and 
use of a controlled substance, including the names, addresses, and telephone numbers 
of Substance Abuse Professionals and counseling and treatment programs. The City will 
provide this SAP listing in writing at no cost to the driver. 

 
• Discipline 

The City reserves the right to impose whatever discipline the City deems appropriate in 
its sole discretion, up to and including termination for a first occurrence, against drivers 
who violate applicable FMCSA or DOT rules or this policy, subject to applicable 
personnel policies and collective bargaining agreements. Except as otherwise required 
by law, the City is not obligated to reinstate or requalify such drivers following a first 
positive confirmed controlled substance or alcohol test result. 
 

• Evaluation, and Return to Duty Testing 
Should the City wish to consider reinstatement of a driver who engaged in conduct 
prohibited by federal law and/or who had a positive alcohol or controlled substance 
test, the driver must undergo a SAP evaluation, participate in any prescribed 
education/treatment, and successfully complete return-to-duty alcohol test with a 
result indicating an alcohol concentration of less than 0.02 and/or or a controlled 
substance test with a verified negative result, before the driver returns to duty requiring 
the performance of a safety-sensitive function. The SAP will determine what assistance, 
if any, the driver needs in resolving problems associated with alcohol misuse and 
controlled substance use and will ensure the driver properly follows any rehabilitation 
program and submits to unannounced follow-up alcohol and controlled substance 
testing. 
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• Follow-Up Testing 
If the driver passes the return-to-duty test, he/she will be subject to unannounced   
follow-up alcohol and/or controlled substance testing. The number and frequency for 
such follow-up testing will be as directed by the SAP and will consist of at least six tests 
in the first twelve months. These tests will be conducted under direct observation. 
 

• Refusal to test 
All drivers and applicants have the right to refuse to take a required alcohol and/or 
controlled substance test. If an employee refuses to undergo testing, the employee will 
be considered to have tested positive and may be subject to disciplinary action, up to 
and including termination. Refer to Refusing to Test provided earlier in this policy. 
 

• Responsibility for Cost of Evaluation and Rehabilitation 
Drivers will be responsible for paying the cost of evaluation and rehabilitation (including 
services provided by a Substance Abuse Professional) recommended or required by the 
City or FMCSA or DOT rules, except to the extent that such expense is covered by an 
applicable employee benefit plan or imposed on the City pursuant to a collective 
bargaining agreement. 

 
• Reporting to the FMCSA’s CDL Drug and Alcohol Clearinghouse  

In accordance with the Federal Motor Carrier Safety Administration’s (FMCSA) 
Commercial Driver’s License (CDL) Drug and Alcohol Clearinghouse reporting 
requirements, the City will report the following information to the Clearinghouse within 
three business days: 
o A DOT alcohol confirmation test result with an alcohol concentration of 0.04 or 

 greater; 
o A negative DOT return-to-duty test result; 
o The driver’s refusal to submit to a DOT test for drug or alcohol use; 
o An “Actual knowledge” violation; and 
o A report that the driver successfully completed all DOT follow-up tests as ordered 

 by an SAP. 
 

Loss of CDL License for Traffic Violations in Commercial and Personal Vehicles 
Effective August 1, 2005, the FMCSA established strict rules impacting when CDL license holders 
can lose their CDL for certain traffic offenses in a commercial or personal vehicle. Employees 
are required to notify their supervisor immediately if the status of their CDL license changes in 
anyway. 
 
Maintenance and Disclosure of Records 
Except as required or authorized by law, the City will not release driver’s information that is 
contained in records required to be maintained by this policy or FMCSA and DOT regulations. 
Beginning in 2020, the city will be required to query and report to the agency’s Commercial 
Driver’s License (CDL) Drug and Alcohol Clearinghouse prior to hiring new drivers, will conduct 
annual checks of existing CDL-drivers, and will report certain violations of the DOT drug and 
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alcohol testing program for holders of CDLs. In addition, a driver is entitled, upon written 
request, to obtain copies of any records pertaining to the driver’s use of alcohol or a controlled 
substance, including any records pertaining to his or her alcohol or controlled substance tests.  
 
Policy Contact for Additional Information 
If you have any questions about this policy or the City’s controlled substance and alcohol 
testing procedures, you may contact human resources to obtain additional information. 
 
Definitions 
Accident: 
Means an occurrence involving a commercial motor vehicle operating on a public road which 
results in a fatality; bodily injury to any person who, as a result of the injury, immediately 
receives medical treatment away from the scene of the accident; or one or more motor 
vehicles incurring disabling damage as a result of the accident, requiring the vehicle to be 
transported away from the scene by a tow truck or other vehicle. The term “accident” does not 
include an occurrence involving only boarding and alighting from a stationary motor vehicle; an 
occurrence involving only the loading or unloading of cargo; or an occurrence in the course of 
the operation of a passenger car or a multipurpose passenger vehicle unless the vehicle is 
transporting passengers for hire or hazardous materials of a type and quantity that require the 
motor vehicle to be marked or placarded in accordance with 49 C.F.R. § 177.823; 49 C.F.R. § 
382.303(a); 49 C.F.R. § 382.303(f). 
 
Alcohol Concentration (or Content): 
Means the alcohol on a volume of breath expressed in terms of grams of alcohol per 210 liters 
of breath as indicated by an evidential breath test. 49 C.F.R. § 382.107. 
 
Alcohol Use: 
Means the consumption of any beverage, mixture, or preparation, including any medication, 
containing alcohol. 49 C.F.R. § 382.107. 
 
Applicant: 
Means a person applying to drive a commercial motor vehicle. 49 C.F.R. § 382.107. 
 
Breath Alcohol Technician or BAT: 
Means an individual who instructs and assists individuals in the alcohol testing process and 
operates an evidential breath testing device (EBT). 49 C.F.R. § 40.3. 
 
City: 
Means City of Lino Lakes. 
 
City Premises: 
Means all job sites, facilities, offices, buildings, structures, equipment, vehicles and parking 
areas, whether owned, leased, used or under the control of the City. 
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Collection Site: 
Means a place designated by the City where drivers present themselves for the purpose of 
providing a specimen of their urine or breath to be analyzed for the presence of alcohol or 
controlled substances. 49 C.F.R. § 40.3. 
 
Commercial Motor Vehicle: 
Means a motor vehicle or combination of motor vehicles used in commerce to transport 
passengers or property if the motor vehicle (1) has a gross combination weight rating or gross 
combination weight of 26,001 or more pounds, whoever is greater, inclusive of a towed unit(s) 
with a gross vehicle weight rating or gross vehicle weight of more than 10,000 pounds, 
whichever is greater; or (2) has a gross vehicle weight rating or gross vehicle weight of 26,001 
or more pounds, whichever is greater; or (3) is designed to transport sixteen (16) or more 
passengers, including the driver; or (4) is of any size and is used in the transportation of 
materials found to be in the transportation of materials found to be hazardous for the purposes 
of the Hazardous Materials Transportation Act (49 U.S.C. 5103(b)) and which require the motor 
vehicle to be placarded under the Hazardous Materials Regulation. (49 C.F.R. part 172, subpart 
F) § 382.107. 
 
Fire trucks and other emergency fire equipment are not considered to be commercial vehicles 
under this policy. 
 
Confirmation (or Confirmatory) Test: 
For alcohol testing means a second test, following a positive non-evidential test, following a 
positive non-evidential (e.g., saliva) screening test or a breath alcohol screening test with the 
result of 0.02 or greater, that provides quantitative data of alcohol concentration. For 
controlled substance testing, “Confirmation (or Confirmatory) Test” means a second analytical 
procedure to identify the presence of a specific controlled substance or metabolite which is 
independent of the screen test and which uses a different technique and chemical principal 
from that of the screen test in order to ensure reliability and accuracy. 49 C.F.R. § 382.107. 
 
Controlled Substance: 
Means those substances identified in 49 C.F.R. § 40.85. Marijuana, amphetamines, opioids, 
(including heroin), phencyclidine (PCP), cocaine, and any of their metabolites are included 
within this definition. 49 (C.F.R. § 382.107; 49 C.F.R. § 40.85. 
 
Department of Transportation or DOT: 
Means the United States Department of Transportation. 
 
DHHS: 
Means the Department of Health & Human Services or any designee of the Secretary, 
Department of Health & Human Services. 49 C.F.R. § 40.3. 
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Disabling Damage: 
Means damage which precludes departure of a motor vehicle from the scene of the accident in 
its usual manner in daylight after simple repairs, including damage to motor vehicles that could 
have been driven, but would have been further damaged if so driven. Disabling damage does 
not include damage which can be remedied temporarily at the scene of the accident without 
special tools or parts, tire disablement without other damage even if no spare tire is available, 
headlight or tail light damage or damage to turn signals, horn or windshield wipers which make 
them inoperative. 49 C.F.R. § 382.107. 
 
Driver: 
Means any person who operates a commercial motor vehicle. This includes, but is not limited to 
full-time, regularly employed drivers; casual, intermittent or occasional drivers; leased drivers 
and independent owner-operator contractors who are either directly employed by or under 
lease to the City or who operate a commercial motor vehicle at the direction of or with the 
consent of the City. For purposes of pre-employment testing, the term driver includes a person 
applying to drive a commercial motor vehicle. 49 C.F.R. § 382.107. 
 
Drug: 
Has the same meaning as “controlled substance.” 
 
Employee seeking a transfer: 
Refers to an employee who is not subject to DOT regulations seeking a transfer to a position 
that will subject them to DOT regulations in the sought after position. 
 
Evidential Breath Testing Device or EBT: 
Means a device approved by the National Highway Traffic Safety Administration (“NHTSA”) for 
the evidential testing of breath and placed on NHTSA’s “Conforming Products List of Evidential 
Breath Measurement Devices.” 49 C.F.R. § 40.3. 
 
Federal Motor Carrier Safety Administration or FMCSA: 
Means the Federal Motor Carrier Safety Administration of the United States Department of 
Transportation. 
 
Medical Review Officer or MRO: 
Means a licensed physician (medical doctor or doctor of osteopathy) responsible for receiving 
laboratory results generated by a controlled substance testing program who has knowledge of 
substance abuse disorders and has appropriate medical training to interpret and evaluate an 
individual’s confirmed positive test result together with his or her medical history and any other 
relevant biomedical information. 49 C.F.R. § 40.3 
 
Performing (a Safety-Sensitive Function): 
Means any period in which a driver is actually performing, ready to perform, or immediately 
available to perform any safety-sensitive functions. 49 C.F.R. § 382.107. 
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Positive Test Result: 
Means a finding of the presence of alcohol or controlled substance, or their metabolites, in the 
sample tested in levels at or above the threshold detection levels established by applicable law. 
 
Reasonable Suspicion: 
Means a belief a driver has engaged in conduct prohibited by the FMCSA controlled substance 
and alcohol testing regulations, except when related solely to the possession of alcohol, based 
on specific contemporaneous, articulable observations made by a supervisor or City official who 
has received appropriate training concerning the appearance, behavior, speech or body odors 
of the driver. The determination of reasonable suspicion will be made in writing on a 
Reasonable Suspicion Record Form during, just preceding, or just after the period of the work 
day that the driver is required to be in compliance with this policy. In the case of a controlled 
substance, the observations may include indications of the chronic and withdrawal effects of a 
controlled substance. 
 
Safety-Sensitive Function: 
Means all time from the time a driver begins to work or is required to be in readiness to work 
until the time he or she is relieved from work and all responsibility for performing work. Safety-
sensitive functions include: 

• All time at a city plant, terminal, facility, or other property, or on any public property, 
• waiting to be dispatched, unless the driver has been relieved from duty by the 

employer; 
• All time inspecting equipment as required by 49 C.F.R. § 392.7 and 392.8 or otherwise 

inspecting, servicing, or conditioning any commercial motor vehicle at any time; 
• All time spent at the driving controls of a commercial motor vehicle in operation; 
• All time, other than driving time, in or upon any commercial motor vehicle; 
• All time loading or unloading a vehicle, supervising, or assisting in the loading or 

unloading, attending a vehicle being loaded or unloaded, remaining in readiness to 
operate the vehicle, or in giving or receiving receipts for shipments loaded or unloaded; 
and 

• All time repairing, obtaining assistance, or remaining in attendance upon a disabled 
vehicle. 49 C.F.R. § 382.107. 

 
Screening Test (also known as Initial Test): 
In alcohol testing, mean an analytical procedure to determine whether a driver may have a 
prohibited concentration of alcohol in her or her system. Screening tests may be conducted by 
utilizing a non-evidential screening device included by the National Highway Traffic 
Administration on its conforming products list (e.g., a saliva screening device) or an evidential 
breath testing device (“EBT”) operated by a trained breath alcohol technician (“BAT”). In 
controlled substance testing, “Screening Test” means an immunoassay screen to eliminate 
“negative” urine specimens form further consideration. 49 C.F.R. § 382.107. 
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Substance Abuse Professional” or “SAP”: 
Means a licensed physician (medical doctor or doctor of osteopathy), licensed or certified 
psychologist, licensed or certified social worker, licensed or certified employee assistance 
professional, or licensed or certified addiction counselor (certified by the National Association 
of Alcoholism and Controlled Substance Abuse Counselors Certification Commission) with 
knowledge of and clinical experience in the diagnosis and treatment of alcohol and controlled 
substance-related disorders. 49 C.F.R. § 40.281. 
 
8.10 Professional Appearance 

Personal appearance should be appropriate to the nature of the work and contacts with other 
people and should present a positive image to the public. Clothing, jewelry, or other items that 
could present a safety hazard are not acceptable in the workplace. Dress needs vary by 
function. Employees who spend a portion of the day in the field need to dress in a professional 
manner appropriate to their jobs.  
 
Dress for Your Day 
The City of Lino Lakes Dress for Your Day policy allows for non-uniformed employees to use 
their best judgment when deciding what to wear to work every day, with some basic guidelines. 
The idea is that each employee should consider what their workday looks like and dress 
accordingly.  
 
For example, employees are allowed to wear casual clothing on workdays when they do not 
have council meetings, work sessions, conferences, or meetings with residents or other outside 
third parties. Employees are still expected to wear clothing appropriate for an office 
environment, and traditional business attire is always acceptable.  
 
There may be days when special visitors are expected at city facilities and all staff may be 
required to forgo Dress for Your Day and required to wear business casual attire. These days 
will be announced in advance so employees can plan accordingly.  
 
In all instances clothing must be neat, clean, not ripped, heavily frayed or worn, and not expose 
an excessive amount of skin.  
 
The following are examples of clothing and shoe choices that are never acceptable, but it is not 
an exhaustive list. When in doubt, consult with Human Resources. 

• Clothing and/or accessories that include offensive/inappropriate images or words, 
including images/words that are discriminatory or sexual 

• Sweatpants, sweatshirts, yoga pants and other exercise apparel 
• Leggings unless combined with a skirt, dress or top that reaches at least mid-thigh 
• Beach wear and shorts 
• Overalls 
• Very short skirts or dresses 
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• Clothing and accessories with writing or large logos (unless city or affiliated business 
organization logo) 

• Spaghetti-strap tops or dresses unless covered by a jacket or sweater (at all times) 
• Tank tops, halter tops, crop tops or any clothing showing midriffs 
• Sheer or revealing clothing 
• Hats or caps (excluding public services and building inspectors) 
• Sports jerseys (unless part of a planned employee event/theme day) 
• House slippers 

 
Employees are allowed to wear jeans that are clean, not faded, free of rips, tears, fraying and 
not excessively tight or revealing.  
 
Employees are allowed to wear tasteful sneakers that are clean, well kept, and in good 
condition.  
 
Employees are allowed to wear dress sandals that are professional, clean, well kept, and in 
good condition. Beach flip flops are not allowed.  
 
Employees who need an accommodation associated with a protected status such as religion or 
disability should speak with Human Resources to obtain approval to deviate from this policy. 

8.11 IT Acceptable Use Policy 

The City has adopted Metro-INET’s Acceptable Use Policy to protect the security and integrity 
of electronic information systems. In addition to the terms of Metro-INET’s Acceptable Use 
Policy, the following terms apply to all City employees. 

All technology systems are the property of the City of Lino Lakes and/or Metro-INET. This 
includes, but is not limited to, all hardware, software, programs, applications, templates, 
documents, internal and external email messages, internet logs, and data files developed or 
stored on technology systems owned or leased by the City or Metro-INET. The City reserves the 
right to inspect, monitor, access, and retrieve any data, messages, settings, files, or other 
components of City or Metro-INET technology at any time without an employee’s consent. 
Users should have no expectation of privacy in the use of City or Metro-INET technology. This 
includes personal email messages, files, Internet logs, or other data. 

All email messages will be deleted from the electronic mail system 120 days after receipt. If 
retention of any message is warranted beyond that period, the message should be moved 
stored, and maintained in accordance with the City’s Data Practices Policy and Records 
Retention Schedule. 

Violations of this policy will be treated like other allegations of wrongdoing in the City in 
accordance with established procedures. 

Employees may use low-risk data with Artificial Intelligence (AI) technology to perform their 
work. Low-risk data is defined by Minnesota Statutes Chapter 13 as ‘public’ and is intended to 
be available to the public. The use of AI technologies often relies on the transfer and collection 
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of data to third-party entities. If an employee is unsure of the data classification, they must 
review the data with the city’s responsible authority or their designee, prior to using the 
technology. All data created with the use of AI is to be retained according to the city’s records 
retention schedule. 

 

8.12 Smoking and Tobacco Use Policy 

The City of Lino Lakes observes and supports the Minnesota Clean Indoor Air Act. All city buildings 
and vehicles, in their entirety, shall be designated as tobacco free, meaning that smoking in any 
form (through the use of tobacco products such as pipes, cigars, and cigarettes) or “vaping” with 
e-cigarettes is prohibited while in a city facility or vehicle. 

Smoking of any kind, including pipes, cigars, cigarettes, vaping with e-cigarettes, and the use of 
chewing tobacco, is prohibited for employees while on duty. Employees are allowed to smoke 
only during their breaks and lunch, and only in areas designated for that purpose. 
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SECTION 9: SEPARATION FROM CITY EMPLOYMENT 
 
9.1 Voluntary Resignation 

An employee wishing to leave City service in good standing must give two weeks written notice. 
Written resignations are considered effective upon receipt by the City. Failure to provide 
proper written notice may be cause for denying severance pay and future employment with the 
City. Unauthorized absences from work for a period of three consecutive work days may be 
considered a voluntary resignation not in good standing. 

9.2 Reduction in Force 

The City may lay off employees whenever such action is necessary based on budget 
considerations, shortage of work, or organizational changes. A two-week written notice of the 
layoff shall be given. Termination due to a reduction in force will be considered a final 
separation from that position. Human Resources will provide benefits counseling and answer 
any questions regarding separation payment for each employee affected by a reduction in 
force.  

An employee affected by a reduction in force will be eligible for one week of severance pay for 
each year of employment with the City up to a maximum of 12 weeks’ severance pay following 
an employee’s last day of employment with the City.  

Qualifications and job performance shall be the determining factor for lay-offs. 

9.3 Termination 

Any employee subject to the provisions of this personnel policy may be discharged by the City 
for just cause only. Evidence of the following may be sufficient cause for termination, 
demotion, or other disciplinary action: 

1. Incompetence or misconduct in the performance of duties. 

2. Violation of any lawful regulation or administrative order, or an act of insubordination 
that results or reasonably might be expected to result in loss or injury to the City or to 
the public. 

3. Unsatisfactory conduct in job performance resulting from being under the influence of 
alcohol or drugs. 

4. Use of offensive conduct of language towards the public, municipal officers, or 
employees. 

5. Carelessness or negligence in the handling, control, or use of City property or 
unauthorized use of City property. 

6. Inducing or attempting to induce an officer or employee of the City to commit an 
unlawful act or to act in violation of a regulation or order. 

7. Dishonesty in the performance of duties. 
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8. Conviction of a crime directly related to the employee’s position with the City. 

9. Making false or misleading statements while conducting City business, or falsifying 
timesheets, reports, records, or documents. 

10. Excessive tardiness or absenteeism, or abuse of leave. 

The particular dismissal, demotion or suspension shall be based on the facts and circumstances 
involved. The City may take disciplinary action while pursuing criminal prosecution against an 
employee. 
9.4 Severance Pay 

Employees who have completed 10 years of service with the City and who leave employment in 
good standing shall receive severance pay equaling one-half of unused Sick Leave/ESST hours at 
their current hourly rate of pay. The maximum amount of severance pay shall be limited to 480 
hours.  

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

Page 145 of 166



Page 85 
 

SECTION 10: DISCIPLINARY HEARINGS 
 
10.1 Request for Hearing 

When a regular full-time for part-time employee is dismissed or demoted for disciplinary 
reasons, the employee will be entitled to a hearing pursuant to this section of the Personnel 
Policy. 

If the employee is exonerated and reinstated to his or her former position, the rights of the 
employee will be retroactive to the effective date of the disciplinary action. 

10.2 Pre-Termination (Loudermill) Hearing 

The Loudermill hearing, which serves as an initial check on the employment decision, will be 
conducted in accordance with federal law as provided in Cleveland Board of Education v. 
Loudermill. The employee will be given an opportunity to respond to the charges and present 
reasons to the City Council why the discharge should not occur. Probationary employees are 
not entitled to such a hearing. 

10.3 Post-Discharge Hearing 

For a post-discharge hearing, the employee must first submit a written request to the City 
Administrator within 15 calendar days after receiving written notice of the discharge. The 
hearing before the City Council will be held no later than 10 calendar days from the date City 
Administrator’s receipt of the written request for a hearing.  

If an employee is not satisfied with the decision of the City Council after the hearing, he or she 
may within seven calendar days submit the matter to a final hearing to be held by of board of 
three arbitrators: one appointed by the City Administrator, one by the employee, and the third 
selected by the two previously designated. By mutual agreement, the employee and the City 
Administrator may elect to appoint a single arbitrator through the Bureau of Mediation 
Services. The cost of the hearing shall be divided between the employee and the City. 

10.4 Veterans’ Preference Hearing 

A discharge hearing for a veteran employed with the City will be in accordance with state and 
federal law. Any veteran who has been notified of the intent to discharge from City 
employment will be notified in writing of such intent to discharge and of the veteran’s right to 
request a hearing within 60 days of receipt of notice. The failure of the veteran to request a 
hearing within the provided 60-day period will constitute a waiver of the right to a hearing and 
all other available legal remedies for reinstatement. 

If a veteran is a member of a labor union whose collective bargaining agreement provides for 
binding arbitration, the veteran may take advantage of both hearing processes.  
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CITY COUNCIL 
STAFF REPORT 

AGENDA ITEM 4.A. 
  

STAFF ORIGINATOR: Curt Boehme , Chief of Police  
  
MEETING DATE October 27, 2025 
  
AGENDA ITEM: Approval of Donation of Unclaimed Property 
  
VOTE REQUIRED: Simple Majority  
  
 
INTRODUCTION 
City of Lino Lakes Ordinance 213.07 authorizes the Police Department to dispose of unclaimed 
property in a manner approved by a majority vote of the City Council. 
 
BACKGROUND 
As part of the ongoing management of the evidence room and property in police custody, staff 
have identified 11 bicycles that are eligible for disposal.  
  
All related court and investigative matters have been resolved. Staff have also fulfilled all 
statutory obligations to notify the necessary parties and have received no responses or claims 
of ownership regarding the unclaimed bicycles. 
 
RECOMMENDATION 
Staff recommend that the council approve donating them to the non-profit organization Bikes 
for Kids, which is located in Ham Lake, MN or other similar charitable organizations. 
 
ATTACHMENTS 
1. List of bicycles to be disposed of. 
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Case Number Serial Make Model Description 
23286961 SNFSD20GJ2044 Roadmaster R4046WMM Black/Blue 
24061903 10011671000 Galaxy Two Precision Red 
24093319 E80325K6805 Huffy Striber 5-2000 Blue 
24133972 WSBC602236649M Specialized Vita Sport Black/Teal 
24152772 L980521453 Elk River F.S. Elite Purple-no Seat 
24166493 DJLL019545 Dynacraft Wipe Out Red 
24236161 6W726243 Giant Rincon Green 
24236161 03TD3198387 Magna Glacier Point Pink 
24264846 WTU347CS0881G Trek 820 Silver/Black 
25048720 96595-9051642F2205 Huffy Canyon Blue 
25149714 SAAJG15429 Roadmaster Mt. Sport SX Pink/Black 

List of unclaimed bicycles to be disposed of:
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CITY COUNCIL 
STAFF REPORT 

AGENDA ITEM 5.A. 
  

STAFF ORIGINATOR: Dan L'Allier, Fire Chief  
  
MEETING DATE October 27, 2025 
  
AGENDA ITEM: Second Reading and Adoption of Ordinance No. 18-25, Amending 

Chapter 1002.01, Fire Code Adoption 
  
VOTE REQUIRED: Simple Majority  
  
 
INTRODUCTION 
To amend the City's Fire Code adoption ordinance to include both the Minnesota State Fire 
Code and its referenced appendices. 
 
BACKGROUND 
The current ordinance has adopted the most recent version of the Fire Code. However, it 
doesn't include the appendices. The appendices provide critical operational details, 
clarifications, and local authority options that ensure public safety, effective emergency 
response, and consistent enforcement. 
 
RECOMMENDATION 

• Motion to waive the Full Reading of Ordinance No. 18-25, Amending Chapter 1002.01, 
Fire Code Adoption 

• Motion to provide Second Reading and Adopt Ordinance No. 18-25, Amending Chapter 
1002.01, Fire Code Adoption. (Roll Call Vote Required per City Charter) .  

 
 
ATTACHMENTS 
1. 18-25, Amending Chapter 1002 Fire Code 
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CITY OF LINO LAKES 
ORDINANCE NO. 18-25 

 
AMENDING CHAPTER 1002.01, FIRE CODE ADOPTION 

 
The Council of Lino Lakes ordains: 
 

Section 1002.01.  Chapter 1002: Fire Code, of the Lino Lakes Code of Ordinances, 
be amended to read as follows: 
  

FIRE CODE 
§ 1002.01 FIRE CODE ADOPTION. 
The Minnesota State Fire Code and appendices, as adopted pursuant to M.S. § 299F.011, as it 
may be amended from time to time, and as modified by Minnesota Rules, Chapter 7511, shall be 
applicable within the City of Lino Lakes. 
(Ord. 12-00, passed 8-14-2000; Am. Ord. 10-07, passed 8-27-2007) 
 
§ 1002.02 DEFINITIONS. 
   (1)   Whenever the word JURISDICTION is used in the Minnesota State Fire Code, it shall 
mean the City of Lino Lakes. 
   (2)   Whenever the term THIS CODE is used in the Minnesota State Fire Code or this 
subchapter, it shall mean the code adopted pursuant to this subchapter. 
   (3)   Whenever the term FIRE DEPARTMENT or FIRE DIVISION is used, it shall mean the 
Lino Lakes Public Safety Department - Fire Division. 
(Ord. 12-00, passed 8-14-2000; Am. Ord. 10-07, passed 8-27-2007; Ord. 02-16, passed 6-13-
2016) 
 
§ 1002.03 APPLICATION, ADMINISTRATION AND ENFORCEMENT. 
   The application, administration and enforcement of the code shall be in accordance with the 
Minnesota State Fire Code. 
   (1)   The Public Safety Director, The Fire Chief or his/her designee, is authorized to enforce the 
provisions of the Minnesota State Fire Code and this subchapter. 
   (2)   The Public Safety Director, The Fire Chief or his/her designee, may detail the members of 
the Public Safety Department Fire Department as may be necessary to administer and enforce the 
provisions of this subchapter. 
(Ord. 10-07, passed 8-27-2007; Ord. 02-16, passed 6-13-2016) 
 
§ 1002.04 PERMITS AND FEES. 
   The issuance of permits and the collection of fees shall be assessed for work governed by this 
code in accordance with the city's adopted fee schedule and as set forth in the Minnesota State 
Fire Code. 
(Ord. 10-07, passed 8-27-2007) 
Cross-reference: 
   City fee schedule, see § 218.01 
 

1st Reading: October 13, 2025  Website Notice: October 14, 2025  
2nd Reading: October 27, 2025 Publication: November 4, 2025  
Adoption: October 27, 2025 Effective: December 4, 2025 
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§ 1002.05 PENALTIES. 
A person who violates the provisions of the Minnesota State Fire Code or this subchapter after 
being given written notice shall be guilty of a misdemeanor. Each day's violation after notice 
thereof shall constitute a separate offense. 
(Ord. 12-00, passed 8-14-2000; Am. Ord. 10-07, passed 8-27-2007) 
 
§ 1002.06 CHAPTER SELF-PERPETUATING. 
This subchapter shall perpetually include the most current edition of the Minnesota State Fire 
Code. 
(Ord. 12-00, passed 8-14-2000; Am. Ord. 10-07, passed 8-27-2007) 
 
 

Adopted by the Lino Lakes City Council on this 27th day of October, 2025.  
 

 
____________________________ 
Rob Rafferty, Mayor 

 
ATTEST: 
 
________________________  
Roberta Colotti, CMC 
City Clerk  
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 CITY COUNCIL 
REGULAR MEETING STAFF REPORT 

AGENDA ITEM 7A 
 
 
STAFF ORIGINATOR:  Diane Hankee PE, City Engineer 
 
MEETING DATE:  October 27, 2025 
 
TOPIC: Consider Resolution No. 25-150, Adopting Assessments, Hampton 

Addition  
 
VOTE REQUIRED:  Simple Majority 
_______________________________________________________________ 
 
INTRODUCTION 
 
Staff is requesting City Council consideration to adopt assessments for the Hampton Addition 
Development pursuant the Development Agreement for the project. 
 
BACKGROUND 
 
The City Council approved the Development Agreement for Hampton Addition dated October 13, 
2025.  The Agreement provides for the assessment of trunk water, sanitary sewer, and surface 
water fees. 
 
The total amount to be assessed for Hampton Addition is $147,036.96.  In the above referenced 
Development Agreement, the developer has waived any and all procedural and substantive 
objections to the special assessments. 
 
The developer has reviewed and approved the assessments.  Attached is the proposed assessment 
roll. 
 
RECOMMENDATION 
 
Staff is recommending approval of Resolution No. 25-150, Adopting Assessments, Hampton 
Addition. 
 
ATTACHMENTS 
 
1. Resolution No. 25-150 
2. Assessment Roll 
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CITY OF LINO LAKES 

RESOLUTION NO. 25-150 
 

ADOPTING SPECIAL ASSESSMENTS, HAMPTON ADDITION 
 

WHEREAS, pursuant to the development agreement dated October 13, 2025 the developer waives 
all rights to a hearing on conducting of local improvements which will benefit the properties within 
the Hampton Addition development which requested connection to City utilities, 
 
NOW, THEREFORE, BE IT RESOLVED by the City Council of Lino Lakes: 
 

1. Such proposed assessment, a copy of which is attached hereto and made a part thereof, 
is hereby accepted and shall constitute the special assessment against the lands named 
therein, and each tract of land therein included is hereby found to be benefited by the 
proposed improvement in the amount of the assessment levied against it. 

 
2. Such assessment shall be payable in equal annual installments extending over a period of 

fifteen years, the first installment to be payable on or before the first Monday in January, 
2026, and shall bear interest at the rate of five percent (5%) per annum from the date of 
the adoption of this assessment resolution.  To the first installment shall be added 
interest on the entire assessment from the date of this resolution until December 31, 
2025.  To each subsequent installment when due shall be added interest for one year on 
all unpaid installments. 

 
3. The owner of any property so assessed may, at any time prior to certification of the 

assessment to the County Auditor, pay the whole of the assessment on such property, 
with interest accrued to the date of payment, to the City, except that no interest shall be 
charged if the entire assessment is paid within 30 days from the adoption of this 
resolution; and the owner may, at any time thereafter, pay to the City the entire amount 
of the assessment remaining unpaid, with interest accrued to December 31 of the year in 
which such payment is made.  Such payment must be made before November 15 or 
interest will be charged through December 31 of the next succeeding year. 

 
4. The clerk shall forthwith transmit a certified duplicate of this assessment to the County 

Auditor to be extended on the property tax lists of the County.  Such assessments shall 
be collected and paid over in the same manner as other municipal taxes. 

 
Adopted by the City Council of Lino Lakes, Minnesota this 27th day of October, 2025. 
 
 
                       

Rob Rafferty, Mayor 
ATTEST: 
 
________________________                                     
Roberta Colotti, City Clerk 
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ASSESSMENT ROLL October 27, 2025

HAMPTON ADDITION ASSESSMENTS
LINO LAKES, MINNESOTA

SANITARY WATER
SANITARY ACCESS WATER ACCESS SURFACE TOTAL

PIN ADDRESS TRUNK CHARGE (SAC) TRUNK CHARGE (SAC) WATER ASSESSMENT

(Lot 1 Block 1) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 2 Block 1) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 3 Block 1) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 4 Block 1) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 5 Block 1) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 6 Block 1) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 7 Block 1) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 1 Block 2) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 2 Block 2) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 3 Block 2) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 4 Block 2) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 5 Block 2) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 6 Block 2) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64
(Lot 7 Block 2) $ 1,801.00 $ 1,686.00 $ 2,588.00 $ 1,628.00 $ 2,799.64 $ 10,502.64

TOTAL $ 25,214.00 $ 23,604.00 $ 36,232.00 $ 22,792.00 $ 39,194.96 $ 147,036.96
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CITY COUNCIL 
REGULAR MEETING STAFF REPORT 

AGENDA ITEM 7B 
 
 
STAFF ORIGINATOR:  Diane Hankee PE, City Engineer 
 
MEETING DATE:  October 27, 2025 
 
TOPIC: Resolution No. 25-151, Adopting Assessments, 2025 Individual 

Properties 
 
VOTE REQUIRED:  Simple Majority 
_______________________________________________________________ 
 
INTRODUCTION 
 
Staff is requesting that City Council adopt assessments for properties where the owners have 
requested connection to City utilities. 
 
BACKGROUND 
 
The property owners have submitted a signed Petition and Waiver Agreement, which waives 
their rights to a hearing and waives their rights to appeal under the Lino Lakes City Charter 
and/or Minnesota Statute 429 provided that the assessment associated with the improvement is 
levied against their property.  The City will adopt assessments for the following individual 
properties: 
 

- 904 81st Street 
- 6317 Red Maple Lane 
- 6340 Red Maple Lane 
- 8032 Danube Street 
- 6225 Red Maple Lane 

 
The total amount to be assessed is $74,093.00.  Attached is the proposed assessment roll.   
 
RECOMMENDATION 
 
Staff is recommending approval of Resolution No. 25-151, Adopting Assessments, 2025 Individual 
Properties. 
 
ATTACHMENTS 
 
1. Resolution No. 25-151 
2. Assessment Roll 
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CITY OF LINO LAKES 
RESOLUTION NO. 25-151 

 
ADOPTING INDIVIDUAL ASSESSMENTS 

 
WHEREAS, pursuant to an executed Petition and Waiver Agreement, associated property 

owners waive all rights to a hearing on conducting of local improvements which will benefit the 
following properties which requested connection to City utilities: 
 

- 904 81st Street 
- 6317 Red Maple Lane 
- 6340 Red Maple Lane 
- 8032 Danube Street 
- 6225 Red Maple Lane 

 
 NOW, THEREFORE, BE IT RESOLVED by the City Council of Lino Lakes: 
 

1. Such proposed assessment, a copy of which is attached hereto and made a part thereof, 
is hereby accepted and shall constitute the special assessment against the lands named 
therein, and each tract of land therein included is hereby found to be benefited by the 
proposed improvement in the amount of the assessment levied against it. 

 
2. Such assessment shall be payable in equal annual installments extending over a period 

of fifteen years. The first installment to be payable on or before the first Monday in 
January, 2026, and shall bear interest at the rate of five percent (5%) per annum from 
the date of the adoption of this assessment resolution.  To the first installment shall be 
added interest on the entire assessment from the date of this resolution until December 
31, 2025.  To each subsequent installment when due shall be added interest for one 
year on all unpaid installments. 

 
3. The owner of any property so assessed may, at any time prior to certification of the 

assessment to the County Auditor, pay the whole of the assessment on such property, 
with interest accrued to the date of payment, to the City, except that no interest shall 
be charged if the entire assessment is paid within 30 days from the adoption of this 
resolution; and the owner may, at any time thereafter, pay to the City the entire 
amount of the assessment remaining unpaid, with interest accrued to December 31 of 
the year in which such payment is made.  Such payment must be made before 
November 15 or interest will be charged through December 31 of the next succeeding 
year. 

 
4. The clerk shall forthwith transmit a certified duplicate of this assessment to the County 

Auditor to be extended on the property tax lists of the County.  Such assessments shall 
be collected and paid over in the same manner as other municipal taxes. 
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Adopted by the City Council of Lino Lakes, Minnesota this 27th day of October, 2025. 
 
 
 

               
Rob Rafferty, Mayor 

 
ATTEST: 
 
________________________                                     
Roberta Colotti, City Clerk 
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ASSESSMENT ROLL OCTOBER 27, 2025

2025 INDIVIDUAL ASSESSMENTS
LINO LAKES, MINNESOTA

SANITARY SURFACE SUBDIVISION SANITARY
SPECIAL

CONNECTION

WATER
SPECIAL

CONNECTION

STREET STORM SEWER
SEWER WATERMAIN WATER ASSESSMENT FRONT FRONT TOTAL

PIN ADDRESS UNIT UNIT UNIT MGMT UNIT FOOTAGE FOOTAGE ASSESSMENT

04-31-22-33-0025 904 81st Street 1 $3,487.00 $4,216.00 $ - $ - $ 2,647.00 $ 3,280.00 $ - $ - $ 13,630.00
04-31-22-34-0018 8032 Danube Street 1 $3,487.00 $4,216.00 $ - $ - $ 2,647.00 $ 3,280.00 $ - $ - $ 13,630.00
32-31-22-14-0007 6317 Red Maple Lane 1 $3,487.00 $4,216.00 $ - $ - $ 4,000.00 $ 3,908.00 $ - $ - $ 15,611.00
32-31-22-14-0021 6340 Red Maple Lane 1 $3,487.00 $4,216.00 $ - $ - $ 4,000.00 $ 3,908.00 $ - $ - $ 15,611.00

TOTAL $ 13,948.00 $ 16,864.00 $ - $ - $ 13,294.00 $ 14,376.00 $ - $ - $ 58,482.00
*New PID to be assigned
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CITY COUNCIL 
REGULAR MEETING STAFF REPORT 

AGENDA ITEM 7C 
 

STAFF ORIGINATOR:  Michael Grochala, Community Development Director 
 
MEETING DATE:  October 27, 2025 
 
TOPIC: Approval of 2nd Reading of Ordinance No. 17-25 Zoning Ordinance 

Text Amendment Relating to Cannabis Microbusiness and 
Mezzobusiness 

 
VOTE REQUIRED:  Simple Majority 
______________________________________________________________________________ 
 
INTRODUCTION 
 
The applicant, 2E Reality, LLC., submitted a land use application to amend the zoning ordinance 
to allow cannabis microbusinesses and mezzobusinesses within the R, Rural Zoning District. 
 

Complete Application Date: July 31, 2025 
60-Day Deadline: September 27, 2025 
60-Day Extension: November 28, 2025 

EDAC Meeting: August 7, 2025 
Park Board Meeting: N/A 

Planning & Zoning Board Meeting: September 10, 2025 
City Council Work Session: October 6, 2025 

City Council Meeting: 
October 13, 2025 
October 27, 2025 

 
The City Council approved the 1st reading of Ordinance No. 17-25 on October 13, 2025. 
 
BACKGROUND 
 
In March of 2025, the City amended City Code Section 1007 (Zoning Ordinance) to provide for 
Cannabis Businesses within the specific zoning districts of the City.  Generally, the 13 license, 
types (now 14 based on 2025 legislation) were grouped with similar non cannabis related 
businesses.   For example, cannabis cultivation was provided for in rural districts where 
agricultural uses are allowed, retail in commercial districts and production/manufacturing in 
industrial districts.   
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Two of the license categories, microbusiness and mezzobusiness, allow for cultivation, 
production and retail sales, at different intensities.   Both license types were limited to the 
City’s industrial districts because of the multiple use potential.  Licensed businesses within 
these categories must also receive an “Endorsement” from the Office of Cannabis Management 
(OCM) to operate a specific use such as retail on a site.   
 
The City recently rejected the certification of a microbusiness proposing to operate a cultivation 
business because of its location within a rural zoning district.   The owner has since met with 
City staff to discuss the operation, which is currently a hemp growing operation in the City.   
While the owner has a microbusiness license from the state, they are only seeking the 
cultivation endorsement for the specific site.  The owner has been joined by another interested 
party in seeking an amendment to the zoning ordinance to allow both microbusiness and 
mezzobusiness in the R, Rural District, limited to cultivation. 
 
ANALYSIS 
 
While microbusiness or mezzobusiness licenses allow multiple activities they are required to 
obtain a specific endorsement for each activity.  A list of endorsements available for both a 
microbusiness and mezzobusiness is included as Attachment A. 
 
Under the State’s cannabis licensing requirements, the intensity of endorsed uses for 
microbusiness and mezzobusiness is less than or equivalent to what is already allowed under 
the specific license type.  For example, cannabis cultivation, a permitted use in the City’s R, 
Rural District, allows for up to 30,000 square feet of plant canopy indoors and 2 acres of mature 
flowering plants outdoors.    A microbusiness with a cultivation endorsement is limited to 5,000 
square feet indoors and one-half acre outdoors.   A mezzobusiness with a cultivation 
endorsement is limited to 15,000 square feet indoors and one acre outdoors. 
 
The purpose of microbusiness and mezzobusiness licenses is to create opportunities for small 
scale operators, by allowing a company to control multiple stages of its supply chain (vertical 
integration).  Under Minnesota's regulatory framework, entrepreneurs can grow, process, and 
sell their own cannabis products, offering a path for smaller businesses to compete with larger 
commercial operations.  This intent is also reflected in the State’s application and licensing fees 
which are significantly lower than other license types. 
 
After review by the City Attorney, it was determined that the statutory requirements allow for 
microbusinesses and mezzobusinesses to be zoned based on each endorsement received.  
Under the proposed ordinance a microbusiness or mezzobusiness specific endorsement would 
be the determining factor on zoning conformance.  Accordingly, a cultivation endorsement 
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would be required to operate in a R, Rural District and the business would be limited to that 
use. 
The same adjustment is recommended for microbusiness and mezzobusiness within the NB, 
Neighborhood Business District, the LB, Limited Business District, and the GB, General Business 
District zoning districts.   Currently, a cannabis retail business is a permitted use within these 
business zoning districts.  As proposed, a microbusiness or mezzobusiness licensed business 
with a retail operations endorsement would be allowed to operate in a business district and be 
limited to retail operations.   On site consumption would not be allowed.  These businesses 
would be subject to the limitation on retail registrations which is capped at 2 (1 per 12,500 per 
persons)in Lino Lakes.   
 
EDAC Recommendation 
 
The Economic Development Advisory Committee (EDAC) discussed allowing a microbusiness or 
mezzobusiness in the R, Rural District, limited to cultivation endorsement at their August 7, 
2025 meeting.   This discussion preceded the City Attorney review and did not include 
discussion on retail operations endorsement.  The EDAC supported the change to allow 
microbusiness or mezzobusiness with cultivation endorsement in the R, Rural District provided 
sales were prohibited.    
 
The Board also had concerns regarding the implications if a property were rezoned and 
whether that would potentially increase the number of potential retail registrations.  The 
number of retail registrations are restricted under City Code and limited to one per 12,500 
persons.   A rural property with a cultivation endorsement, if rezoned to commercial zoning 
district, would not change those limitations.    
 
Planning & Zoning Board Recommendation 
 
The Planning & Zoning Board held a public hearing on September 10, 2025. The applicant, Jarod 
Anderson, spoke. There were no other public comments.  The Board recommended approval 6-
1 of the zoning ordinance text amendment with the confirmation that microbusiness and 
mezzobusiness cultivation in industrial zoning districts are only allowed indoors. Staff confirms 
this is correct. 
 
RECOMMENDATION 
 
Staff recommends approval of the 2nd Reading of Ordinance No. 17-25. 
 
ATTACHMENTS 
 

1. Microbusiness and Mezzobusiness Cannabis License and Endorsement Types 
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2. Zoning District Summary Table 
3. Ordinance No. 17-25 
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License type Overview of activities and  
products allowed Endorsements available

Additional licenses 
available  
(may be held simultaneously)

Microbusiness  
Minn. Stat. § 342.28

Cannabis microbusinesses can grow, make, 
sell, and buy cannabis (including plants and 
seedlings), lower-potency hemp edibles, 
and hemp-derived consumer products. 
They can also have an on-site space where 
customers can use cannabis.

Can operate: A single retail location. Can allow on-
site consumption on a portion of its premises where 
customers can consume edible cannabis products and 
lower-potency hemp edibles.

Can grow: Up to 5,000 square feet of plant canopy 
indoors or up to one-half acre of mature flowering 
plants outdoors.

Can transport: Between facilities under same  
license holder.

Can sell: Immature cannabis plants and seedlings, 
adult-use cannabis flower, adult-use cannabis 
products, lower-potency hemp edibles, hemp-derived 
consumer products, and other products authorized by 
law to other cannabis businesses and customers.

	• Cultivation

	• Extraction and concentration

	• Production of customer (consumer) products

	• Retail operations*

	• On-site consumption

	• Edible cannabinoid product handler endorsement 

	• Medical cannabis
	- Medical cannabis cultivation
	- Medical cannabis processor
	- Medical cannabis retailer

* Must also have local registration per  
Minn. Stat. § 342.22.

	• Cannabis event organizer

Mezzobusiness 
Minn. Stat. § 342.29

Cannabis mezzobusinesses can grow, 
make, sell, and buy cannabis (including 
plants and seedlings), lower-potency  
hemp edibles, and hemp-derived 
consumer products. 

This license type is available in limited 
quantities per state law, and licensees will be 
selected through a vetted lottery.

Can operate: Up to three retail locations.

Can grow: Up to 15,000 square feet of plant canopy 
indoors or up to one acre of mature flowering  
plants outdoors.

Can transport: Between facilities under same  
license holder.

Can sell: Immature cannabis plants and seedlings, 
adult-use cannabis flower, adult-use cannabis 
products, lower-potency hemp edibles, hemp-derived 
consumer products, and other products authorized by 
law to other cannabis businesses  
and customers.

	• Cultivation

	• Extraction and concentration

	• Production of customer (consumer) products

	• Retail operations*

	• Edible cannabinoid product handler endorsement 

	• Medical cannabis
	- Medical cannabis cultivation
	- Medical cannabis processor
	- Medical cannabis retailer

Note: Must obtain at least two endorsements within  
18 months of licensure.

* Must also have local registration per  
Minn. Stat. § 342.22.

	• Cannabis event organizer

Updated 04/29/2025 | Page 1 of 6

Cannabis License and Endorsement Types 
Under Minnesota Statutes, Chapter 342

The information in this document is not legal advice. Please review Minnesota Statutes, Chapter 342 (revisor.mn.gov/statutes/cite/342) and/or consult with an attorney regarding 
the various license types prior to making any decisions. The information in this document is solely intended to provide a general overview of permitted activities under the various 
license types and is not exhaustive. For information on the costs associated with each license type, please visit https://mn.gov/ocm/businesses/licensing/license-types.jsp.
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 Rural Commercial District  Industrial Districts Notes 

Cannabis License 
Type 

R, 
Rural 

NB, 
Neighborhood 

Business 

LB, 
Limited 

Business 

GB, 
General 
Business 

 

 
LI, Light 

Industria
l 

 
GI, Gen 

Industria
l 

 
BC, 

Business 
Campus 

 

Cannabis 
Microbusiness P1 P2 P2 P2  P P P 

P - indoor cultivation of plants up to 5,000 sq ft + 1 retail license 
(same site). 
P1 – with cultivation endorsement 
P2 – with retail operations endorsement, no on-site consumption 

Cannabis 
Mezzobusiness P1 P2 P2 P2  P P  

P - Indoor cultivation of plants up to 15,000 sq ft + 3 retail licenses 
(retail use is not on same site)  
P1 – with cultivation endorsement 
P2 – with retail operations endorsement, no on-site consumption 

Cannabis 
Cultivator (indoor) P     P P  Indoor cultivation of up to 30,000 sq ft plant canopy 

Cannabis 
Cultivator 
(outdoor) 

P        Outdoor cultivation limited to 2 acres 

Cannabis 
Manufacturer      P P P Manufacture cannabis and hemp products 

Cannabis Retailer  P P P     Cannabis retailer (342.27 stipulates display, storage, hours 
operation; security) 

Cannabis 
Wholesaler      P P P BUY and sell immature plants 

Cannabis 
Transporter      P P P Transport cannabis and hemp products between 

Cannabis Testing 
Facility      P P P Third-party testing any products grown or manufactured 

Cannabis Delivery 
Service      P P P Delivery with on-site vehicles 

Medical Cannabis 
Cultivator P     P P  60,000 sq ft of plant canopy 

Medical Cannabis 
Retailer  P P P     Purchase medical cannabis flower and products and sell or 

distribute 
Medical Cannabis 
Combo Business      P P  Cultivator, processor, and retailer 

Lower-potency 
Hemp Edible 
Manufacturer 

     P P P  

Lower-potency 
Hemp Edible Retail  P P P      
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1st Reading: October 13, 2025  Website Notice: October 14, 2025  
2nd Reading: October 27, 2025 Publication: November 4, 2025  
Adoption: October 27, 2025 Effective: December 4, 2025 

 

 

CITY OF LINO LAKES 
ORDINANCE NO. 17-25 

 
AMENDING CITY CODE CHAPTER 1007 (ZONING ORDINANCE)  

CONCERNING THE REGULATION AND ZONING OF 
CANNABIS BUSINESSES 

 
The City Council of Lino Lakes ordains: 
 
 

Section 1.  Section 1007.100(5) of the Zoning Ordinance (R, Rural District, Permitted 
Uses) is hereby amended to add the following provisions: 
 
(po) Medical cultivator, outdoor, limited to 2 acres in compliance with City Code Chapter 
617. 
(p) Cultivation operations for a Microbusiness and Mezzobusiness with a cultivation 
endorsement.  
  

Section 2.  Section 1007.130(6) of the Zoning Ordinance (NB, Neighborhood Business 
District, Permitted Uses) is hereby amended to add the following provisions: 
 
(j) Retail operations for a Microbusiness and Mezzobusiness with a retail operations 
endorsement, no on-site consumption. 

 
Section 3.  Section 1007.131(6) of the Zoning Ordinance (LB, Limited Business District, 

Permitted Uses) is hereby amended to add the following provisions: 
 
(m) Retail operations for a Microbusiness and Mezzobusiness, with a retail operations 
endorsement, no on-site consumption. 

 
Section 4.  Section 1007.132(6) of the Zoning Ordinance (GB, General Business District, 

Permitted Uses) is hereby amended to add the following provisions: 
 
(s) Retail operations for a Microbusiness and Mezzobusiness with a retail operations 
endorsement, no on-site consumption. 
 
 Section 5.  This ordinance shall be in force and effect from and after its passage and 
publication according to the Lino Lakes City Charter. 
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Adopted by the Lino Lakes City Council this  27th day of October, 2025. 
 
 

 ____________________________ 
Rob Rafferty, Mayor 

 
ATTEST: 
 
__________________________  
Roberta Colotti, CMC, City Clerk 
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