
APPROVAL OF AGENDA

PUBLIC INQUIRIES/INFORMATIONAL

Public inquiries/informational is an opportunity for citizens to bring to the Council ’s 
attention any items not currently on the agenda. In addressing the Council, please 
state your name and address for the record, and a brief summary of the specific item 
being addressed to the Council. To allow adequate time for each person wishing to 
address the Council, we ask that individuals limit their comments to three (3) minutes. 
Written documents may be distributed to the Council prior to the meeting, or as bench 
copies, to allow a more timely presentation.

PUBLIC PRESENTATIONS

Mayoral Proclamation In Recognition Of Dave Winkel, Public Works Maintenance 
Worker

Mayor Grant 

MEMO.PDF, ATTACHMENT A.PDF

STAFF COMMENTS

Rice Creek Commons (TCAAP) And Joint Development Authority (JDA) Update

Jill Hutmacher, Community Development Director 

MEMO.PDF

Transportation Update

John Anderson, Acting Public Works Director 

MEMO.PDF

APPROVAL OF MINUTES

January 11, 2016, Special City Council Work Session

01-11-16-WS.PDF

February 8, 2016, Regular City Council

02-08-16-R.PDF

CONSENT CALENDAR

Those items listed under the Consent Calendar are considered to be routine by the 
City Council and will be enacted by one motion under a Consent Calendar format.  

There will be no separate discussion of these items, unless a Councilmember so 
requests, in which event, the item will be removed from the general order of business 
and considered separately in its normal sequence on the agenda.

Motion To Approve Claims And Payroll

Sue Iverson, Acting City Administrator/Director of Finance 

        and Administrative Services

Dave Perrault, Finance Analyst 

MEMO.PDF

Planning Case 16-004 - Boston Scientific - Site Plan Review And Deadline 
Extension Request - 4100 Hamline Avenue North

Matthew Bachler, Senior Planner 

MEMO.PDF, ATTACHMENT A.PDF, ATTACHMENT B.PDF, 
ATTACHMENT C.PDF, ATTACHMENT D.PDF, ATTACHMENT E.PDF, 
ATTACHMENT F.PDF, ATTACHMENT G.PDF, ATTACHMENT H.PDF

Resolution 2016-008 Regarding The Support Of A Job Creation Fund Application In 
Connection With Land O' Lakes, Inc.

Jill Hutmacher, Community Development Director 

MEMO.PDF, ATTACHMENT.PDF

Authorization To Accept Resignation And Authorize Advertisement Of Public 
Works Maintenance Worker Position

Sue Iverson, Acting City Administrator/Director of Finance 

            and Administrative Services

MEMO.PDF

County Road E Bridge Pedestrian Lighting

John Anderson, Acting Public Works Director 

MEMO.PDF, ATTACHMENT A.PDF

2016 Rain Water Garden Planting, Engineering Services

John Anderson, Acting Public Works Director 

MEMO.PDF, ATTACHMENT A.PDF

PULLED CONSENT ITEMS

Those items that are pulled from the Consent Calendar will be removed from the 
general order of business and considered separately in its normal sequence on the 
agenda.

PUBLIC HEARINGS

NEW BUSINESS

Personnel Policy

Sue Iverson, Acting City Administrator/Director of Finance
            and Administrative Services

MEMO.PDF, ATTACHMENT A.PDF

Planning Case 15-020 - Zoning Code Amendment - Retail And Thrift Business

Ryan Streff, City Planner 

MEMO.PDF, ATTACHMENT A.PDF, ATTACHMENT B.PDF, 
ATTACHMENT C.PDF, ATTACHMENT D.PDF, ATTACHMENT E.PDF, 
ATTACHMENT F.PDF, ATTACHMENT G.PDF, ATTACHMENT H.PDF, 
ATTACHMENT I.PDF, ATTACHMENT J.PDF

UNFINISHED BUSINESS

Planning Case 15-026 - Development Agreement Determination Letter - 3177 
Shoreline Lane

Matthew Bachler, Senior Planner 

MEMO.PDF, ATTACHMENT A.PDF, ATTACHMENT B.PDF, 
ATTACHMENT C.PDF, ATTACHMENT D.PDF, ATTACHMENT E.PDF

COUNCIL COMMENTS

ADJOURN

Mayor:

David Grant 

Councilmembers:

Brenda Holden 
Fran Holmes
Dave McClung
Jonathan Wicklund      

Regular City Council 
Agenda

 February 29, 2016
7:00 p.m. 
City Hall

Address:

1245 W Highway 96 
Arden Hills MN 55112 

Phone:

651-792-7800 

Website: 
www.cityofardenhills.org 

City Vision
Arden Hills is a strong community that values its unique environmental setting, strong residential 
neighborhoods, vital business community, well -maintained infrastructure, fiscal soundness, and our 
long -standing tradition as a desirable City in which to live, work, and play.
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DATE: February 29, 2016 

  

TO: City Councilmembers 

Sue Iverson, Interim City Administrator 

  

FROM: Mayor Grant 

  

SUBJECT: Proclamation in Recognition of Dave Winkel, Public Works Maintenance 

Worker 

   

 
 

Background/Discussion 

 

Attached for your review is a Proclamation in recognition of Dave Winkel, Public Works 

Maintenance Worker. 

 

 

Attachment 

 

Attachment A:  Proclamation for Dave Winkel, Public Works Maintenance Worker 

 

PUBLIC PRESENTATION – 3A 

 

 
MEMORANDUM 

 



 

 

 

CITY OF ARDEN HILLS 

COUNTY OF RAMSEY 

STATE OF MINNESOTA 
 

PROCLAMATION 

 
WHEREAS, Dave Winkel has faithfully and diligently served the City of Arden Hills as a Public Works Maintenance 

Worker; and 

 

WHEREAS, Dave Winkel has been very responsible and responsive to the needs of citizens and business community; and  

 

 WHEREAS, Dave Winkel, during his years with the City, served with professionalism, dedication, and a commitment to 

improving the City of Arden Hills; and  

 

            NOW THEREFORE, BE IT PROCLAIMED THIS 29TH DAY OF FEBRUARY, 2016, by the City Council of Arden 

Hills, Minnesota: 

 

That the Arden Hills City Council, on behalf of residents, and staff, express their sincere gratitude and appreciation for your 

service to the community. 

 

        
__________________________  ___________________________  ___________________________ 

David Grant, Mayor    Brenda Holden, Councilmember  Dave McClung, Councilmember 

 

    
___________________________  ___________________________ 

Fran Holmes, Councilmember   Jonathan Wicklund, Councilmember 

amy.dietl
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DATE: February 29, 2016 

  

TO: Honorable Mayor and City Councilmembers 

Sue Iverson, Acting City Administrator 

  

FROM: Jill Hutmacher, Community Development Director 

  

SUBJECT: Rice Creek Commons (TCAAP) and Joint Development Authority (JDA) 

Update 
   

 
 

The pre-solicitation conference was held at Landmark Center in Saint Paul on Thursday, 

February 18, 2016.  Over 30 people attended including developers and consultants.  Although 

few questions were received during the meeting, approximately 12 questions were submitted by 

the deadline of 4:00 pm on Friday, February 19.  Responses to all questions will be sent to all 

plan-holders and posted on the County’s Onvia Demandstar site on Friday, February 26.   

 

The majority of the 55 plan-holders are from the planning, engineering and construction sectors 

but 15 can be characterized as developers or from the real estate field.   

 

The County is marketing the solicitation through professional organizations including ULI 

(Urban Land Institute-Minnesota), NAIOP-MN (Commercial Real Estate Development 

Association) and MNCAR (Minnesota Commercial Association of Real Estate/Realtors).   

 

STAFF COMMENTS – 4A  

 

 
MEMORANDUM 
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DATE: February 29, 2016 

  

TO: Honorable Mayor and City Councilmembers 

Sue Iverson, Acting City Administrator 

  

FROM: John Anderson, Acting Public Works Director 

  

SUBJECT: Transportation Update 

 

 

Background 

 

A brief oral update will be provided at the meeting regarding road construction/transportation in 

the City of Arden Hills. 

       STAFF COMMENTS – 4B 

 

 
MEMORANDUM 

 



 

 

 

 

 
Approved:  February 29, 2016 

 

CITY OF ARDEN HILLS, MINNESOTA 

SPECIAL CITY COUNCIL WORK SESSION 

JANUARY 11, 2016 

5:00 P.M. - ARDEN HILLS CITY HALL 

 

 
CALL TO ORDER/ROLL CALL 

 

Pursuant to due call and notice thereof, Mayor Grant called to order the special City 

Council work session 5:00 p.m. 

 

Present: Mayor David Grant; Councilmembers Brenda Holden, Fran Holmes, and 

Dave McClung 

 

 Absent: None 

  

 Also present: Interim City Administrator Sue Iverson; Community Development Director 

Jill Hutmacher; and Senior Planner Matthew Bachler 

 

1. AGENDA ITEMS 

 

A. Interviews for City Council Vacancy 

 

The Council conducted interviews of City Council candidates James Lambeth, David Radziej and 

Steven Jones. 

 

Mayor Grant recessed the work session meeting at 6:55 p.m. to the regular City Council 

meeting. 

 

Mayor Grant reconvened the work session meeting at 7:23 p.m. 

 

B. TCAAP Goals 

 

Community Development Director Hutmacher explained that at the November 2, 2015, 

TCAAP Joint Development Authority meeting, Commissioners were provided information on the 

respective goals of the City and County for the TCAAP redevelopment project. The City’s stated 

goals and Ramsey County’s Rice Creek Common Goals and Metrics were discussed.  

 

Community Development Director Hutmacher indicated that during the JDA Commissioner 

discussion, it was noted that some goals may not be mutually achievable in a given situation. In 

other words, achieving one particular goal may result in another goal not being fully realized 

amy.dietl
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within the scope of a particular development project. JDA Commissioners agreed to work with 

their respective County and City boards to prioritize development goals.  

 

Community Development Director Hutmacher stated that neither the County nor the City had 

an opportunity to prioritize their goals prior to the January 4, 2016, Joint Development Authority 

meeting at which the Solicitation for Master Developer was approved for release on February 1, 

2016. At that meeting, Mayor Grant and Councilmember Holden noted that the City would draft 

additional TCAAP goals for attachment to the Solicitation document prior to February 1. 

 

Mayor Grant commented on the Master Developer Solicitation that was discussed by the JDA at 

their January 4, 2016 meeting.  He explained how the Master Developer was to balance the goals 

of both the County and the City within the TCAAP development.  He supported the Council more 

closely defining these goals. 

 

Councilmember Holmes asked if the County would also be attaching goals to the solicitation. 

 

Mayor Grant stated that he believed this would be the case as the County had a very specific and 

direct list of goals as well. 

 

Councilmember Holden explained that the goals for the County were to be addressed at the 

December JDA meeting, but this meeting was canceled.  She expressed frustration that the County 

goals were not addressed by the JDA in January.  She feared how a developer would balance both 

the City and County goals in the TCAAP development. 

 

Councilmember Holmes understood that the County believed their goals did not conflict with the 

City. 

 

Councilmember Holden requested comment from the City Attorney regarding the City’s goals. 

 

City Attorney Jamnik stated that he believed it was problematic to have a separate list of goals 

unless properly worded.  He advised that the City’s Master Plan, TCAAP Redevelopment Code 

(TRC) and Comprehensive Plan clearly address the City’s goals and visions for the site.   

 

Further discussion ensued regarding the County’s goals for TCAAP.  

 

Councilmember Holmes wanted further information from the County regarding the affordability 

levels within the housing on TCAAP.  She was confused as to why the County was pushing the 

solicitation document through without having consistent goals with the City.   

 

Councilmember Holden expressed frustration that the County attached their goals to the 

solicitation.  She was also expressed concerned with how the Master Developer would be selected 

by the Solicitation Review Committee.  She then reviewed a list of potential goals for the City 

noting that she would like to see senior housing on TCAAP. 

 

Mayor Grant suggested that all goals remain in alignment with the City’s TRC and 

Comprehensive Plan.   
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Councilmember McClung agreed stating that the main goal for developers should be compliance 

with the City and Met Council approved Comprehensive Plan, in addition to the TCAAP 

Redevelopment Code from a broad perspective.   

 

Community Development Director Hutmacher stated that the City’s goals have the rule of law 

behind the TCAAP development.  She believed that the County’s goals were aspirational in nature 

and may not be consistent or realistic with what the market will support.   

 

Mayor Grant stated that while this may be the case, the County’s goals were attached to the 

solicitation while the City of Arden Hills’ were not.   

 

Councilmember McClung stated that he believed that the City should simply refer to the 

approved Comprehensive Plan and TRC for its goals. 

 

Councilmember Holden wanted to see the TCAAP development succeed and not end up in 

court.  She had hoped that the County would more closely define the type of “high paying jobs” 

they were seeking for TCAAP.   

 

Councilmember Holmes indicated that she is in favor of the job wages being compared to the 

five neighboring cities and not the seven county metro area.  

 

Mayor Grant agreed that this would be a more reasonable comparison.  He was in favor of 

placing the City’s maximum residential units of 1431 within the goals as well.     

 

Councilmember McClung suggested another goal state that the City supports a mixture of 

development within the approved Comprehensive Plan and TRC that would encourage the 

extension of public transit to the TCAAP site.  

 

City Attorney Jamnik recommended that the Council walk through the County’s goals and cross 

compare.  He understood that the Council was interested in more senior housing, higher paying 

jobs, more office, housing diversity, 1,431 units with a maximum overall density of 9.5 units per 

acre, in addition to transit and mobility that was consistent with the Comprehensive Plan. 

 

Councilmember Holden stated that she wanted to see the City encouraging LEED certified 

housing and green energy solutions.  She was also in favor of a single garbage hauler.  She 

recommended buildings on TCAAP be constructed in a manner that reduces public safety costs.  

She expressed concern with the affordable housing numbers and the County’s interpretation of 

those numbers. 

 

Community Development Director Hutmacher discussed the County’s affordable housing goal 

numbers.  She reported that the County’s goal was for 10% of all housing and 20% of occupied 

housing to be affordable.  She then discussed several scenarios with rental versus owner occupied 

based on 1,431 units.  

 

Councilmember Holden believed that the language as written was unclear.  She questioned how 

future developers would monitor the percentage of affordable housing on the site.  She stated that 
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she did not want the affordable housing to be lumped together, but rather spread throughout the 

development.   

 

Community Development Director Hutmacher reminded the Council that the affordable 

housing percentages were goals and not requirements.   

 

City Attorney Jamnik advised the Council to proceed with caution in this area.  

 

Mayor Grant commented that he did not fully support the County’s affordable housing goals.  He 

suggested the City draft its own affordable housing goals that were clear and concise.  He 

supported the 10% language within the solicitation, but recommended the 20% verbiage be 

dropped. 

 

Community Development Director Hutmacher suggested the Council consider the 

requirements of the Metropolitan Land Planning Act for this goal.   She then discussed the 

Allocation of Housing Need as determined by the Metropolitan Council.  

 

Councilmember Holmes questioned what action would be taken against the City if not enough 

affordable housing was built in TCAAP. 

 

Community Development Director Hutmacher reported that the Met Council would not 

approve the City’s 2040 Comprehensive Plan if the City does not address its Allocation of 

Housing Need within the Plan.  She reiterated that the City was not obligated to create the 

housing, but rather was obligated to create the potential for affordable housing.  

 

Councilmember Holden did not believe it would be possible to have 373 affordable housing 

units within TCAAP.  

 

Further discussion ensued regarding the percentage of affordable housing units on TCAAP. 

 

Councilmember Holden asked if the Council wanted to set any goals on the amount of office 

square feet on TCAAP. 

 

Mayor Grant recommended that this be set at two million square feet, with a 60/40 office to 

manufacturing split.  

 

Councilmember Holden requested that staff draft the goals as discussed by the Council this 

evening and address them again on Wednesday, January 13, 2016. 

 

 

2. COUNCIL COMMENTS AND STAFF UPDATES 

 

None. 
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ADJOURN 

 

Mayor Grant recessed the special City Council work session at 8:50 p.m. to Wednesday, January 

13, 2016.  

 

 

__________________________   __________________________ 

Sue Iverson      David Grant 

Interim City Administrator    Mayor 



 

 

 

 

 
Approved:  February 29, 2016 

 

CITY OF ARDEN HILLS, MINNESOTA 

REGULAR CITY COUNCIL MEETING 

FEBRUARY 8, 2016 

7:00 P.M. - ARDEN HILLS CITY COUNCIL CHAMBERS 

 

 

CALL TO ORDER/ROLL CALL 

 

Pursuant to due call and notice thereof, Mayor David Grant called to order the regular City 

Council meeting at 7:00 p.m. 

 

Present: Mayor David Grant, Councilmembers Brenda Holden, Fran Holmes, Dave 

McClung and Jonathan Wicklund 

 

 Absent: None 

  

 Also present:  Interim City Administrator Sue Iverson; Acting Public Works Director 

John Anderson; Senior Planner Matthew Bachler; City Clerk Amy Dietl and City Attorney 

Joel Jamnik 

 

PLEDGE OF ALLEGIANCE  

 

1. APPROVAL OF AGENDA 

 

MOTION: Councilmember McClung moved and Councilmember Holden seconded a 

motion to approve the meeting agenda as presented.  The motion carried 

unanimously (5-0).  

 

2. PUBLIC INQUIRIES/INFORMATIONAL 

 

None. 

 

3. STAFF COMMENTS 

 

A.   Rice Creek Commons (TCAAP) Update 

 

Interim City Administrator Iverson stated that the Solicitation for Master Developer was 

released on February 1, 2016. A pre-proposal conference will be held Thursday, February 18, 

10:00 a.m. at Union Depot in Saint Paul. Proposals are due on Wednesday, March 9, 2016.  At its 

meeting on February 1, 2016, JDA Commissioners established a Solicitation Review Committee 

amy.dietl
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with members as follows. The Committee will review proposals and forward finalists to the JDA 

for consideration.  

 

Heather Worthington, Ramsey County  

Jill Hutmacher, Arden Hills  

Ryan Streff, Arden Hills  

Josh Olson, Ramsey County  

Beth Engum, Ramsey County  

John Anderson, Arden Hills  

Matthew Bachler, Arden Hills  

Sue Iverson, Arden Hills  

Lee Merhkens, Ramsey County  

Stacie Kvilvang, Ehlers  

Mark Ruff, Ehlers  

Kevin McKinnon (or a representative), Minnesota Department of Employment and Economic 

Development 

 

Councilmember Holden supported the members on the Solicitation Review Committee and 

noted that Lee Merhkens was added as he is the Finance Director for Ramsey County.  She 

reported that 18 firms have already downloaded information for the Solicitation for Master 

Developer for the TCAAP site.  She noted that the JDA also discussed Policies and Procedures at 

their most recent meeting. 

 

Mayor Grant explained that he recently met with Josh Olson at Ramsey County.  He noted that 

the Solicitation for Master Developer was sent out to a number (approximately 60) of local 

companies. He stated that he is pleased by the amount of interest in the redevelopment of this site. 

 

4.  APPROVAL OF MINUTES 

 

A. January 11, 2016, Regular City Council  

B. January 13, 2016, Special City Council Work Session 

C. January 19, 2016, City Council Joint Work Session with Planning Commission 

D. January 25, 2016, Regular City Council 

 

Councilmember Holmes requested a change to the January 19, 2016, City Council work session 

minutes on Page 11, under Item H that the first paragraph remain and that the rest of the 

paragraphs be deleted until the second to the last paragraph on Page 12. 

 

Councilmember Holden requested a change to the January 19, 2016, City Council work session 

minutes on Page 5, suggesting the paragraph where Steven Nelson is introduced be amended to 

read: he is selling the house. 

 

Councilmember Holden requested a change to the January 25, 2016, City Council minutes on 

Page 3, the fourth paragraph from the bottom should have the following language added onto her 

comment: since they stated it would be on the January 26
th

 meeting agenda. 
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Councilmember Holden requested a change to the January 25, 2016, City Council minutes on 

Page 3, the third paragraph from the bottom should read: Ms. Hutmacher was made aware of the 

meeting date before receiving the request of the County for documentation on the Master Plan the 

Friday before their Tuesday meeting. 

 

MOTION: Councilmember Holden moved and Councilmember Holmes seconded a 

motion to approve the January 11, 2016, regular City Council meeting 

minutes, January 12, 2016, special City Council work session minutes, 

January 19, 2016, City Council joint work session with Planning Commission 

meeting minutes; and January 25, 2016, regular City Council meeting minutes 

as amended.  The motion carried unanimously (5-0). 

 

5. CONSENT CALENDAR 

 

A. Motion to Approve Consent Agenda Item - Claims and Payroll 

B. Motion to Approve Lake Johanna Fire Department Capital Expenditures 

C. Motion to Approve 2 Door Pickup Truck Purchase 

D. Motion to Approve 4 Door Pickup Truck Purchase 

E. Motion to Approve Hot Box Purchase 

F. Motion to Approve New Voting System Contract with Ramsey County 

G. Motion to Approve Amended 2016 Fee Schedule 

H. Motion to Approve Resolution 2016-007 Appointing James Lambeth to the 

Planning Commission 

I. Motion to Approve Merrick, Inc. Gambling Permit 

 

MOTION: Councilmember Holden moved and Councilmember McClung seconded a 

motion to approve the Consent Calendar as presented and to authorize 

execution of all necessary documents contained therein. The motion carried 

unanimously (5-0).   

 

6. PULLED CONSENT ITEMS 

 

None. 

 

7. PUBLIC HEARINGS 

 

A. TCAAP Development Discussion Opportunity for Residents 

 

Mayor Grant stated that under the Public Hearing section, citizens have an opportunity to discuss 

ideas regarding the TCAAP development.   

 

Mayor Grant opened the public hearing at 7:17 p.m. 

 

With no one coming forward to speak, Mayor Grant closed the public hearing at 7:18 p.m. 
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8. NEW BUSINESS 

 

None. 

 

9. UNFINISHED BUSINESS 

 

A. Planning Case 15-026 – Development Agreement Determination Letter – 3177 

Shoreline Lane 

 

Senior Planner Bachler stated that this case was considered by the City Council at their regular 

meeting on January 25, 2016. The item was tabled to allow for further review of the request at the 

next regular City Council meeting.  

 

Senior Planner Bachler explained that in 1999, the City approved a four lot subdivision on the 

east side of Lake Josephine by Josephine East, LLC. Today, these lots are 3189, 3184, 3177, and 

3170 Shoreline Lane. Steve Zawadski has submitted a request on behalf of the property owners at 

3177 Shoreline Lane for a declaratory letter on whether the terms in the Development Agreement 

with Josephine East have been satisfied. The property is in the process of being sold and the new 

owners are concerned about being subject to enforcement related to the Development Agreement. 

Money has been put in escrow by Mr. Zawadski pending the resolution of this issue. 

 

Senior Planner Bachler indicated that the Public Works and Community Development 

Departments have determined that the majority of the terms and conditions in the Development 

Agreement were satisfied by Josephine East following the subdivision approval.  

 

Senior Planner Bachler reported that the subdivision plan included the extension of Shoreline 

Lane through the middle of the four lots and ending at the property line of 3187 Lexington 

Avenue. At the time, the City’s Official Map showed Shoreline Lane continuing north to connect 

with the segment of Shoreline Lane that extends south from Edgewater Avenue. The City Council 

approved a temporary, 50-foot wide cul-de-sac to be removed when 3187 Lexington Avenue was 

redeveloped and the entire length of Shoreline Lane could be completed. This cul-de-sac currently 

provides access to the four Shoreline Lane lots and 3187 Lexington Avenue.  

 

Senior Planner Bachler commented that under the terms of the Development Agreement, 

Josephine East was required to provide an escrow for the cost of removing the cul-de-sac and 

extending Shoreline Lane to the northern boundary of the subdivision. No record of this escrow 

has been found on file. Staff believes this condition should remain in effect because it establishes 

that the cul-de-sac is temporary and that the City intends to connect the two ends of Shoreline 

Lane if 3187 Lexington Avenue were to be subdivided. The Certificate of Completion and 

Release does not waive the City’s right to assess the properties within the Josephine East 

subdivision for future costs associated with the Shoreline Lane connection. 

 

Senior Planner Bachler stated that the Development Agreement establishes a minimum 

elevation for basements due to the location of the properties on Lake Josephine. No structure on 

any of the four lots is permitted to have a basement elevation below 887.8 feet. This condition 

will remain in effect and be enforced with any future redevelopment on the properties.  
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Senior Planner Bachler recommended that the Council approve the Certificate of Completion 

and Release pertaining to the Development Agreement between Josephine East, LLC and the City 

of Arden Hills for the property at 3177 Shoreline Lane. 

 

Mayor Grant requested comment from the City Attorney. 

 

City Attorney Jamnik advised that when real estate transactions occur, the attorneys representing 

the purchaser often identify items in the title that raise concerns to them.  The purchaser in this 

situation was represented by an attorney who reviewed the title and identified the development 

agreement as an issue that had implications for the purchaser.  There was a question as to what 

areas of the agreement have been satisfied and more importantly, which ones remain unsatisfied.  

This led the purchaser to request that the City Attorney review the development agreement.  This 

was done to eliminate the ambiguity with regard to the title. 

 

Councilmember Holmes stated that she believed that the development agreement was unique in 

this situation due to the fact that a street connection still hung in the balance.  She explained that 

she held a discussion with the City Attorney and with Senior Planner Bachler.  She feared that by 

usurping these two provisions, the City would be creating more confusion.  She expressed concern 

with the assessment and escrow language that would remain within the development agreement.    

She wanted to see the subdivision plan if it existed and believed that more work needed to be 

done on this matter before it could receive Council approval. 

 

Councilmember Holden was unclear if the City had an easement to allow for the connection of 

the streets. 

 

City Attorney Jamnik reported that the City did not have any easement rights on the 3187 

Lexington Avenue property as this was not part of the plat in 1999.  It was his understanding that 

the City wanted to make a connection when and if the property at 3187 was split to create an 

additional lot.  

 

Mayor Grant recalled this being the case.  He stated that it was unfortunate that the road was not 

pushed through when it was originally designed.  It was his hope that the City would not make 

this mistake again in the future. 

 

Councilmember Holden questioned what right the City has to push the roadway through if 3187 

was to split into two lots.  

 

City Attorney Jamnik commented that riparian law would allow for the roadway due to the fact 

that the new lot would require access to a roadway.   

 

Councilmember Holden questioned when the Council had to approve this request. 

 

Senior Planner Bachler indicated that this request was not on a strict timeline like other land use 

requests. 

 

Councilmember McClung questioned if the City could assess the benefitting properties if a 

roadway were to be pushed through.  
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City Attorney Jamnik reported that the City could assess under the 429 policy. 

 

Councilmember Holden recommended that the Certification of Completion be made more 

complete in order to properly protect the property owner and the City of Arden Hills.   

 

City Attorney Jamnik reviewed the proposed whereas clauses in further detail with the City 

Council.   

 

Councilmember Holmes feared that the escrow language was still a concern.  She questioned if 

staff could get a copy of the subdivision plan and provide it to the Council.   

 

Senior Planner Bachler clarified that the Josephine East subdivision approved in 1999 only 

covered what are today the properties at 3189, 3184, 3177, and 3170 Shoreline Lane.  He stated 

that he could provide a copy of this subdivision plan to the City Council.  He made it clear that 

this subdivision did not include the property to the north.   

 

Councilmember Holden asked if the Council was comfortable approving the letter this evening 

with staff making the whereas clause adjustments or asked if the matter should be delayed to the 

next Council meeting. 

 

Councilmember Holmes stated that she was in favor of delaying action on this item to the 

February 29
th

 City Council meeting. 

 

Councilmember McClung supported the matter being tabled. 

 

MOTION: Councilmember McClung moved and Councilmember Holmes seconded a 

motion to table action on this item to the February 29, 2016 City Council 

meeting.   The motion carried (4-1, Wicklund opposed).     

 

10. COUNCIL COMMENTS 

 

Councilmember McClung discussed the upcoming road construction projects planned for Arden 

Hills in 2016.  He suggested that staff begin providing the City Council with transportation 

updates. 

 

Mayor Grant commented that his next article for the Arden Hills Notes included information 

about this summer’s construction projects. 

 

Councilmember Holmes explained that she recently attended the Goodwill ribbon cutting 

ceremony with Mayor Grant.  She toured the facility and was pleased by the great attendance at 

this event. 

 

Councilmember Holmes stated that she would be attending the Metro Cities forum on housing 

on Thursday, February 25
th

. 
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Councilmember Holden indicated that she drove by the Goodwill in the evening hours and 

questioned how the clear glass in the break room could be addressed by the City.  She was in 

favor of the applicant hanging curtains or placing a film over the windows. 

 

Mayor Grant commented that he recently spoke with Josh Olson at Ramsey County regarding 

the solicitation process for TCAAP.  He noted that a proposal conference would be held on 

Thursday, February 18
th

.  He indicated that he would not be able to attend this meeting, but 

reported that the City would receive a copy of the sign-in sheet from this event.   

 

Mayor Grant commented on the Goodwill ribbon cutting ceremony.  He learned that the 

donation center was expecting 400 cars per day, which did not include the vehicles that would be 

visiting the site for shopping.   

 

Mayor Grant discussed the future plans for the Red Cross building.  He reported that the 

property owner was improving the building to attract a new tenant.  

 

Councilmember Holmes asked why the Snelling Avenue bridge did not have lights.   

 

Acting Public Works Director Anderson commented that the bridge was installed with conduit 

but lights were not included in the contract.   

 

Mayor Grant recalled that at a previous Council meeting, the Council requested that staff draft a 

plan to have lights placed on this bridge and be brought back to the Council for consideration.  He 

believed the lights were a safety issue.  He inquired if staff had begun working on this plan.   

 

Acting Public Works Director Anderson explained that staff could put together a light plan for 

this bridge. 

 

 

ADJOURN  

 

MOTION:   Councilmember Holden moved and Councilmember McClung seconded a 

motion to adjourn.  The motion carried unanimously (5-0). 

 

Mayor Grant adjourned the regular City Council meeting at 7:46 p.m. 

 

__________________________    __________________________ 

Amy Dietl       David Grant 

City Clerk       Mayor 
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  CONSENT ITEM – 6B 

 
MEMORANDUM 

 
DATE: February 29, 2016                              
                                
TO: Honorable Mayor and City Councilmembers 
  Sue Iverson, Acting City Administrator 
 
FROM: Matthew Bachler, Senior Planner 
 
SUBJECT: Planning Case #16-004 
 Applicant: Boston Scientific Corporation   
 Property Location: 4100 Hamline Avenue North   
 Request: Site Plan Review and Deadline Extension Request  
  
 
Requested Action 
 
Motion to approve Planning Case 16-004 for a Site Plan Review and for an amendment to 
Section 5, Paragraph F and Paragraph G of the 12th Amendment to the Master PUD Agreement 
for Boston Scientific at 4100 Hamline Avenue North, based on the findings of fact and the 
submitted plans, as amended by the twelve (12) conditions in the February 29, 2016, Report to 
the City Council.  
 
 
Background 
 
The Boston Scientific campus at 4100 Hamline Avenue North operates under a PUD originally 
approved in 2002 for the Guidant Corporation. The last comprehensive update to the PUD and 
Campus Master Plan took place in 2015 when the City approved a subdivision of the property to 
help facilitate the sale of Buildings A, B, and C located in the southwest corner of the campus 
(Planning Case 15-001). The location of future buildings and parking ramps on the Campus 
Master Plan was revised at this time so the two new lots could function independently. Lot 1 
includes Buildings A, B, and C and a parking ramp and is currently being marketed to potential 
buyers. Lot 2 will continue to function as the Boston Scientific campus.  
 
New building construction or site modifications identified on the Campus Master Plan require a 
Site Plan Review prior to construction. The proposed construction includes a skyway connecting 
Buildings 3 and 10 and modifications to the surface parking lot north of Building 10 to 
accommodate the skyway. The Campus Master Plan shows a skyway between Buildings 3 and 
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10 connecting through the future Buildings J and M and indicates the impacted parking lot will 
eventually be replaced by an internal drive providing access to a future parking ramp located to 
the west of Building 10 (Attachment C).  
 
 
Overview of Request 
 
Planning Case 16-004 includes two separate requests:  
 

• Site Plan Review for the construction of a skyway between Buildings 3 and 10 and 
modifications to the parking lot north of Building 10. 

• Request to extend the March 1, 2016 deadline for the submittal of a Site Plan Review for 
the modification of the parking area along the Lot 1 and Lot 2 property line and a 
building permit for the removal of the existing skyway between Buildings B and E. 

 
The proposed skyway would extend from the west end of Building 3 to the northeast corner of 
Building 10. The east-west leg of the skyway across Innovation Way would be approximately 
160 feet in length and maintain a clear height of 16 feet above the roadway. From this point, the 
skyway would slope down and run approximately 240 feet to connect with Building 10. The 
plans include a two-story addition on the east side of Building 10 to tie the skyway into the 
building’s internal circulation. The addition would be relatively narrow, with a width of 
approximately 12 feet, and would extend 135 feet south from the building’s northeast corner. 
 
An existing curb cut and driveway to the parking lot north of Building 10 would be shifted north 
to maintain adequate clear height under the skyway. Additionally, 26 parking stalls within the lot 
would need to be removed for the construction of the skyway. Boston Scientific has accounted 
for these stalls in the “proof of parking” calculation for the overall campus parking plan. The 
area adjacent to Innovation Way would be regraded to allow for an at-grade sidewalk connection 
to the skyway from Building 14 to the north. The landscape plan for the project includes tree and 
perennial plantings along the sidewalk and adjacent to Innovation Way.  
 
With the completion of the skyway, the temporary enclosed pedestrian walkway between 
Buildings 3 and 10 will be removed. Boston Scientific has stated their goal is to complete the 
construction of the skyway and removal of the walkway within 24 months of receiving Site Plan 
Review approval. Under the existing Agreement to Terminate Use, Boston Scientific is required 
to remove the walkway by February 1, 2019. The recommended conditions of approval for this 
case include a requirement that the existing enclosed pedestrian walkway be removed within 60 
days of the skyway receiving final approval by the Building Official.  
 
As part of the City’s approval of Planning Case 15-001, Boston Scientific was required to submit 
a Site Plan Review application for the modification of the parking area along the Lot 1 and Lot 2 
property line no later than March 1, 2016, or request an extension 45 days prior the deadline. 
Boston Scientific was also required to submit a permit application for the removal of the skyway 
that spans the property line between Buildings B and E by March 1, 2016. These two provisions 
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are included in Section 5, Paragraphs F and G of the 12th Amendment to the Master PUD 
Agreement. Boston Scientific continues to market Lot 1 to potential buyers and has noted they 
will not be able to complete the parking lot modifications or remove the skyway until a buyer is 
found. The recommended conditions of approval would require Boston Scientific to submit the 
Site Plan Review application and building permit application within 90 days of the sale of Lot 1, 
or request an extension at least 45 days prior to that date. The City Attorney has drafted an 
amendment to the PUD Agreement to reflect the revised deadline requirements (Attachment H).  
 
 
Plan Review 
 
A full evaluation of the proposal was presented to the Planning Commission at their regular 
meeting on February 3, 2016. The staff report to the Planning Commission is included in 
Attachment F. The proposed skyway and parking lot modifications are in conformance with the 
approved PUD for the campus and the underlying I-1 Zoning District regulations.  
 
 
Additional Review 
 
Building Official  
The Building Official has reviewed the plans for the project and has no additional comments.  

 
City Engineer 
Comments provided by the City Engineer are included in Attachment E. All comments have 
either been addressed in the revised plan set or have been included as recommended conditions 
of approval.  
 
Lake Johanna Fire Department  
The Fire Marshal for the Lake Johanna Fire Department has reviewed the plans and has no 
comments at this time.  
 
 
Findings of Fact 
 
The Planning Commission reviewed Planning Case 16-004 at their regular meeting on February 
3, 2016. Draft minutes from the meeting are included in Attachment G. The Planning 
Commission offers the following ten (10) findings of fact for consideration:  
 

1. Boston Scientific has requested approval for a Site Plan Review to construct a skyway 
connection between Buildings 3 and 10 and to complete minor modifications to the 
parking lot on the north side of Building 10 at 4100 Hamline Avenue North.   

2. Boston Scientific has requested an extension for the March 1, 2016 deadline for the 
submittal of a Site Plan Review for the modification of the parking area along the Lot 1 
and Lot 2 property line and the submittal of a building permit for the removal of the 
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existing skyway between Buildings B and E, as required by the conditions of approval in 
Planning Case 15-001.  

3. The Boston Scientific Campus is a conforming use in the I-1 Limited Industrial Zoning 
District and operates under an approved PUD.   

4. New building construction or site modifications identified on the approved Campus 
Master Plan require the submittal of a Site Plan Review application prior to construction. 

5. The location of the proposed skyway and the proposed modifications to the parking lot 
north of Building 10 are generally consistent with the approved Campus Master Plan.   

6. A 4,147 gross square foot addition to Building 10 would be required to tie the skyway 
into the established internal circulation of the building.  

7. The proposal is in conformance with underlying I-1 Zoning District requirements and the 
approved PUD.  

8. The proposed modifications to the Building 10 parking lot include the removal of 26 
parking stalls.  

9. Boston Scientific has accounted for these removed stalls with an additional 26 “proof of 
parking” spaces in the Campus Parking Plan.  

10. The proposal is not expected to adversely affect the surrounding neighborhood or the 
community as a whole.  

 
 
Recommendation 
 
The Planning Commission unanimously recommends approval (5-0) of Planning Case 16-004 
for a Site Plan Review at 4100 Hamline Avenue North, based on the findings of fact and the 
submitted plans in the February 29, 2016, Report to the City Council, as amended by the 
following twelve (12) conditions: 
 

1. The project shall be completed in accordance with the plans submitted as amended by the 
conditions of approval.  Any significant changes to these plans, as determined by the City 
Planner, shall require review and approval by the Planning Commission and City 
Council.   

2. The applicant shall continue to abide by all previous Development Agreements, Master 
PUD approvals, and subsequent PUD Amendment approvals.   

3. All necessary City permits for the construction of the skyway and modifications to the 
parking lot on the north side of Building 10 shall be obtained by September 1, 2017, or an 
extension request shall be submitted in writing to the City at least forty-five (45) days 
prior to the expiration date.  

4. Final construction plans shall be subject to approval by the City Building Official, City 
Engineer, and Fire Marshall prior to the issuance of a Building Permit.  

5. Final grading, drainage, and utility plans shall be subject to approval by the City Engineer 
prior to the issuance of a Grading and Erosion Control Permit.  

6. The existing temporary at-grade enclosed pedestrian walkway between Buildings 3 and 
10 shall be removed within sixty (60) days of the skyway connection receiving final 
approval by the City Building Official.  
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7. The applicant shall submit a financial surety in the amount of 125% of the estimated 
costs of landscaping prior to the issuance of any development permits. The financial 
surety shall be in the form of a letter of credit issued by a FDIC-insured Minnesota bank.  
The purpose of the letter of credit is to ensure that landscaping is completed in the event 
that the Developer defaults on this Agreement. The City will hold the letter of credit for 
two years after the installation of landscaping. The letter of credit should not expire 
during the two-year period. 

8. A Site Plan Review application, including a Landscaping Plan, is required for the 
modification of the parking area along the Lot 1 and Lot 2 property boundary line and 
shall be submitted within ninety (90) days of the sale of Lot 1 by Boston Scientific, or an 
extension request shall be submitted in writing to the City at least forty-five (45) days 
prior to that date.  

9. All necessary City permits for the removal of the existing skyway structure connecting 
Building B and Building E as depicted on the current Campus Master Plan shall be 
obtained within ninety (90) days of the sale of Lot 1 by Boston Scientific, or an extension 
request shall be submitted in writing to the City at least forty-five (45) days prior to that 
date. 

10. All plantings in the bio-filtration area adjacent to the parking lot to the north of Building 
10 shall be shade-tolerant species.  

11. A building permit shall be required for the retaining wall and fence adjacent to the 
sidewalk connection to Building 14. A structural analysis of the retaining wall shall be 
provided to show, to the satisfaction of the City Engineer, that there are no issues with the 
construction of the retaining wall on top of the existing sanitary sewer line.  

12. The applicant shall obtain all necessary permits, including, but not limited to, NPDES 
and Rice Creek Watershed District. Copies of all necessary permits shall be submitted to 
the City prior to the issuance of any development permits.  

 
 
Options 
 

1. Approve the proposal as submitted.  
2. Approve the proposal with conditions (Recommended Action).  
3. Deny the application with reasons for denial.  
4. Table for additional information.  

 
 

Notice 
 
Notice was prepared by the City and mailed to property owners within 350 feet of the subject 
property. 
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Resident Comments 
 

Staff has not received any letters, e-mails, or telephone calls from property owners or residents in 
regards to this planning case.   
 
 
Deadline for Agency Actions 
 
The City of Arden Hills received the completed application for this request on January 11, 2016.  
Pursuant to Minnesota State Statute, the City must act on this request by March 11, 2016 (60 
days), unless the City provides the petitioner with written reasons for an additional 60 day review 
period.  The City may, with the consent of the applicant, extend the review period beyond the 
initial 120 days.     
 
 
Attachments 
 

A. Land Use Application and Project Narrative  
B. Site and Aerial Maps  
C. Approved Campus Master Plan  
D. Proposed Skyway and Parking Lot Modification Plan Set  
E. Memo from John Anderson, Acting Public Works Director, dated 1/19/16 
F. Planning Commission Report, February 3, 2016  
G. Draft Planning Commission Minutes, February 3, 2016 
H. 13th Amendment to the Master PUD Agreement – Boston Scientific Corporation  
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MEMORANDUM 

 
DATE: January 19, 2016 
 
TO: Matthew Bachler, Senior Planner 
 
FROM: John M. Anderson, Acting Public Works Director 
  
SUBJECT: Boston Scientific  - Site Plan Review PC 16-004 
 
 
 

I have reviewed the plans for the Planning Case 16-004 dated January 4, 2016.  The 
following are my comments: 
 

1. The sanitary manhole under the skyway on the west side of Innovation way will 
require 16  feet clear overhead for maintenance. 

2. The plantings in the bio-filtration area will be shaded by the skyway and will need to 
be tolerant of the shady conditions. 

3. Any retaining wall over 4 feet in height requires a building permit including 
structural design and fencing along the top. 

4. The retaining wall north of the Skyway and east of the walk way is proposed to be 
constructed on top of the existing sanitary sewer.  Structural analysis should be 
provided to show there are no issues with building on top of this sewer. 

5. A grading and erosion control permit issued by the City of Arden Hills will be 
required for this work.  The applicant is responsible for determining other permits 
needed such as Rice Creek Watershed District and MPCA – NPDES construction 
permit. The applicant will provide confirmation to the city if these permits are 
required and if so provide copies of the issued permits to the City. 

matthew.bachler
Text Box
Attachment E



 
City of Arden Hills  
Planning Commission Meeting for February 3, 2016 
P:\Planning\Planning Cases\2016\PC 16-004 - Boston Scientific - Site Plan Review\Memos_Reports_16-004 
 

Page 1 of 9 

 
MEMORANDUM 

 

DATE: February 3, 2016                          PC Agenda Item 3.A    
                                
TO: Planning Commission 
 
FROM: Matthew Bachler, Senior Planner 
 
SUBJECT: Planning Case #16-004 – No Public Hearing Required 
 Applicant: Boston Scientific Corporation   
 Property Location: 4100 Hamline Avenue North   
 Request: Site Plan Review – Skyway Connection and Parking Lot Modification  
  
 
Requested Action 
 
Boston Scientific has requested a Site Plan Review to construct a skyway between Buildings 3 
and 10 on their campus. The proposal includes minor modifications to the parking lot on the 
north side of Building 10 to accommodate the construction of the skyway.  
 
 
Background 
 
The Boston Scientific campus at 4100 Hamline Avenue North operates under a Planned Unit 
Development (PUD) that was originally approved in 2002 for the Guidant Corporation. The last 
comprehensive update to the PUD and Campus Master Plan took place in 2015 when the City 
approved a subdivision of the property to help facilitate the sale of Buildings A, B, and C located 
in the southwest corner of the campus (Planning Case 15-001). The Campus Master Plan was 
revised at this time to make adjustments to the location of future buildings and parking ramps so 
that the two new lots could function independently. Lot 1 includes Buildings A, B, and C and a 
parking ramp and is currently being marketed to potential buyers. Lot 2 will continue to function 
as the Boston Scientific campus.  
 
New building construction or site modifications identified on the approved Campus Master Plan 
require the submittal of a Site Plan Review application prior to construction. The Master Plan 
shows a skyway between Buildings 3 and 10 connecting through the future Buildings J and M 
(Attachment D). The proposed skyway is generally aligned with what is shown on the Master 
Plan. The required modifications to the parking lot on the north side of Building 10 are 
consistent with the Master Plan, which indicates this surface parking lot will eventually be 
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replaced by an internal drive providing access to a future parking ramp located to the west of 
Building 10.  
 
1. Overview of Request 
 
The proposed skyway would extend from the west end of Building 3 to the northeast corner of 
Building 10. The east-west leg of the skyway across Innovation Way would be approximately 
160 feet in length and maintain a clear height of 16 feet above the roadway. From this point, the 
skyway would slope down and run approximately 240 feet to connect with Building 10. The 
plans include a two-story addition on the east side of Building 10 required to tie the skyway into 
the internal circulation of the building. This addition would be relatively narrow, with a width of 
approximately 12 feet, and would extend 135 feet south from the northeast corner of the 
building.  
 
An existing curb cut and driveway to the surface parking lot north of Building 10 will be shifted 
north to maintain adequate clear height under the skyway. Additionally, 26 parking stalls within 
the lot will need to be removed for the construction of the skyway. Boston Scientific has 
accounted for these stalls in the “proof of parking” calculation for the overall campus parking 
plan. The proposal includes regrading of the land adjacent to Innovation Way to allow for an at-
grade sidewalk connection to the skyway from Building 14 to the north. The area adjacent to the 
skyway and along the sidewalk to Building 14 would be landscaped with new trees and 
perennials.   
 
With the completion of the skyway, the temporary at-grade enclosed pedestrian walkway 
between Buildings 3 and 10 will be removed. Under the existing Agreement to Terminate Use, 
Boston Scientific is required to remove the walkway by February 1, 2019. Boston Scientific has 
stated that their goal is to complete the construction of the skyway and removal of the walkway 
within 24 months of receiving Site Plan Review approval. Boston Scientific is requesting 
planning level approval to allow for flexibility in scheduling several potential projects on the 
campus.  
 
The application also includes a request to extend the March 1, 2016 deadline for the submittal of 
a Site Plan Review for the modification of the parking area along the Lot 1 and Lot 2 property 
line and a building permit for the removal of the existing skyway between Buildings B and E. As 
part of the City’s approval of Planning Case 15-001, Boston Scientific was required to submit a 
Site Plan Review application and building permit application for this work no later than March 1, 
2016, or request an extension 45 days prior the deadline. Boston Scientific has noted that they 
continue to market Lot 1 to potential buyers and will not be able to complete the modifications or 
the removal of the skyway until a buyer is found.  
 
Boston Scientific has provided a narrative explaining the project in greater detail (Attachment 
A). A complete plan set, including building, grading, and landscape plans, is provided in 
Attachment D.  
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2. Surrounding Area  

Direction Future Land Use Plan Zoning Existing Land Use 

North Low Density Residential, 
Light Industrial and Office 

R-1: Single Family Residential, 
I-1: Limited Industrial 

Single Family Residential, 
 Office 

 
South 

 

Light Industrial and Office, 
High Density Residential 

I-1: Limited Industrial, 
R-4: Multiple Dwelling 

Office, Utility,  
Multiple Family Residential  

East  
(Shoreview) 

RL-Residential / Office / 
RH- Residential 

PUD (Townhouses & Offices)/ 
R-3:Multiple Dwelling 

Residential 

Single Family Detached 
Residential / Office / Multiple 

Family 
 

West 
 

Low Density Residential 
Light Industrial and Office 

R-1: Single Family Residential 
I-1: Limited Industrial 

Single Family Residential 
Office 

 
3. Site Data 

Future Land Use Plan: Light Industrial and Office 
Existing Land Use: Light Industrial and Office 
Zoning: I-1: Limited Industrial / PUD Overlay 
Size: Lot 1: 77.4 acres  
Proposed Density: N/A 
Topography: Level 

 
 
Plan Review 
 
The Boston Scientific campus is located in the I-1 Limited Industrial Zoning District. The 
approved PUD for the property acts as an additional governing document for the campus 
providing flexibility in certain areas that the underlying zoning regulations would not otherwise 
allow. The following section reviews the proposed construction based on the approved PUD and 
the I-1 District regulations.  
 
Section 1320.06 – District Requirements  
 
A.  Lot Size, Structure Coverage, and Landscape Coverage  
 
The maximum structure coverage permitted in the I-1 District is 30 percent and the minimum 
landscape coverage is 35 percent. The project would result in an additional 2,185 square feet of 
structure coverage for the addition on the east side of Building 10. This would bring the total 
current structure coverage on the property to 17.55 percent. The amount of landscape coverage 
would increase by 6,767 square feet overall due to the removal of the at-grade pedestrian 
walkway and the 26 parking spaces located in the parking lot north of Building 10. As a result, 
landscape coverage on the campus would increase to 48.56 percent of the lot area.   
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The last update to the Campus Master Plan approved in Planning Case 15-001 includes structure 
coverage of 30.06 percent and landscape coverage of 55.23 percent at full build-out. 
 

Lot Coverage Requirements  

 
Total Area 

(Lot 2) 
Structure 
Coverage 

Landscape 
Coverage 

Existing Boston 
Scientific Campus  

3,372,063 sq.  ft.  
(77.41 Acres) 

17.49% 
(589,775 sq. ft.) 

48.42% 
(1,632,824 sq. ft.) 

Proposed Boston 
Scientific Campus 

3,372,063 sq.  ft.  
(77.41 Acres) 

17.55% 
(591,960 sq. ft.) 

48.56% 
(1,637,406 sq. ft.) 

    
Current Boston Scientific 
Campus Master Plan* 

3,372,063 sq.  ft.  
(77.41 Acres) 

30.06%  
(1,007,527 sq. ft.) 

55.23% 
(1,862,340 sq.  ft.) 

I-1 Zoning District 
Requirements 30,000 30% or less 35% or more 

Approved PUD  
Planning Case 15-001 -- 30.06% -- 
*Denotes the campus at full build-out.   

 
B. Height  
 
The maximum building height in the I-1 District is 35 feet. The skyway would have a height of 
approximately 29 feet at its connection with Buildings 3 and 10. At its highest point, the top of 
the skyway would be approximately 34 feet above the roadway surface of Innovation Way.  
 
C. Setbacks  
 
The approved PUD requires a 50-foot structure setback along all exterior property lines of the 
campus. The proposed skyway would be approximately 760 feet from the closest property line.  
 
 
Section 1325.05 – Design Standards 
 
A. Landscaping - Section 1325.05, Subdivision 1 
 
Since the proposal includes additional building space, the City’s landscaping requirements apply. 
The minimum landscape requirements are determined based on the gross square footage of new 
building space. However, this would not apply to the gross square footage of the skyway. In this 
case, Boston Scientific would be required to provide 13 caliper inches of trees (4,147 gross 
square feet / 320 = 13). The Landscape Plan indicates a total of 47.5 caliper inches of deciduous 
hardwood and coniferous trees will be planted along the sidewalk to Building 14 and in the area 
around the parking lot north of Building 10. 
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B. Aesthetics - Section 1325.05, Subdivision 6 
 
The Zoning Code does not have specific guidelines for building materials in the I-1 District. The 
Planning Commission should consider if the appearance of a proposed structure would cause 
substantial depreciation in the property values in the surrounding area or to unreasonably detract 
from the appearance of the area. The proposed skyway would be constructed of primarily 
composite metal panels and glass. The addition to Building 10 would be comprised nearly 
entirely of glass with metal and stone accenting. Overall, the project would have a modern 
aesthetic that is consistent with existing architecture on the campus. Boston Scientific has 
provided exterior elevation drawings that are included in Attachment D. The proposal would not 
cause depreciation in property values in the area or detract from the area’s appearance.  
 
 
Section 1325.06 – Requirements for Parking, Loading, and Circulation 
 
A. Off-Street Parking 
 
Based on the existing gross building area on the campus, Boston Scientific is required to provide 
3,899 parking stalls. The addition to Building 10 connecting the skyway to the internal 
circulation of the building would add 4,147 gross square feet of building area. Of this total, only 
approximately 1,164 square feet of space on the first floor could be used for office purposes. The 
remaining area is comprised of a main entrance and lobby area and internal corridors. An 
additional five parking stalls would be required for the space that could be used as office area. 
The addition to Building 10 is not expected to increase parking demand on the campus.   
 

Off Street Parking Requirements 

  

Office 
 (1 stall/250 sq. ft.  
gross floor area) 

Manufacturing 
 (1 stall/1,000 sq. ft. 

floor area) 

Total Area 921,101 sq.  ft. 219,191 sq.  ft. 

Required Spaces 3,685 219 

Total Required Spaces 3,904  

Proposed Spaces 2,782 

 
Proposed “Proof of Parking” 793 
Total Proposed Parking 3,575 

 
The plan includes the removal of 26 parking stalls from the parking lot north of Building 10. 
These stalls would not be replaced elsewhere on the campus, but Boston Scientific has accounted 
for them in the “proof of parking” calculation for the Campus Parking Plan (Attachment D). The 
total number of spaces provided between existing parking stalls and areas designated as proof of 
parking would remain unchanged at 3,575. The current number of employees on the Arden Hills 
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campus is approximately 2,200 and Boston Scientific has acknowledged that the existing parking 
satisfies the parking demand. 
 
B. Traffic and Circulation  
 
The proposed modifications to the curb cut and driveway to the surface parking lot north of 
Building 10 are not expected to impact internal traffic circulation. The plans have been reviewed 
by the Lake Johanna Fire Department and sufficient clear height is provided for the skyway to 
allow for emergency vehicle access.  
 
 
Additional Review 
 
Building Official  
The Building Official reviewed the plans for the project and has no additional comments.  

 
City Engineer 
Comments provided by the City Engineer are included in Attachment E. All comments have 
either been addressed in the revised plans or have been included as recommended conditions of 
approval.  
 
Lake Johanna Fire Department  
The Fire Marshal for the Lake Johanna Fire Department reviewed the plans and has no 
comments at this time.  
 
 
Findings of Fact 
 
The Planning Commission must make a finding as to whether or not the proposed application 
would adversely affect the surrounding neighborhood or the community as a whole based on the 
aforementioned factors.   Staff offers the following ten (10) findings of fact for this proposal: 
 

1. Boston Scientific has requested approval for a Site Plan Review to construct a skyway 
connection between Buildings 3 and 10 and to complete minor modifications to the 
parking lot on the north side of Building 10 at 4100 Hamline Avenue North.   

2. Boston Scientific has requested an extension for the March 1, 2016 deadline for the 
submittal of a Site Plan Review for the modification of the parking area along the Lot 1 
and Lot 2 property line and the submittal of a building permit for the removal of the 
existing skyway between Buildings B and E, as required by the conditions of approval in 
Planning Case 15-001.  

3. The Boston Scientific Campus is a conforming use in the I-1 Limited Industrial Zoning 
District and operates under an approved PUD.   

4. New building construction or site modifications identified on the approved Campus 
Master Plan require the submittal of a Site Plan Review application prior to construction. 
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5. The location of the proposed skyway and the proposed modifications to the parking lot 
north of Building 10 are generally consistent with the approved Campus Master Plan.   

6. A 4,147 gross square foot addition to Building 10 would be required to tie the skyway 
into the established internal circulation of the building.  

7. The proposal is in conformance with underlying I-1 Zoning District requirements and the 
approved PUD.  

8. The proposed modifications to the Building 10 parking lot include the removal of 26 
parking stalls.  

9. Boston Scientific has accounted for these removed stalls with an additional 26 “proof of 
parking” spaces in the Campus Parking Plan.  

10. The proposal is not expected to adversely affect the surrounding neighborhood or the 
community as a whole.  

 
 
Staff Recommendation 
 
Based on the submitted plans and findings of fact, staff recommends approval of Planning Case 
16-004 for a Site Plan Review to construct a skyway between Buildings 3 and 10 and complete 
minor modifications to the parking lot on the north side of Building 10 at 4100 Hamline Avenue 
North. If the Planning Commission recommends approval of this request, staff recommends that 
the following twelve (12) conditions be included with the approval:  
 

1. The project shall be completed in accordance with the plans submitted as amended by the 
conditions of approval.  Any significant changes to these plans, as determined by the City 
Planner, shall require review and approval by the Planning Commission and City 
Council.   

2. The applicant shall continue to abide by all previous Development Agreements, Master 
PUD approvals, and subsequent PUD Amendment approvals.   

3. All necessary City permits for the construction of the skyway and modifications to the 
parking lot on the north side of Building 10 shall be obtained by September 1, 2017, or an 
extension request shall be submitted in writing to the City at least forty-five (45) days 
prior to the expiration date.  

4. Final construction plans shall be subject to approval by the City Building Official, City 
Engineer, and Fire Marshall prior to the issuance of a Building Permit.  

5. Final grading, drainage, and utility plans shall be subject to approval by the City Engineer 
prior to the issuance of a Grading and Erosion Control Permit.  

6. The existing temporary at-grade enclosed pedestrian walkway between Buildings 3 and 
10 shall be removed within sixty (60) days of the skyway connection receiving final 
approval by the City Building Official.  

7. The applicant shall submit a financial surety in the amount of 125% of the estimated 
costs of landscaping prior to the issuance of any development permits. The financial 
surety shall be in the form of a letter of credit issued by a FDIC-insured Minnesota bank.  
The purpose of the letter of credit is to ensure that landscaping is completed in the event 
that the Developer defaults on this Agreement. The City will hold the letter of credit for 
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two years after the installation of landscaping. The letter of credit should not expire 
during the two-year period. 

8. A Site Plan Review application, including a Landscaping Plan, is required for the 
modification of the parking area along the Lot 1 and Lot 2 property boundary line and 
shall be submitted within ninety (90) days of the sale of Lot 1 by Boston Scientific, or an 
extension request shall be submitted in writing to the City at least forty-five (45) days 
prior to that date.  

9. All necessary City permits for the removal of the existing skyway structure connecting 
Building B and Building E as depicted on the current Campus Master Plan shall be 
obtained within ninety (90) days of the sale of Lot 1 by Boston Scientific, or an extension 
request shall be submitted in writing to the City at least forty-five (45) days prior to that 
date. 

10. All plantings in the bio-filtration area adjacent to the parking lot to the north of Building 
10 shall be shade-tolerant species.  

11. A building permit shall be required for the retaining wall and fence adjacent to the 
sidewalk connection to Building 14. A structural analysis of the retaining wall shall be 
provided to show, to the satisfaction of the City Engineer, that there are no issues with the 
construction of the retaining wall on top of the existing sanitary sewer line.  

12. The applicant shall obtain all necessary permits, including, but not limited to, NPDES 
and Rice Creek Watershed District. Copies of all necessary permits shall be submitted to 
the City prior to the issuance of any development permits.  

 
 
Proposed Motion Language 
 
1. Recommend Approval with Conditions: Motion to recommend approval of Planning Case 

16-004 for a Site Plan Review at 4100 Hamline Avenue North, based on the findings of fact 
and the submitted plans as amended by the twelve (12) conditions in the February 3, 2016, 
Report to the Planning Commission.    
 

2. Recommend Approval as Submitted: Motion to recommend approval of Planning Case 16-
004 for a Site Plan Review at 4100 Hamline Avenue North, based on the findings of fact and 
the submitted plans in the February 3, 2016, Report to the Planning Commission.    

 
3. Recommend Denial:  Motion to recommend denial of Planning Case 16-004 for a Site Plan 

Review at 4100 Hamline Avenue North, based on the following findings of fact:  findings to 
deny should specifically reference the reasons for denial and why those reasons cannot be 
mitigated. 

 
4. Table: Motion to table Planning Case 16-004 for a Site Plan Review at 4100 Hamline 

Avenue North, in order to gather the following information: a specific reason and/or 
information request should be included with a motion to table.   
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Notice 
 
Notice was prepared by the City and mailed to property owners within 350 feet of the subject 
property. 
 
 
Resident Comments 

 
Staff has not received any letters, e-mails, or telephone calls from property owners or residents in 
regards to this planning case.   
 
 
Deadline for Agency Actions 
 
The City of Arden Hills received the completed application for this request on January 11, 2016.  
Pursuant to Minnesota State Statute, the City must act on this request by March 11, 2016 (60 
days), unless the City provides the petitioner with written reasons for an additional 60 day review 
period.  The City may, with the consent of the applicant, extend the review period beyond the 
initial 120 days.     
 
 
Attachments 
 

A. Land Use Application and Project Narrative  
B. Site and Aerial Maps  
C. Approved Campus Master Plan  
D. Proposed Skyway and Parking Lot Modification Plan Set  
E. Memo from John Anderson, Acting Public Works Director, dated 1/19/16 

 



 
 
 
 
 

Approved:  
 

CITY OF ARDEN HILLS, MINNESOTA 
PLANNING COMMISSION 

WEDNESDAY, FEBRUARY 3, 2016 
6:30 P.M. - ARDEN HILLS CITY HALL 

 
 
PLANNING CASES 
 
A. Planning Case 16-004; Site Plan Review – Skyway Connection and Parking 

Modifications – Boston Scientific – 4100 Hamline Avenue North – No Public 
Hearing Required 
 

Senior Planner Bachler stated that the Boston Scientific campus at 4100 Hamline Avenue 
North operates under a Planned Unit Development (PUD) that was originally approved in 2002 
for the Guidant Corporation. The last comprehensive update to the PUD and Campus Master 
Plan took place in 2015 when the City approved a subdivision of the property to help facilitate 
the sale of Buildings A, B, and C located in the southwest corner of the campus (Planning Case 
15-001). The Campus Master Plan was revised at this time to make adjustments to the location of 
future buildings and parking ramps so that the two new lots could function independently. Lot 1 
includes Buildings A, B, and C and a parking ramp and is currently being marketed to potential 
buyers. Lot 2 will continue to function as the Boston Scientific campus.  
 
Senior Planner Bachler indicated that new building construction or site modifications identified 
on the approved Campus Master Plan require the submittal of a Site Plan Review application 
prior to construction. The Master Plan shows a skyway between Buildings 3 and 10 connecting 
through the future Buildings J and M. The proposed skyway is generally aligned with what is 
shown on the Master Plan. The required modifications to the parking lot on the north side of 
Building 10 are consistent with the Master Plan, which indicates this surface parking lot will 
eventually be replaced by an internal drive providing access to a future parking ramp located to 
the west of Building 10. 
 
Senior Planner Bachler reported that the proposed skyway would extend from the west end of 
Building 3 to the northeast corner of Building 10. The east-west leg of the skyway across 
Innovation Way would be approximately 160 feet in length and maintain a clear height of 16 feet 
above the roadway. From this point, the skyway would slope down and run approximately 240 
feet to connect with Building 10. The plans include a two-story addition on the east side of 
Building 10 required to tie the skyway into the internal circulation of the building. This addition 
would be relatively narrow, with a width of approximately 12 feet, and would extend 135 feet 
south from the northeast corner of the building.  
 
Senior Planner Bachler explained that an existing curb cut and driveway to the surface parking 
lot north of Building 10 will be shifted north to maintain adequate clear height under the skyway. 
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Additionally, 26 parking stalls within the lot will need to be removed for the construction of the 
skyway. Boston Scientific has accounted for these stalls in the “proof of parking” calculation for 
the overall campus parking plan. The proposal includes regrading of the land adjacent to 
Innovation Way to allow for an at-grade sidewalk connection to the skyway from Building 14 to 
the north. The area adjacent to the skyway and along the sidewalk to Building 14 would be 
landscaped with new trees and perennials.  
 
Senior Planner Bachler noted that with the completion of the skyway, the temporary at-grade 
enclosed pedestrian walkway between Buildings 3 and 10 will be removed. Under the existing 
Agreement to Terminate Use, Boston Scientific is required to remove the walkway by February 
1, 2019. Boston Scientific has stated that their goal is to complete the construction of the skyway 
and removal of the walkway within 24 months of receiving Site Plan Review approval. Boston 
Scientific is requesting planning level approval to allow for flexibility in scheduling several 
potential projects on the campus. 
 
Site Data 
Land Use Plan:  Light Industrial and Office 
Existing Land Use:  Light Industrial and Office 
Zoning:  I-1: Limited Industrial / PUD Overlay  
Current Lot Sizes:  Lot 1: 77.4 Acres 
Proposed Density: N/A 
Topography:  Level 
 
Senior Planner Bachler reviewed the surrounding area and the Site Plan Review.  
 
Senior Planner Bachler provided the Findings of Fact for review: 
 
1.  Boston Scientific has requested approval for a Site Plan Review to construct a skyway 

connection between Buildings 3 and 10 and to complete minor modifications to the 
parking lot on the north side of Building 10 at 4100 Hamline Avenue North.  

2.  Boston Scientific has requested an extension for the March 1, 2016 deadline for the 
submittal of a Site Plan Review for the modification of the parking area along the Lot 1 
and Lot 2 property line and the submittal of a building permit for the removal of the 
existing skyway between Buildings B and E, as required by the conditions of approval in 
Planning Case 15-001.  

3. The Boston Scientific Campus is a conforming use in the I-1 Limited Industrial Zoning 
District and operates under an approved PUD.  

4.  New building construction or site modifications identified on the approved Campus 
Master Plan require the submittal of a Site Plan Review application prior to construction. 

5.  The location of the proposed skyway and the proposed modifications to the parking lot 
north of Building 10 are generally consistent with the approved Campus Master Plan.  

6.  A 4,147 gross square foot addition to Building 10 would be required to tie the skyway 
into the established internal circulation of the building.  

7.  The proposal is in conformance with underlying I-1 Zoning District requirements and the 
approved PUD.  

8.  The proposed modifications to the Building 10 parking lot include the removal of 26 
parking stalls.  
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9.  Boston Scientific has accounted for these removed stalls with an additional 26 “proof of 
parking” spaces in the Campus Parking Plan.  

10.  The proposal is not expected to adversely affect the surrounding neighborhood or the 
community as a whole. 

 
Senior Planner Bachler stated that based on the submitted plans and findings of fact, staff 
recommends approval of Planning Case 16-004 for a Site Plan Review to construct a skyway 
between Buildings 3 and 10 and complete minor modifications to the parking lot on the north 
side of Building 10 at 4100 Hamline Avenue North. If the Planning Commission recommends 
approval of this request, staff recommends that the following twelve (12) conditions be included 
with the approval:  
 
1.  The project shall be completed in accordance with the plans submitted as amended by the 

conditions of approval. Any significant changes to these plans, as determined by the City 
Planner, shall require review and approval by the Planning Commission and City 
Council.  

2.  The applicant shall continue to abide by all previous Development Agreements, Master 
PUD approvals, and subsequent PUD Amendment approvals.  

3.  All necessary City permits for the construction of the skyway and modifications to the 
parking lot on the north side of Building 10 shall be obtained by September 1, 2017, or an 
extension request shall be submitted in writing to the City at least forty-five (45) days 
prior to the expiration date.  

4.  Final construction plans shall be subject to approval by the City Building Official, City 
Engineer, and Fire Marshall prior to the issuance of a Building Permit.  

5.  Final grading, drainage, and utility plans shall be subject to approval by the City Engineer 
prior to the issuance of a Grading and Erosion Control Permit.  

6.  The existing temporary at-grade enclosed pedestrian walkway between Buildings 3 and 
10 shall be removed within sixty (60) days of the skyway connection receiving final 
approval by the City Building Official. 

7.  The applicant shall submit a financial surety in the amount of 125% of the estimated costs 
of landscaping prior to the issuance of any development permits. The financial surety 
shall be in the form of a letter of credit issued by a FDIC-insured Minnesota bank. The 
purpose of the letter of credit is to ensure that landscaping is completed in the event that 
the Developer defaults on this Agreement. The City will hold the letter of credit for two 
years after the installation of landscaping. The letter of credit should not expire during the 
two-year period.  

8.  A Site Plan Review application, including a Landscaping Plan, is required for the 
modification of the parking area along the Lot 1 and Lot 2 property boundary line and 
shall be submitted within ninety (90) days of the sale of Lot 1 by Boston Scientific, or an 
extension request shall be submitted in writing to the City at least forty-five (45) days 
prior to that date.  

9.  All necessary City permits for the removal of the existing skyway structure connecting 
Building B and Building E as depicted on the current Campus Master Plan shall be 
obtained within ninety (90) days of the sale of Lot 1 by Boston Scientific, or an extension 
request shall be submitted in writing to the City at least forty-five (45) days prior to that 
date.  

10.  All plantings in the bio-filtration area adjacent to the parking lot to the north of Building 
10 shall be shade-tolerant species.  
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11.  A building permit shall be required for the retaining wall and fence adjacent to the 
sidewalk connection to Building 14. A structural analysis of the retaining wall shall be 
provided to show, to the satisfaction of the City Engineer, that there are no issues with the 
construction of the retaining wall on top of the existing sanitary sewer line.  

12.  The applicant shall obtain all necessary permits, including, but not limited to, NPDES and 
Rice Creek Watershed District. Copies of all necessary permits shall be submitted to the 
City prior to the issuance of any development permits. 

 
Senior Planner Bachler reviewed the options available to the Planning Commission on this 
matter: 
 
1.   Recommend Approval with Conditions 
2.  Recommend Approval as Submitted. 
3.  Recommend Denial 
4.  Table 
 
Chair Thompson opened the floor to Commissioner comments. 

 
Chair Thompson indicated that the parking deficit was based on the City’s requirements but 
noted Boston Scientific has provided proof of parking. 
 
Senior Planner Bachler reported this was the case.   
 
Chair Thompson asked if there would be an external staircase that would provide access to the 
skyway. 
 
Senior Planner Bachler noted that the skyway would be accessed from inside Building 3 and 
Building 10.  He indicated there would be an at-grade entrance to the skyway on the west side of 
Innovation Way.  He explained there would be no external staircase that would provide access to 
the skyway. 
 
Chair Thompson questioned if staff had any concerns with a skyway spanning Innovation Way.  
 
Senior Planner Bachler stated that adequate clear height would be maintained for emergency 
vehicles and noted the plans had been reviewed by the Lake Johanna Fire Department and the 
City Engineer.  
 
Chair Thompson inquired if the applicant had any concerns with the staff recommended 
conditions. 
 
Senior Planner Bachler stated that no concerns have been raised at this time. 
 
Commissioner Jones asked if the existing at-grade pedestrian walkway would be demolished 
after the skyway was complete. 
 
Senior Planner Bachler indicated this was the case. 
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Commissioner Holewa moved and Commissioner Bartel seconded a motion to recommend 
approval of Planning Case 16-004 for a Site Plan Review at 4100 Hamline Avenue North, 
based on the findings of fact and the submitted plans as amended by the twelve (12) 
conditions in the February 3, 2016, Report to the Planning Commission.  The motion 
carried unanimously (5-0). 
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(Reserved for recording) 

 
CITY OF ARDEN HILLS 

RAMSEY COUNTY, MINNESOTA 
 

13TH AMENDMENT TO  
MASTER PLANNED UNIT DEVELOPMENT AGREEMENT 

 
 

BOSTON SCIENTIFIC CORPORATION 
(Planning Case #16-004) 

 
 
1. PARTIES.  This Amendment is dated the _____ day of ____________, 2016, and is 
entered into by and between the City of Arden Hills, a Minnesota municipal corporation 
(“City”) and Boston Scientific Corporation, a Minnesota corporation, its successors and assigns 
(“Boston Scientific”). 
 
2. RECITALS. 
 
 A. On November 12, 2002, the City Council approved a Planned Unit Development 
entitled “Guidant Campus Master Plan – Prepared by Guidant Corporation for the City of Arden 
Hills, September, 2002” (“Master Plan”) which guides the future development of property 
located at 4100 Hamline Avenue North, situated in the City of Arden Hills, County of Ramsey, 
State of Minnesota, and legally described as:  Lots 1 and 2, Block 1, Guidant First Addition 
(“Property”). 
 
 B. The Master Plan was previously amended on twelve (12) occasions.  The last 
amendment, being the 12th Amendment to Master Planned Unit Development Agreement, was 
recorded on July 24, 2015 with the Ramsey County Recorder as document number A04566699.  
The Master Plan and all previous amendments run with the land and are binding on successors in 
interest to Guidant Corporation, including Boston Scientific. 
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 C. On January 11, 2016, Boston Scientific submitted an application requesting 
approval of a 13th Amendment to Master Planned Unit Development Agreement for the 
following two requests:   

• Site Plan Review for the construction of a skyway between Buildings 3 and 10 
and modifications to the surface parking lot on the north side of Building 10 at 
4100 Hamline Avenue; and 

• An extension of the March 1, 2016 deadline for the submittal of a Site Plan 
Review for the modification of the parking area along the Lot 1 and Lot 2 
property line and the submittal of a building permit for the removal of the 
existing skyway between Buildings B and E as required by the conditions of 
approval in Planning Case 15-001. 

 
3. CITY STAFF REVIEW.  City staff reviewed the requests and pursuant to City Code 
Section 1355.06 determined that the requests are insignificant and that the requirements of a 
public hearing may be waived and the requests may be forwarded directly to the City Council. 
 
4. CITY COUNCIL REVIEW.  On February 29, 2016, the City Council reviewed the 
application, the reports and recommendations of City’s staff, the reports of Boston Scientific, and 
the recommendations of the City Planning Commission, and has approved the 13th Amendment 
to Master Planned Unit Development Agreement, all subject to the terms and conditions herein 
contained. 
 
5. TERMS AND CONDITIONS.   
 
 A. The project shall be completed in accordance with the plans submitted as 
amended by the conditions of approval attached hereto as Exhibit A.  Any significant changes to 
these plans, as determined by the City Planner, shall require review and approval by the Planning 
Commission and City Council. 
 
 B. The current and subsequent owners of the Property shall continue to abide by the 
conditions of all previous Development Agreements, Master PUD approvals, and subsequent 
PUD Amendment approvals.  
 
 C. All necessary City permits for the construction of the skyway and modifications 
to the parking lot on the north side of Building 10 shall be obtained by September 1, 2017, or an 
extension request shall be submitted in writing to the City at least forty-five (45) days prior to the 
expiration date.  
 
 D. Final construction plans shall be subject to approval by the City Building Official, 
City Engineer, and Fire Marshall prior to the issuance of a Building Permit.  
 
 E. Final grading, drainage, and utility plans shall be subject to approval by the City 
Engineer prior to the issuance of a Grading and Erosion Control Permit.  
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 F. The existing temporary at-grade enclosed pedestrian walkway between Buildings 
3 and 10 shall be removed within sixty (60) days of the skyway connection receiving final 
approval by the City Building Official.  
 
 G. The applicant shall submit a financial surety in the amount of 125% of the 
estimated costs of landscaping prior to the issuance of any development permits. The financial 
surety shall be in the form of a letter of credit issued by a FDIC-insured Minnesota bank.  The 
purpose of the letter of credit is to ensure that landscaping is completed in the event that the 
Developer defaults on this Agreement.  The City will hold the letter of credit for two years after 
the installation of landscaping.  The letter of credit should not expire during the two-year period. 
 
 H. A Site Plan Review application, including a Landscaping Plan, is required for the 
modification of the parking area along the Lot 1 and Lot 2 property boundary line and shall be 
submitted within ninety (90) days of the sale of Lot 1 by Boston Scientific, or an extension 
request shall be submitted in writing to the City at least forty-five (45) days prior to that date.  
 
 I. All necessary City permits for the removal of the existing skyway structure 
connecting Building B and Building E as depicted on the current Campus Master Plan shall be 
obtained within ninety (90) days of the sale of Lot 1 by Boston Scientific, or an extension request 
shall be submitted in writing to the City at least forty-five (45) days prior to that date. 
 
 J. All plantings in the bio-filtration area adjacent to the parking lot to the north of 
Building 10 shall be shade-tolerant species.  
 
 K. A building permit shall be required for the retaining wall and fence adjacent to the 
sidewalk connection to Building 14.  A structural analysis of the retaining wall shall be provided 
to show, to the satisfaction of the City Engineer, that there are no issues with the construction of 
the retaining wall on top of the existing sanitary sewer line.  
 
 L. The applicant shall obtain all necessary permits, including, but not limited to, 
NPDES and Rice Creek Watershed District.  Copies of all necessary permits shall be submitted 
to the City prior to the issuance of any development permits.  
 
6. ACKNOWLEDGMENT/COMPLIANCE.  Boston Scientific acknowledges and 
understands the conditions of approval and agrees to comply with such conditions. 
 
 IN WITNESS WHEREOF, the parties have caused this Amendment to be executed as 
of the date and year first above written. 
 
 
 

[Remainder of page intentionally left blank. 
Signatures contained on the following pages.] 
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SIGNATURE PAGE 
13TH AMENDMENT TO  

MASTER PLANNED UNIT DEVELOPMENT AGREEMENT 
 
 
      CITY OF ARDEN HILLS 
 
 
      By: _____________________________________ 
       David Grant, Mayor 
 (SEAL) 
 
      By: _____________________________________ 
       Sue Iverson, Interim City Administrator 
 
 
 
 
 
 
STATE OF MINNESOTA ) 
    ( ss. 
COUNTY OF RAMSEY ) 
 
 The foregoing instrument was acknowledged before me this ___ day of _____________, 
2016, by David Grant and by Sue Iverson, respectively the Mayor and Interim City 
Administrator of the City of Arden Hills, a Minnesota municipal corporation, on behalf of the 
corporation and pursuant to the authority granted by its City Council. 
 
       ___________________________________  
       Notary Public 
 
 
 
  



5 
185736v1 

SIGNATURE PAGE 
13TH AMENDMENT TO  

MASTER PLANNED UNIT DEVELOPMENT AGREEMENT 
 
 
      BOSTON SCIENTIFIC CORPORATION 
 
 
      By: __________________________________ 
       Lorne Rothbauer, Its Facilities Director 
 
 
 
 
 
 
STATE OF MINNESOTA ) 
    ( ss. 
COUNTY OF RAMSEY ) 
 
 The foregoing instrument was acknowledged before me this ___ day of _____________, 
2016, by Lorne Rothbauer, the Director of Facilities, for Boston Scientific Corporation, a 
Minnesota corporation, on behalf of the corporation. 
 
       ___________________________________  
       Notary Public 
 
 
 
 
 
 
 
 
 
 
 
DRAFTED BY: 
CAMPBELL, KNUTSON 
Professional Association 
Grand Oak Office Center I 
860 Blue Gentian Road, Suite 290 
Eagan, Minnesota  55121 
Telephone: (651) 452-5000 
JJJ 
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EXHIBIT A 
To  

13TH AMENDMENT TO  
MASTER PLANNED UNIT DEVELOPMENT AGREEMENT 

 
BOSTON SCIENTIFIC CORPORATION 

(Planning Case #16-004) 
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DATE: February 29, 2016 

  

TO: Honorable Mayor and City Councilmembers 

Sue Iverson, Acting City Administrator 

  

FROM: Jill Hutmacher, Community Development Director 

  

SUBJECT: Resolution 2016-008 Regarding Support of the Job Creation Fund Application in 

Connection with Land O’Lakes, Inc.   
   

 
Requested Action 

Approve Resolution 2016-008 Regarding Support of the Job Creation Fund Application in 

Connection with Land O’Lakes, Inc. 

    

Discussion 

The Job Creation Fund (JCF) through the Minnesota Department of Employment and Economic 

Development (DEED) provides financial incentives to new and expanding businesses that meet 

certain job creation and capital investment targets.  Companies deemed eligible to participate 

may receive up to $1 million for creating or retaining high-paying jobs and for constructing or 

renovating facilities or making other property improvements.  In some cases in which companies 

make at least a $25 million capital investment and create at least 200 jobs, awards of up to $2 

million are possible.    

 

DEED requires that the unit of local government where the company is located submit the 

program application to DEED on behalf of the business, provide a resolution supporting the 

project, and also assist the business with yearly reports and payment requests. 

 

Land O’Lakes, Inc. is considering a significant expansion of their headquarters facilities in 

Arden Hills.  If adequate public financial assistance is approved, the company intends to 

consolidate its Twin Cities offices into its Arden Hills headquarters, construct an expansion of up 

to 145,000 square feet, and create at least 200 new jobs.  Total project costs are estimated to be 

$80 million.  The company has requested that the City support the JCF application.  DEED 

intends to post notice and hold the required public hearing in March.    

 

Attachment 

 Resolution 2016-008 

CONSENT ITEM – 6C  

 

 
MEMORANDUM 

 



 

 

 

 

 

 

 

 

CITY OF ARDEN HILLS 

COUNTY OF RAMSEY 

STATE OF MINNESOTA 

 

RESOLUTION NO. 2016-008 

 

A RESOLUTION REGARDING THE SUPPORT OF A JOB CREATION FUND 

APPLICATION IN CONNECTION WITH LAND O’LAKES, INC. 

 

WHEREAS, the City of Arden Hills, Minnesota (the “City”), desires to assist Land 

O’Lakes, Inc., a Minnesota cooperative corporation, which is proposing to expand a facility in 

the City; and, 

 

WHEREAS, the City of Arden Hills understands that Land O’Lakes, Inc., through and 

with the support of the City, intends to submit to the Minnesota Department of Employment and 

Economic Development an application for an award and/or rebate from the Job Creation Fund 

Program; and, 

 

WHEREAS, the City of Arden Hills held a City Council meeting on February 29, 2016, 

to consider this matter.   

 

            THEREFORE, BE IT RESOLVED that, after due consideration, the Mayor and City 

Council of the City of Arden Hills, Minnesota, hereby express their approval of the project 

proposed by Land O’Lakes, Inc. and its application for an award and/or rebate from the Job 

Creation Fund Program.   

 

 ADOPTED BY THE CITY COUNCIL OF THE CITY OF ARDEN HILLS THIS 

29
TH

 DAY OF FEBRUARY, 2016 

 

 

      _________________________________________ 

      David Grant, Mayor 

ATTEST: 

 

_______________________________________ 

Amy Dietl, City Clerk 



CONSENT ITEM – 6D      
 

 

 

 

MEMORANDUM 

 

 

DATE: February 29, 2016 

         

TO: Honorable Mayor and City Council 

   

FROM: Sue Iverson, Interim City Administrator, Director of Finance and Admin Services 

  

SUBJECT: Accept Dave Winkel’s retirement and Authorization to Advertise for a Public Works 

Maintenance Worker 

 

 
Background 

 

At the February 16, 2016 work session, the City Council received a letter from Dave Winkel stating his 

intent to retire effective February 29, 2016. 

 

Discussion 

 

Dave Winkel has been an employee in the Public Works Department since April of 1978.  His retirement will 

leave a vacancy in the Public Works Department, as discussed with the Council at the February 16, 2016 

work session. 

 

Staff Recommendation 

 

Motion to accept Dave Winkel’s retirement from the City of Arden Hills as a Public Works Maintenance 

Worker effective February 29, 2016 and authorization to advertise for a full-time Public Works Maintenance 

Worker. 
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DATE: February 29, 2016 

  

TO: Honorable Mayor and City Councilmembers 

Sue Iverson, Acting City Administrator 

  

FROM: John Anderson, Acting Public Works Director 

  

SUBJECT: County Road E Bridge Pedestrian Lighting 

 
 

Requested Action 

 

Accept proposal from Peoples Electric dated February 9, 2016, in the amount of $30,569.85 to 

install two LED light fixtures and poles on the County Road E / TH 51 Bridge to light the 

pedestrian facility on the south side of this bridge. 

 

Background 

 

MnDOT reconstructed the bridge over TH 51 at County Road E in 2015.  Included in that 

construction was placement of conduit in the bridge structure to route a power supply to two 

locations on the ends of the bridge for light poles if the city wished to someday install lighting. 

Also in 2015 the Arden Hills and Ramsey County had a joint improvement project along County 

Road E. Part of that project was the addition of pedestrian lighting along both sides of the street.  

The lights that were added are owned and maintained by Xcel Energy.   

 

Discussion 

 

Xcel will not install and maintain lighting on a bridge.  MnDOT and Ramsey County are the two 

road authorities involved in the bridge over TH 51 at County Road E. The City is responsible for 

improvements on the bridge above and beyond the basic installation.  The City Council 

expressed an interest in the addition of pedestrian lighting along the bridge. Public Works has 

obtained a quote for the installation of lighting with two fixture options (HPS, LED).  The quote 

includes placing a power supply cabinet in Freeway Park and directional boring a conduit to the 

bridge and installing all wiring and fixtures on the bridge.  A power drop would be required from 

Xcel energy in the park and to date we have not received an estimate on this cost.  From a 

maintenance standpoint we recommend using LED fixtures.  The city will be responsible to 

maintain these poles and fixtures in the future. 

CONSENT ITEM – 6E  
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Peoples Electric is a contractor we deal with frequently and have had good results with their 

work.  They are providing us this quote at the state contract pricing.  We have requested two 

other quotes but have not had any responses to those requests.   

 

 

Attachments 

 

Attachment A:  Peoples Electric quote 2/10/16 
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DATE: February 29, 2016 

  

TO: Honorable Mayor and City Councilmembers 

Sue Iverson, Acting City Administrator 

  

FROM: John Anderson, Acting Public Works Director 

  

SUBJECT: 2016 Rain Water Garden Planting, Engineering Services 

 
 

Requested Action 

 

Accept proposal from Elfering and Associates dated February 4, 2016, in the amount of $8,900 

for design of planting layouts, coordination with residents, obtaining pricing for plant materials 

and assisting in planting layout of the 23 rain water gardens. 

 

Background 

 

The Rice Creek Watershed District Rules require the City install storm water treatment in 

conjunction with construction of the 2015 PMP.  The construction that took place in 2015 

prepared rain water gardens for planting by excavating, installing drain tile, and placement of 

planting soil and mulch.  Rain Water Gardens located in front yards were only put in if the 

residents volunteered the space.  When we solicited volunteers for rain water gardens, residents 

were told the planting would be done in 2016.  We also told residents that the City would partner 

with them on maintenance of the gardens. Some basic planting plans were described but 

residents were told specific plans to each garden would be developed and shared before planting 

begins. 

 

Discussion 

 

In order to proceed with the rain water garden planting we need to assemble planting layouts, 

coordinate with residents, get quotes for plant materials, physically mark layout, and plant the 

plant materials.  In 2015 we had planned to do this work though the Assistant City Engineer as 

the lead and I did most of the leg work in collecting volunteers, mailing information to residents, 

etc.  With the current limitations on my time, I am unable to devote the time needed to this 

process and need assistance to complete the preparations for planting.  All of this work described 

is the planning and preparation prior to the actual planting of the plants. 

CONSENT ITEM – 6F  
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Once the plant materials arrive and are ready to be planted we will need to coordinate this work. 

I am planning that the installation of the plant material will be done by a combination of 

residents, seasonal employees and public works employees. 

 

The cost for the engineering, plant materials and related costs would be funded by the Surface 

Water Management enterprise fund. 

 

 

Attachments 

 

Attachment A:  Elfering Proposal 2/4/16 

 

 

 

 

 



10062 Flanders Court N.E.  Blaine, MN 55449 – Phone: (763) 780-0450 – Fax: (763) 780-0452 

 

 

 

February 4, 2016 
 
John M. Anderson P.E. 
City of Arden Hills 
1245 West Highway 96 
Arden Hills, MN 55112 
 
RE: 2016 Rain Water Garden Plantings 
 
Dear Mr. Anderson: 
 
As you are aware we have provided the City assistance with design and construction 
administration on the 2015 Pavement Management Project (PMP) in the Noble/Grant 
and Venus/Crystal neighborhoods.  Part of the project included the installation of rain 
water gardens to meet the stormwater treatment requirements of the Rice Creek 
Watershed District.  We determined the volume of treatment required and worked with 
the City to provide that volume in two large gardens adjacent to the City’s trails and 21 
small gardens in front of residential properties that combined meet the Watershed’s 
volume requirements.  As you are aware, the construction of the rain water gardens was 
part of the 2015 PMP project, but the actual plantings were separate from the 
responsibilities of the street contractor.   
 
It is our understanding that assistance is desired for this next phase in completing the 
rain water gardens.  You have made initial contact with residents to secure the garden 
locations, but due to work load have limited time to dedicate to the final steps in order to 
complete the process.  The additional scope of services that we would provide as 
assistance to you and under your direction would include: 
 

• Providing residents with individual plant layouts 
• Meeting with residents as necessary to modify the design as desired 
• Obtaining quotes and ordering plant material 
• Assisting on a planting day or weekend to provide support on plant layout   

 
Based on this understanding of the proposed process and our discussion with you we 
estimate our fees at $8,900.  We are prepared to assist as soon as directed and will 
work to begin contact with each resident.  Please feel free to contact us directly at (763) 
780-0450.   
 
Sincerely, 
 
Elfering & Associates     Accepted: 
 
 
 
Kristie Elfering, P.E.           
Principal      City of Arden Hills   Date 

amy.dietl
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MEMORANDUM 

 

 

DATE: February 29, 2016 

         

TO: Honorable Mayor and City Council 

   

FROM: Sue Iverson, Interim City Administrator/Director of Finance and Admin Services 

  

SUBJECT: Personnel Policy 

 

 
Background 

 

The Personnel Committee has been working on updating the Personnel Policy over the last year.  The current 

Policy was last updated in 2004 with minor updates occurring over time.  The committee has gone over the 

entire policy and used the LMC’s updated sample policy language on most sections to bring the policy in 

compliance with current Federal and State laws.  The City Attorney also provided feedback and made 

revisions.   

 

Some sections were changed and approved earlier this summer by the Council; such as, PTO and the 

maximum deposit into HSA accounts.  These changes have been incorporated into the new document. 

 

Final changes have been made based on feedback received from the City Council at its February 16, 2016 

meeting.  The City Attorney has reviewed the changes and is comfortable with this final draft. 

 

 

Discussion 

 

Attached is the final version for Council approval. 

 

Attachments 

 

Attachment A:  Proposed Updated Personnel Policy 



AVEN H] ILLS

CITY OF ARDEN HILLS

PERSONNEL POLICY

Amended by the Arden Hills City Council:
February 29, 2016



City of Arden Hills Personnel Policy Table of Contents

City of Arden Hills

Personnel Policy
TABLE OF CONTENTS

Statementof Policy.......................................................................................  .
1

Definitions ................................................................................................... 2-5

Purposeand Application..................................................................................6

Equal Employment Opportunity......................................................................7

EmployeeRecords...........................................................................................8

NewsReleases ................................................................................................. 8

Personnel Records and Forms ......................................................................... 9

BackgroundChecks.........................................................................................9

Recruitment and Selection............................................................................. 10

EmploymentGuidelines .......................................................................... 12- 14

Political Activit 14

Employees Responsibilities...........................................................................

15
Public Employee' s Retirement Association (PERA) ....................................
RightTo Know  .............................................................................................17

Drug-Free Workplace Policy................................................................... 18- 28

City Property
29

City Vehicles and Equipments ......................................................................29

Cit DrivingPolicy29-30

BuildingSecurity...........................................................................................
30

OutsideEmployment.....................................................................................31

Smoking.........................................................................................................
32

Personal Communications and Use of Social Media .............................. 32- 33

Compensation.......................................................................................... 34- 38

Benefits..........................................................................................................39

Post Employment Health Care Savings Plan........................................... 39-40

Hoursof Work......................................................................................... 41- 43

PersonalTime Off.................................................................................... 44-45

Exempt Employee Flex-Time Guidelines .....................................................46

MedicalCertification.....................................................................................46

MilitaryLeave ...............................................................................................47

FuneralLeave ................................................................................................
47



City of Arden Hills Personnel Policy Table of Contents

Elections/Time Off to Vote ..................................................................... 47-48

Jury Duty 48

CourtAppearances.........................................................................................48

Victim of Witness Leave............................................................................... 48

Job Related Injury or Illness.......................................................................... 49

LeavePolicies.......................................................................................... 49- 51

Family Medical Leave (FMLA) .............................................................. 52-62

Reasonable Unpaid Work Time for Nursing Mothers ..................................62

Light Duty/Modified Duty Assignment .................................................. 62-63

Reasonable Accommodations for Conditions Relating to Pregnancy .... 63- 64

Resignations................................................................................................... 65

Layoffs...........................................................................................................65

Travel.............................................................................................................66

Educational Reimbursement Policy ........................................................ 67- 68

Professional Development Policy..................................................................69

Safety....................................................................................................... 70-71

Worker' s Compensation Reporting...............................................................71

Respectful Workplace Policy .................................................................. 72-76

DisciplinaryAction.................................................................................. 77- 80

Severability....................................................................................................81

Employee Assistance Program...................................................................... 82

Email Policy and Internet........................................................................ 83- 88

ComputerUse.......................................................................................... 88- 93

PasswordPolicy....................................................................................... 94-95

CellularPhone Use .................................................................................. 96-97

Social Media Use Policy........................................................................ 98- 102

Communications.................................................................................. 103- 105



City of Arden Hills Personnel Policy Effective February 29, 2016

STATEMENT OF POLICY

The policies contained in this handbook should not be construed as contract terms for

City Employees.   Nothing in this handbook, or in other City policies which may be
communicated to the employee,  constitutes a contract of employment for any city
employee.

Any term and condition of employment shall remain solely within the discretion of the
City to modify,  establish,  or eliminate.  The City of Arden Hills 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 function not specifically limited by current collective bargaining
agreements, these regulations, and City Council resolutions.  These policies supersede all

previous personnel policies.  Nothing in these policies is intended to modify or supersede
any applicable provision of State of Federal law.
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DEFINITIONS

Anniversary Date- Benefits Shall mean the month and day of initial hiring of
a Full-time or Temporary employee.

Anniversary Date — Promotions Shall mean the month and day of a promotion
of a Full- time or Temporary employee.

Benefits Benefits shall mean indirect compensation

granted to employees.

Benefit Earning Employees Employees who are eligible for at least a pro-
rated portion of city-provided benefits.    Such

employees must be year-round employees who

work at least 20 hours per week on a regular

basis.     Except as otherwise required by law,
temporary and seasonal employees are not

benefit earning employees.

Benefit Year for PTO March 1 — February 28.

Certified Bargaining Unit Group of employees who have been determined
by the State to have a common interest in the
collective bargaining process and whose interest
has been determined as appropriate by the State.

Class A position or group of positions similar in

respect to their duties and responsibilities so that

the same title can reasonably be used and the
same salary schedule may be applied to the
position.

Compensatory Time Time off from work for employees not exempt
from the provisions of the Fair Labor Standards
Act.  Compensatory time shall be computed at
one and one-half times the number of overtime

hours worked.

Demotion The placement of an employee in a position

having a lower pay and/ or less responsibility than
the position previously held. This could involve a
reduction in salary due to incompetency,

inefficiency, or misconduct.
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Exempt Employee An employee who is exempt from the overtime
provisions of the Fair Labor Standards Act.

Flex-Time Time off from work for exempt employees.

May only be used in increments of 9- hours or
less, no consecutive days, maximum accrual of SO
hours.

Grievance A dispute or disagreement regarding the

interpretation or application of the specific terms

and conditions of a labor agreement or City

Policy.

Immediate Family The employee' s spouse, legal guardian, as well as
children, siblings, parents, in-laws, grandparents,

aunt,   uncle,   niece,   and nephew by blood,

marriage or adoption.

Lay-Off The temporary dismissal from employment of an
employee for an unspecified length of time.

During a period of lay-off,  employees do not
accrue benefits and are not credited with service.

Municipal Service Employed by the City.

Non-Exempt Employee An employee who is not exempt from the

overtime provisions of the Fair Labor Standards
Act.

Overtime Duties performed at the express authorization of

the Employer in excess of the 40 hours per work
week.

Personal Time Off Personal Time Off  (PTO)  is authorized paid

absence from duty.

Position Employment calling for the performance of

specified tasks which constitute the total work

assignment of a single employee.
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Promotion The placement of an employee in a position

having a higher pay range and/ or more

responsibility than the position previously held.

Full-time Employee Means an employee rwho has successfully

completed the required training period and is
scheduled for that number of hours which make

up the regularly scheduled weekly or monthly
period of service in the class.

Part-time Employee Any employee that works less than 40 hours per
week.

Seasonal Employee Employees who work only part of the year ( 100
days or less) to conduct seasonal work.  Seasonal

employee may be assigned to work a full-time or
part-time schedule.   Seasonal employees do not

earn benefits or credit for seniority.   In order to

comply with health care reform law while

avoiding penalties,  part-time employees will be

scheduled with business needs and in a manner
that ensures positions retain part-time status as

intended or,  in some rare instances,  may be
offered health insurance to comply with federal
health care reform laws and regulations while

avoiding associated penalties.

Service Credit The specified period of time required for an
employee to be eligible for benefits.

Temporary Employee Employees who work in temporary positions.

Temporary jobs might have a defined start and
end date or may be for the duration of a specific
project.   Temporary employees may be assigned
to work a full-time or part-time schedule.

Temporary employees do not earn benefits or
credit for seniority.    In order to comply with
health care reform law while avoiding penalties,
part-time employees will be scheduled with

business needs and in a manner that ensures

positions retain part-time status as intended or, in
some rare instances,  may be offered health
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insurance.

Termination The separation of an employee from the

municipal service as a result of discharge,

resignation, retirement, or death.

Training Period A six-month period at the start of employment

with the city (or at the beginning of a promotion,
reassignment, or transfer) that is designated as a

period within which to learn the job. The training

period may be extended by the City at the City' s
option. The training period is the last part of the
selection process.

Transfer The position within the same class as the position

previously held. A transfer does not result in a
change in pay range.

Weapons Weapons are defined to include all legal or illegal

firearms, switchblade knives, or any other object
that has been modified to serve as a weapon or

that has the primary purpose of serving as a
weapon.
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PURPOSE AND APPLICATION

The purpose of this policy is to establish a uniform and equitable system of municipal
personnel administration for employees of the City.

The provisions of this policy shall apply to employees of the City.    Except where

specifically authorized, the policies shall not apply to:

All elected officials.

Temporary employees other than benefit earning employees, and interns.
Consultants and other rendering professional services on a fee basis.
Volunteer personnel and personnel appointed to serve without pay, including
members of boards, commissions and committees.

Emergency appointees serving with or without pay.
Seasonal employees.

Specialized instructors.

Referees and coaches.

If any specific provisions of the personnel policies conflict with any current union
agreement or civil service rules, the union agreement or civil service rules will prevail.

Union employees are encouraged to consult their collective bargaining agreement first for
information about their employment conditions.  Nothing in these policies is intended to
modify or supersede any applicable provision of state or federal law.
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EQUAL EMPLOYMENT OPPORTUNITY

It is the policy and intent of the City of Arden Hills to provide equality of opportunity in
employment to all persons. The policy prohibits discrimination because of race, color,
creed,  religion,  national origin,  sex,  sexual orientation,  disability,  age,  marital status,

ancestry, genetic information, veteran status, familial status, membership in a local human
rights commission, or status with regard to public assistance or any other characteristic

protected by law.

The EEO policy applies to all phases of full,  part-time,  temporary and seasonal

employment, unless otherwise stated, but not limited to, recruitment, hiring, rates of pay,
or other forms of compensation and selection for training. This policy also applies to the
use of all facilities and participation in all City- sponsored employee activities.
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EMPLOYEE RECORDS

Employee records are maintained in the Director of Administrative Services'  Office.

Laws regarding data privacy,  as adopted in the Data Practices Policy found in the
Addendum, are strictly followed.

It is important that your permanent personnel records are kept accurate and up- to-date.
You must immediately notify the City Clerk or the Director of Administrative Services
when there is a change in any of the following:

Name (through marriage or otherwise)

Address

Marital status

Beneficiaries for life insurance and retirement

Telephone number

Person to contact in case of an emergency

This data is private and is not revealed without your permission.

NEWS RELEASES

Formal news releases concerning municipal affairs are the responsibility of the City
Administrator.  All media interviews must be approved by the City Administrator before
the interview.  All contacts with the media should be reported to the City Administrator
as soon as practicable.

No City employee is authorized to speak on behalf of the City without prior

authorization from the City Administrator or his/ her designee.

All news releases concerning City personnel will be the responsibility of the City
Administrator.

For more information,  see General Guidelines for all Communications  (Official and

Person).
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PERSONNEL RECORDS AND FORMS

In order that proper reports may be made and records maintained concerning the various
personnel activities, the Director of Administrative Services shall develop, or cause to
have developed and installed, appropriate forms and records for this purpose. The City
Clerk or the Director of Administrative Services shall have responsibility for maintaining
and coordinating all necessary personnel records. Annually employees will be required to
review the Personnel Police and sign an acknowledgement form and update the
Employee Information/ Emergency Information form.   The Director of Administrative

Services or his/ her designee shall advise all employees on all personnel transactions,

records systems and procedures.

Any employee or the employee' s designated representative, when authorized in writing by
the employee, may review such employee' s Official Personnel File maintained in the
Director of Administrative Services'   office upon request to the Director of

Administrative Services. Such review may be made during regular office hours consistent
with the conditions established by the Director of Administrative Services.

BACKGROUND CHECKS

All finalists for employment with the City will be subject to a background check to
confirm information submitted as part of application materials and to assist in

determining the candidate' s suitability for the position.  Except where already defined by
state law,  the Director of Administrative Services and/ or City Administrator will
determine the level of background check to be conducted based on the position being
filled.

A final applicant for a City position will be subject to a criminal history investigation.
Before the investigation is undertaken, the finalist must authorize, in writing, the City to
undertake such an investigation on a form approved by the City Attorney, and provided
by the City Clerk.
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RECRUITMENT AND SELECTION

All appointments in the municipal service shall be made according to job-relevant
qualifications, merits and fitness as determined by the City Council or City Administrator.
Appointments to municipal service shall be made by the Appointing Authority.

The basic recruitment and selection policies of the City are to take whatever measures

necessary to seek out and to encourage properly qualified individuals to apply for
positions at all levels of City service and to provide assurance that the best qualified
applicants are taken into municipal service. No person shall in any way be favored or
discriminated against because of race,  color,  creed,  age,  marital status,  sex,  political

opinion or affiliation, disability, sexual orientation, or welfare assistance status.

In making a selection from among candidates to fill vacancies, the City may use written,
oral or performance tests, an evaluation of training and experience, or any combination
of these.  Investigations of background,  character,  education,  experience or physical

fitness may also be required.

Any applicant or employee giving false or misleading information on an application form,
cheating on an examination, or falsifying a statement, certificate or evaluation shall not be
considered for employment or shall be subject to immediate dismissal. Fraud or attempts
to commit fraud which would preclude the City from impartially executing these
provisions shall be cause for the City to refuse to appoint an applicant or to dismiss an
employee.

No person seeking employment or promotion shall, either directly or indirectly, attempt
to influence the City Administrator or City Council in any way with money, services, or
other remuneration.

It is the City' s policy that relatives of persons currently employed by the City may be
hired only if they will not be working under or over a relative within a reporting chain
and are not likely to be in such a position in the future.  Current employees of the City

will not be transferred or promoted into such a reporting chain relationship.  If the

employees become relatives after employment, management will implement any
appropriate transfer or separation decision that may be necessary after consulting with
the affected employees.

For purposes of this Section a relative includes the employee' s spouse, legal guardian, as
well as children, siblings, parents, in-laws, grandparents, aunt, uncle, niece, and nephew

by blood, marriage or adoption.

Appointment to a position of municipal service shall not be construed to be a property
right of the employee. All employees are appointed by and serve at the sole discretion of
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the City Council.
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EMPLOYMENT GUIDELINES

Job Posting
The City of Arden Hills will post all job openings internally, and may also be publicized
in a local newspaper or through other news media deemed necessary,  in order to

encourage qualified persons to apply.  Qualified applicants will be interviewed by the
Director of Administrative Services,  appropriate Supervisor,  the respective Council

Committee, and appointed by the City Council.

Such notice shall include the job titles, duties, and the date the position is intended to be
filled.

Transfers

The City Council in their discretion may transfer employees from one department to
another or transfer work between departments of the City or to independent contractors.

Conduct as a City Employee

In accepting City employment, employees become representatives of the City and are
responsible for assisting and serving the citizens for whom they work.   An employee' s

primary responsibility is to serve the residents of Arden Hills.  Employees should exhibit

conduct that is ethical, professional, responsive, and of standards becoming of a City
employee.  To achieve this goal, employees must adhere to established policies, rules, and

procedures and follow the instructions of their supervisors.

Staff Guidelines

Since all employees share the responsibility for keeping their department operating in an
orderly, safe and efficient manner, they are entitled to know the types of conduct, which
will contribute to fulfilling their department' s functions. At a minimum all employees are
required to:

BE ON TIME Supervisors depend on each employee for help in maintaining important
work schedules. Being at the job location and ready to begin work at the specified time
will get things off to the right start.  An employee who wishes to flex their hours must

submit a form to their supervisor for approval.    The form will indicate the regular

schedule of the employee as well as the requested flex hours.  If approved and signed by
the supervisor, the form will be filed in the employee' s Personnel File and is updated

annually.

BE REGULAR Excessive absenteeism or tardiness jeopardizes an employee' s job and
creates problems for supervisors and fellow workers. An employee is required to furnish

satisfactory evidence that their absence is justified if their supervisor requests it.
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GIVE ADVANCE NOTICE WHEN USING UNSCHEDULED PERSONAL

TIME OFF An employee must notify their supervisor as early as possible if using
unscheduled Personal Time Off. Except in unusual cases, he/ she should talk directly with
their supervisor to be sure that their supervisor receives the message.

HELP KEEP THE WORK AREA AND EQUIPMENT IN GOOD ORDER It is

necessary to maintain sanitary and healthful conditions throughout the buildings and
offices. Good housekeeping promotes good workmanship and safety. Equipment must
be kept in order, the floor free of litter and the general rules of housekeeping observed.
Be neat in your personal appearance.

PERFORM THE JOB PROPERLY Supervisors are responsible for directing the

work. They will answer any questions or clarify any assigned duties, which an employee
does not understand. Every employee should take pride in their work and perform their
Job carefully and according to instructions. All necessary information should be passed
on to relief operators in order that they may continue the operation without interruption
or confusion.

BE AN EXAMPLE The conduct of each individual shall be beyond criticism as a

public employee. Good conduct not only allows the employee to protect himself/ herself
from censure, but also helps to make the whole organization to be one of pride to the

community.

BE POLITE No employee should let the weight of their job affect their personality. A

cheerful, polite attitude not only makes work easier, but also makes it easier for fellow
workers to work with the employee.

DRESS CODE Because all City staff interact with the public on a regular basis, it is
important for all employees to represent the City by dressing in a professional manner.
Each City employee should dress in a department issued uniform or in a  " Business

Casual" fashion. 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.

The City recognizes special job assignments or special duties of a particular job may
require an employee to wear non-business casual clothing. Approval must be received
from your supervisor for non-business casual clothing.

The City has adopted a casual Friday policy which allows an employee to wear jeans.
In the event an employee arrives at work inappropriately dressed or groomed,  the

employee will be sent home to change into appropriate clothing, and will be expected to
use PTO for the lost time during the work day.
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CONFLICT OF INTEREST.     City employees are to remove themselves from
situations in which they would have to take action or make a decision where that action
or decision could be perceived or actual conflict of interest.   If an employee has any
question about whether such a conflict exists he/ she should consult with the Director of

Administrative Services or the City Administrator.

FALSIFICATION OF RECORDS.   Any employee who makes false statements or
commits, or attempts to commit, fraud in an effort to prevent the impartial application of

these policies will be subject to immediate disciplinary action up to and including
termination and potential criminal prosecution.

PERSONAL PHONE CALLS Personal telephone calls are to be made or received

only when truly necessary.   They are not to interfere with City work and are to be
completed as quickly as possible.  Any personal long distance call costs will be paid by the
employee.   Please refer to the Cell Phone policy for information on use of cellular
phones.

POLITICAL ACTIVITY.  City employees have the right to express their views and to
pursue legitimate involvement in the political system.   However, no City employee will
directly or indirectly, during hours of employment, solicit or receive funds for political
purposes.   Further, any political activity in the workplace must be pre-approved by the
City to avoid any conflict of interest or perception of bias such as using authority or
political influence to compel another employee to apply for or become a member of a
political organization.

KNOW THESE REGULATIONS. Employees are expected and required to know and
observe rules and regulations contained in this manual as a condition of original and

continued employment.
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EMPLOYEE' S RESPONSIBILITIES

General Policy

For the effective administration and implementation of City policy, and to serve the
citizens, each individual employee must cooperate to the fullest with all fellow employees

and the public. City employees have a high degree of visibility to the general public and,
therefore, must exercise particular care and caution to ensure that all work undertaken is
accomplished expediently and with efficiency.  To achieve this goal,  employees must

adhere to established rules and procedures and follow the instructions of their

supervisors.

Employees Are Required To:

1.       Render prompt and courteous service to the public at all times conducting

themselves with decorum, patience, and every possible courtesy.

2.       Perform their assigned duties to the best of their ability at all times and to

continually strive to improve their performance.

3.       Read, understand and comply with the rules and regulations as set forth in
this Personnel Policy as well as those of their department.

4.       Report all unsafe conditions to their immediate supervisor.
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PUBLIC EMPLOYEE' S RETIREMENT ASSOCIATION (PERA)

The City of Arden Hills is a member of the Public Employee' s Retirement Association
PERA)  to provide benefits for its eligible employees.  Participation is mandatory for

most employees,  and contribution to PERA begin immediately.    The City and the
employee contribute to PERA each pay period as determined by state law.    It is

important for retiring employees to contact the PERA office for a suitable annuity plan at
least four months prior to retirement.

Any person terminating employment with the City is entitled to a refund in the amount
deducted from the employee' s paycheck. This amount may also be left in the retirement
fund, if vested. All terminating employees should check with PERA concerning ttheir
PERA contributions.
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RIGHT TO KNOW

Any employee routinely exposed to hazardous substances or harmful physical agents as
defined in the Minnesota Employee Right to Know Act of 1983 ( Laws 1983, Ch. 316,

Minn. Stat.  182.65- 182.675)  shall be trained before being assigned or reassigned work
exposing the employee to such substances or agents and shall be given training annually
thereafter. Training shall include an explanation of how and where information about
hazards are stored in the workplace, how the hazards are labeled, and where to obtain

specific information.  The Director of Administrative Services shall provide for such

training and for compliance with the " Minnesota Employee Right to Know Act of 1983",
including the establishment of specific policies to insure compliance with the State law
and regulations. An employee acting in good faith has the right to refuse to work under
conditions which the employee reasonably believes present an imminent danger of death
or serious physical harm to the employee.
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DRUG-FREE WORKPLACE POLICY

PURPOSE AND OBJECTIVES

The City of Arden Hills (" 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 Arden Hills 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 Arden Hill' s Drug and Alcohol 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.

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.

City" means the City of Arden Hills

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
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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 controlled substances and alcohol.

Confirmatory test"  means a controlled substance or alcohol test on a sample to

substantiate the results of a prior controlled substance 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" has the same meaning as " controlled substance" defined in Minn. Stat. § 152.01,

subd. 4.

Drug and alcohol testing," " drug or alcohol testing," and " drug 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.l, for the purpose of measuring
their presence or absence of drugs, alcohol, or their metabolites in the sample tested.

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 or alcohol test that uses a method of analysis
under one of the programs listed in Minn. Stat. § 181. 953, subd. 1.

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, illegal drugs, 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.
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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 or alcohol usage would threaten the
health or safety of any person.

Under the influence" means ( 1) the employee tests positive for alcohol or drugs, 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.

PERSONS SUBJECT TO TESTING & 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 any employee for alcohol and/ or controlled substance under
any of the following circumstances with a properly accredited or licensed testing
laboratory, in accordance with Minn. Stat. § 181. 953, subd. 1:

Pre-Employment Testing_
Every job applicant offered employment with the city receives the offer conditioned
upon successful completion of a drug test, among other conditions. If the job offer is
withdrawn based on drug test results, the city will inform the applicant of the reasons for
the withdrawal. A failure of the 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 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.

Temporary and seasonal employees are also subject to this policy. A new drug test will be
required if it has been at least one year from the date of their last drug screen.

Reasonable Suspicion Testing_
Consistent with Minn. Stat. § 181. 951, subd. 3, employees will be subject to alcohol and

controlled substance testing when reasonable suspicion exists to believe that the
employee:

Is under the influence of alcohol or a controlled substance; or

Has violated written work rules prohibiting the use,  possession,  sale or

transfer of drugs or alcohol while working, while on city property, or while
operating city vehicles, machinery or any other type of equipment; or
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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
a controlled substance 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 or drugs 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 Director of Administrative Services or the Director' s designee
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.

Treatment Program Testing.

In accordance with Minn. Stat. § 181. 951, subd. 6., the City may request or require an
employee to undergo drug and alcohol testing if the employee has been referred by the
City for chemical dependency treatment or evaluation, or is participating in a chemical
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 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.

Routine Physical Examination Testing.

The City may request or require an employee to undergo drug testing as part of a routine
physical examination. The City, in accordance with Minn. Stat. 5 181. 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.
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Random Testing.

In accordance with Minn. Stat. § 181. 951, subd. 4, the City may require an employee to
submit to random 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 or drug
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 and/ or
alcohol 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 or
alcohol testing of a blood sample will not be considered to have refused testing, unless
the employee or job applicant also refuses to undergo drug or alcohol testing of a urine
sample.

Cost of Required Testing
The City will pay for the cost of all drug and alcohol testing requested or required of all
job applicants and employees, with the exception of confirmatory retests. Job applicants
and employees are responsible for paying for all costs associated with any requested
confirmatory retests.

PROHIBITION AGAINST CONTROLLED SUBSTANCE 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,  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 controlled substance used as intended by the

manufacturer; or (3) when necessary for approved law enforcement activity.
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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 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.  The federal government still classifies cannabis as an illegal

drug, even though some states have decriminalized its possession and use.  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 ofAlcohol or Drug( s).
Employees are prohibited from being under the influence of alcohol or drugs 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 controlled

substance 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 Controlled Substance Convictions.

Any employee convicted of any criminal drug statute must notify his or her supervisor
and the Director of Administrative Services in writing of such conviction no later than
five days after such conviction. Within 30 days after receiving notice from an employee
of a controlled substance- related conviction, the City will take appropriate personnel
action against the employee up to and including discharge, or require the employee to
satisfactorily participate in a controlled substance 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 if required by federal law.
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Failure to Disclose Lawful Controlled Substance.

Employees taking a lawful controlled substance, including prescription and over-the-
counter controlled substances,  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, The Director

of Administrative Services 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 the Director of Administrative Services.

In the case of current employees and in accordance with Minn.  Stat.  §  181. 953, the

Director of Administrative Services 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 the Director of Administrative Services.

Notification of Positive Test Results.

In the event of a confirmed positive blood or urine alcohol and/ or drug test result, the
city will notify the employee of a negative drug and/ or alcohol result within three days of
receipt of the result. the Director of Administrative Services will send to the employee or

job applicant a " Positive Test Results Notification" letter containing further instructions.
The employee or job applicant may contact the Director of Administrative Services to
request a copy of the test result report if desired.  In accordance with Minn.  Stat.  5
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 controlled substance or alcohol test result
on a confirmatory test, the employee or job applicant may submit information to
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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 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 controlled substance 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.
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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 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:

1)  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

2)The employee has either refused to participate in the counseling or
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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 or alcohol,  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 and/ or drugs 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.

NON-DISCRIMINATION

The City of Arden Hills' 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 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 the Sand Creek Group, Ltd. at 1- 888-243-
5744.
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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, the Director of Administrative
Services or the City Administrator to obtain additional information.

By this policy, the City of Arden Hills 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.
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CITY PROPERTY

The City will furnish all applicable tools, equipment, vehicles and similar instruments of
production necessary for an employee to perform their job.  Such items are the

responsibility of the employee to maintain. No City equipment of any kind is to be used
or operated by anyone other than a City employee. The willful damage, destruction, or
the unauthorized removal of city-owned property shall be grounds for immediate
dismissal

Any employee who has authorized possession of keys, tools, cell phones, pagers, or other
city-owned equipment must register his/ her name and the serial number (if applicable) or
identifying information about the equipment with his/ her supervisor. All such equipment
must be turned in and accounted for by any employee leaving employment with the city
in order to resign in good standing.

Employees are responsible for the safekeeping and care of all such equipment. The
duplication of keys owned by the city is prohibited unless authorized by the City
Administrator. Any employee found having an unauthorized duplicate key will be subject
to disciplinary action.

CITY VEHICLES AND EQUIPMENT

City vehicles and equipment shall be used only in conjunction with performance of City
operations and duties. City vehicles shall not be used for transportation from a specific
job site or location for the purpose of taking a rest period or lunch period, unless
authorized by the supervisor.  Persons operating City vehicles are prohibited from
providing rides to non-authorized passengers. Employees are prohibited from using City
vehicles or other City equipment for personal purposes without prior approval from the
City Administrator.

CITY DRIVING POLICY

This policy applies to all employees who drive a vehicle on City business whether driving
a City-owned vehicle or their own personal vehicle.    The City expects all employees who
are required to drive as part of their job to drive safely and legally when on City business
and to maintain a good driving record.

The City will examine driving records once per year for all employees who are covered by
this policy to determine compliance with this policy.  Employees who lose their driver' s

license or receive restrictions on their license are required to notify their immediate
supervisor on the first day of work after any temporary, pending or permanent action is
taken on their license and to keep their supervisor informed of any changes thereafter.
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The City will determine appropriate action on a case- by-case basis, up to and including
termination.

BUILDING SECURITY

Security of City offices and buildings is of such extreme importance that special efforts
must be made to protect this property from unauthorized use or theft.

City employees are responsible to secure and safeguard City property under their control.

When leaving the building at the end of the day, employees must be sure that doors are
locked and the alarm system is activated.
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OUTSIDE EMPLOYMENT

The potential for conflict of interest is lessened when individuals employed by the City
regard the City as their primary employment responsibility.  All outside employment is to

be reported to the employee' s immediate supervisor.  If a potential conflict exists based

on this policy or any other consideration,  the supervisor will consult with the City
Administrator.  Any City employee accepting employment in an outside position that is
determined by the City Administrator to be in conflict with the employee' s City job will
be required to resign from the outside employment or may be subject to discipline up to
and including termination.

For the purpose of this policy, outside employment refers to any non-City employment
or consulting work for which an employee receives compensation,   except for

compensation received in conjunction with military service or holding a political office or
an appointment to a government board or commission that is compatible with City
employment.     The following is to be considered when determining if outside
employment is acceptable:

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.

Outside employment must not use City equipment,  resources or staff in the
course of the outside employment.

The employee must not violate any City personnel policies as a result of outside
employment.

The employee must not receive compensation from another individual or
employer for services performed during hours for which he/ she is also being
compensated by the City.  Work performed for others while on approved PTO or

compensatory time is not a violation unless that work creates the appearance of a
conflict of interest.

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 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.
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SMOKING

The City observes and supports the Minnesota Clean Indoor Air Act.  All City buildings,
facilities, property 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,

building, vehicle or on City property.

Smoking of any kind, including pipes, cigars, and cigarettes, vaping with e- cigarettes, and
the use of chewing tobacco is prohibited for employees while on duty.   Employees 18

and over are allowed to smoke only during their breaks and lunch and only in areas
designated for that purpose.

PERSONAL COMMUNICATIONS AND USE OF SOCIAL MEDIA

It is important for City employees to remember that the personal communications of
employees may reflect on the City, especially if employees are commenting on City
business. The following guidelines apply to personal communications, including various
forms such as social media (Facebook, Twitter, blogs, YouTube, etc.), letters to the editor

of newspapers, and personal endorsements:

Remember that what you write or post is public, and will be so for a long time. It may
also be spread to large audiences. Use common sense when using email or social

media sites. It is a good idea to refrain from sending or posting information or photos
that you would not want your boss or other employees to read, or that you would be
embarrassed to see in the newspaper. Keep in mind harassment, bullying, threats of
violence, discrimination, or retaliation that would not be permissible in the workplace
is not permissible between co-workers online, even if it is done after hours, from
home and on home computers.

The City of Arden Hills 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 may reasonably 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, national origin, age, color,

creed, religion, disability, marital status, familial status, veteran status, sexual
orientation, status with regard to public assistance or membership or activity in a local
commission.

If you publish something related to City business, identify yourself and use a
disclaimer such as, " I am an employee of the City of Arden Hills. However, these are
my own opinions and do not represent those of the City of Arden Hills."
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
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examples: a building inspector could not use the City' s logo, email, or working time to
promote his/ her side business as a plumber; a parks employee should not access a

park after hours even though he or she may have a key; a clerk, while working at City
Hall, should not campaign for a friend who is running for City Council.
Personal social media account name or email names should not be tied to the City
e.g., City nameCop).
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COMPENSATION

Form of Payment

As provided for in Minnesota law, all employees are required to participate in direct
deposit.  Employees are responsible for notifying the Director of Administrative Services
or City Clerk of any change in status including changes in address, phone number, names
of beneficiaries, marital status, etc.

Paystubs will not be given to anyone other than the person for whom they were
prepared, unless the person has a note signed by the employee authorizing the City to
give the other person the check.    Paystubs will be given to the spouse,  or another

appropriate immediate family member, in the case of a deceased employee.

Setting of Salaries
Salaries for all City employees are set by City Council, based on the recommendation of
the City Administrator and/ or the Director of Administrative Services.

Under the Minnesota Wage Disclosure Protection Law, employees have the right to tell

any person the amount of their own wages.   While the Minnesota Government Data

Practices Act (Minn. Statute 13.43). specifically lists an employee' s actual gross salary and
salary range as public personnel data,  Minnesota law also requires wage disclosure
protection rights and remedies to be included in employer personnel handbooks.  To that

end, and in accordance with Minn. Statute 181. 172, the City shall not:
Require nondisclosure by an employee of his or her wages as a condition of
employment.

Require an employee to sign a waiver or other document which purports to deny
an employee the right to disclose the employee' s wages.

Take any adverse employment action against an employee for disclosing the
employee' s own wages or discussing another employee' s wages which have been
disclosed voluntarily.
Retaliate against an employee for asserting rights or remedies under Minn. Statute
181. 172, subd. 3.

The City shall not retaliate against an employee for disclosing his/ her own wages.   An

employee' s remedies under the Wage Disclosure Protection Law are to bring a civil
action against the city and/ or file a complaint with the Minnesota Department of Labor
and Industry at ( 651) 284- 5070 or (800) 342- 5354.

Pay Date
It is the policy of the City of Arden Hills to compensate employees for service on a bi-
weekly basis. Pay period shall extend for a 14- day work period beginning on Saturday and
ending on Friday.  Direct deposit shall be issued no later than the following Friday.
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Employees shall not receive payment before the scheduled pay date without the prior
consent of the City Administrator. When a pay date falls on an official holiday, employees
will receive their direct deposit on the last working day before the holiday.

Time Reporting
Full-time, non-exempt employees are expected to work the number of hours per week as
established for their position.  In most cases, this will be 40 hours per workweek.  They
will be paid according to the time reported on their time sheets.   To comply with the
provisions of the federal and state Fair Labor Standards Acts, hours worked and any
leave time used by non-exempt employees are to be recorded daily and submitted to
payroll on a bi-weekly basis. Each time reporting form must include the signature of the
employee and immediate supervisor.  Reporting false information on a time sheet may be
cause for immediate termination.

Overtime/ Compensatory Time
The City has established this overtime policy to comply with applicable state and federal
laws governing accrual and use of overtime.  The Director of Administrative Services will

determine whether each employee is designated as  " exempt"  or  " non-exempt"  from

earning overtime.   In general, employees in executive, administrative, and professional

job classes are exempt; all other are non-exempt.

Non-Exempt (Overtime-Eligible) Employees

All overtime-eligible employees will be compensated at the rate of time-and-one-half for
all hours worked over 40 in one workweek. Vacation, sick leave, and paid holidays do not

count toward " hours worked." Compensation will take the form of either time-and-one-

half pay or compensatory time. Compensatory time is paid time off at the rate of one-
and-one-half hours off for each hour of overtime worked.

For most employees the workweek begins at midnight on Sunday and runs until the
following Saturday night at 11: 59 p.m. Supervisors may establish a different workweek
based on the needs of the department, subject to the approval of the City Administrator.

The employee' s supervisor must approve overtime hours in advance. An employee who

works overtime without prior approval may be subject to disciplinary action.

Overtime earned will be paid at the rate of time-and-one- half on the next regularly
scheduled payroll date, unless the employee indicates on his/ her timesheet that the

overtime earned is to be recorded as compensatory time in lieu of payment.

The maximum compensatory time accumulation for any employee is 40 hours per year.
Once an employee has earned 40 hours of compensatory time in a calendar year, no
further compensatory time may accrue in that calendar year. All further overtime will be
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paid. Employees may request and use compensatory time off in the same manner as
other leave requests.

All compensatory time will be marked as such on official time sheets, both when it is
earned and when it is used. The Finance Department will maintain compensatory time
records. All compensatory time accrued will be paid when the employee leaves City
employment at the hourly pay rate the employee is earning at that time.

Exempt (Non-Overtime-Eligible) Employees

Exempt employees are expected to work the hours necessary to meet the performance
expectations outlined by their supervisors. Generally, to meet these expectations, and for
reasons of public accountancy, an exempt employee will need to work 40 or more hours
per week. Exempt employees do not receive extra pay for the hours worked over 40 in
one workweek.

Exempt employees are paid on a salary basis. This means they receive a predetermined
amount of pay each pay period and are not paid by the hour. Their pay does not vary
based on the quality or quantity of work performed, and they receive their full weekly
salary for any week in which any work is performed.

The City will only make deductions from the weekly salary of an exempt employee in the
following situations:

The employee is in a position that does not earn Personal Time Off( PTO) and

is absent for a day or more for personal reasons other than sickness or
accident.

The employee is in a position that earns PTO, receives a short-term disability
benefit or workers' compensation wage loss benefits, and is absent for a full

day due to sickness or disability, but he/ she is either not yet qualified to use the
paid leave or he/ she has exhausted all of his/ her paid leave.

The employee is absent for a full workweek and, for whatever reason, the

absence is not charged to paid leave ( for example, a situation where the

employee has exhausted all of his/ her paid leave or a situation where the

employee does not earn paid leave).

The very first workweek or the very last workweek of employment with the
City in which the employee does not work a full week. In this case, the City will
prorate the employee' s salary based on the time actually worked.
The employee is in a position that earns paid leave and is absent for a partial

day due to personal reasons, illness, or injury, but:
Paid leave has not been requested or has been denied.

Paid leave is exhausted.

The employee has specifically requested unpaid leave.
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The employee is suspended without pay for a full day or more for disciplinary
reasons for violations of any written policy that is applied to all employees.
The employee takes unpaid leave under the FMLA.

The City may for budgetary reasons implement a voluntary or involuntary
unpaid leave program and, under this program, make deductions from the

weekly salary of an exempt employee. In this case, the employee will be treated
as non-exempt for any workweek in which the budget-related deductions are
made.

The City will not make deductions from pay due to exempt employees being absent for
jury duty or attendance as a witness but will require the employee to pay back to the City
any amounts received by the employee as jury fees or witness fees.

If the City inadvertently makes an improper deduction to the weekly salary of an exempt
employee, the City will reimburse the employee and make appropriate changes to comply
in the future.

All employees, in all departments, are required to work overtime as requested by their
supervisors as a condition of continued employment. Refusal to work overtime may
result in disciplinary action. Supervisors will make reasonable efforts to balance the
personal needs of their employees when assigning overtime work.

Leave Policy for Exempt Employees

Exempt employees are required to work the number of hours necessary to fulfill their
responsibilities including evening meetings and/ or on-call hours. The normal hours of
business for exempt staff are Monday through Friday, 8 a.m. to 4:30 p.m., plus evening
meetings as necessary.  ( Unless summer hours are in effect, then the hours are Monday—
Thursday from 7: 30 a.m. to 5: 00 p.m. and Friday 7: 30 a.m. to 11: 30 a.m.)

Because of the nature of the duties performed by these employees, it is impracticticable
to apply provisions which prescribe normal work hours.  However, it is normally
expected that eighty (80) hours of work shall constitute a normal payroll period.  It is

recognized that these employees are responsible for managing and accounting for their
own hours of work and that they may work hours in excess of the normal work day
and/ or payroll period and may make adjustments in hours of work in subsequent work
days and/ or payroll periods, provided such time management system does not result in

overtime payment or guarantee hour-for-hour time off for extra hours worked (Flex
time).  These employee should maintain their schedules on their Outlook calendar.

Exempt employees must communicate their absence to their supervisor or in their

absence the City Administrator or his/ her designee.

If one of the above employees is regularly absent from work under this policy and it is
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found that there is excessive time away from work, the situation will be handled as a
performance issue. Additional notification and approval requirements may be adopted by
the City Administrator or his/ her designee for specific situations as determined
necessary.
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BENEFITS

Insurance

All full time and benefit earning employees shall be required to participate in the
Employer' s group health,  dental,  life,  and other applicable insurance programs.  The

Employer shall contribute a monthly sum established annually by the Council.

Detailed analysis of the current insurance program shall be included in the annual benefit

summary.

POST EMPLOYMENT HEALTH CARE SAVINGS PLAN

All full-time and benefit earning employees are eligible to participate in the Minnesota
Post Employment Health Savings Plan  (HCSP)  established under Minnesota Statutes,

section 352.98  ( Minn.  Supp.  2001)  and as outlined in Minnesota State Retirement

System' s Trust and Plan Documents.

All funds collected by the City on behalf of the employee will be deposited into the
employee' s Post Employment Health Care Savings Plan Account through Minnesota
State Retirement System.

The City has agreed to contribute payroll deductions to the Post Employment Health
Care Savings Plan (HCSP) with Minnesota State Retirement Systems as described below:

A. All upper management employees   (Director Level and above)   shall

contribute an ongoing percent of pay of 2% to HCSP.

B.All City employees who are eligible for the unused sick leave severance
payout  ( Bank),  will contribute to the Post Employment Health Care
Savings Plan as described below:

All employees who have an eligible sick leave ( Bank)  balance upon

separation shall have 100% of those funds converted into cash, and

the dollars shall be deposited into their Post-Employment Health
Care Savings Account (HCSP) on their final check.

C.All City employees who are eligible for the unused Personal Time Off
PTO), Flex Time, or Compensatory Time severance payout, outlined in

the Personal Time Off, Exempt Employee Guidelines, and Compensation

sections of this policy, will contribute to the Post Employment Health
Care Savings Plan as described below:

All employees who have an eligible Personal Time OFF ( PTO) leave
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balance upon leaving the City shall have 100%  of those hours

converted into cash and deposited into their Post-Employment

Health Savings Account (HCSP) on their final check.

All employees who have an eligible Flex Time or Comp Time leave
balance upon leaving the City shall have 100%  of those hours

converted into cash and deposited into their Post-Employment

Health Savings Account (HCSP) on their final check.

D. In the event of the employees death, any payments owed to this employee
by the City, may not be contributed into the Post-Employment Health
Care Savings Account (HCSP).  Upon death of the employee, all payments

owed to this employee will be paid to the employees beneficiaries.
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HOURS OF WORK

Work Schedules

Because of the necessity of providing municipal services twenty-four hours per day,
seven days per week, employees are required to work a regular schedule of hours as

established by the City. A regular schedule of hours should not be construed as excluding
shift rotations and emergency work schedules based on public necessity as determined by
the City.   Those employees with approved Flex hour schedules shall have the proper

documentation in their Personnel File and maintain those hours.

Part-time, seasonal, and temporary positions:
In order to comply with law while avoiding penalties,  part-time employees will be

scheduled with business needs and in a manner that ensures positions retain part-time

status as intended.   Effective February 29, 2016, employees in part-time and temporary
positions will not be permitted to work more than 28 hours/ week, including hours
worked and paid leave  ( such as annual leave or holiday leave).   All shifts, including
schedule trades or picked-up shifts,  must be pre-approved by supervisor.    Unpaid

furloughs may be imposed on employees who exceed 28 hours/ week.  Working a shift
without prior approval may result in discipline,  up to and including termination of
employment.  In some rare instances, a part-time, seasonal, or temporary employee may
be offered health insurance in order to comply with federal health care reform laws and
regulations.

Work Assignments

The department managers and the City Administrator will arrange work assignments for
the best operation of the department for all employees in all departments. All meal breaks

are unpaid.

Breaks

A fifteen ( 15) minute rest period/ break will be allowed within each four (4) consecutive

hours of work during an employee' s shift. Departments are responsible for scheduling
rest periods/ breaks that do not interfere with work requirements. A thirty ( 30) minute
unpaid lunch break will be provided during a shift, and will normally occur midway in a
shift.  Employees are expected to use these breaks as intended and will not be permitted

to adjust work start/ end time by saving these breaks.

Employees working in City buildings will normally take their breaks at the place provided
for that purpose in each building.   Employees working out-of-doors will normally take
their break at the location of their work.   Employees whose duties involve traveling
throughout the City may stop along the assigned route at a restaurant or other public
accommodation for their fifteen (15) minute break.  Exceptions must be approved by the
supervisor or department director.
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Departments with unique job or coverage requirements may have additional rules, issued
by the supervisor and subject to approval of the City Administrator, on the use of meal
breaks and rest periods.

Employees will not work through a lunch break without prior approval from the City
Administrator, Director of Administrative Services, or supervisor.

Up to a one  ( 1)  hour unpaid lunch period may be provided in each eight  (8)  hour

workday with the approval of the employee' s supervisor if breaks are combined with the
thirty  ( 30)  minute lunch.  Exempt employees shall receive lunch periods at times

determined by the needs of their work.

Any employee who performs a regular eight ( 8) hour shift between the hours of
9:00 p.m.  and 9:00 a.m., or any employee who works more than five  (5)  consecutive

hours of overtime, shall be given a thirty (30) minute lunch break with pay.

Summer Hours

The City Council may annually approve summer hours of operation, which will typically
begin on the Tuesday after Memorial Day each year and end on the Friday before Labor
Day of each year.

HOLIDAYS

All full- time employees are eligible for the following holidays:

New Year' s Day January 1st
Martin Luther King,Jr. Day Third Monday in January
President's Day Third Monday in February
Memorial Day Last Monday in May
Independence Day July 4th
Labor Day First Monday in September
Veterans Day November 11 th

Thanksgiving Fourth Thursday in November
Day after Thanksgiving Fourth Friday in November
Christmas Eve Afternoon December 24th

last 4 hours of working day)       ( this turns into a floater in years that Christmas

Eve lands on a Saturday or a Sunday)
Christmas Day December 25th

New Year' s Eve Afternoon December 31s'

last 4 hours of working day)       ( this turns into a floater in years that New Year' s

Eve lands on a Saturday or a Sunday)
1 Floating Holiday Determined by the employee with supervisor

approval
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Official holidays commence at the beginning of the first shift of the day on which the
holiday is observed and continue for twenty- four (24) hours thereafter.

Whenever a holiday falls on a Sunday, the following Monday will be considered the
holiday. Whenever a holiday falls on a Saturday, the preceding Friday will be considered
the holiday.
Employees will receive full pay at their normal straight time rates for eight ( 8) hours for
each holiday listed provided the employee is on compensated payroll status the last
assigned work day preceding the holiday, and the first assigned work day following the
holiday. Any employee on a leave of absence without pay from the City is not eligible for
holiday pay.

Employees required to work on a designated holiday shall be compensated two (2) times
their base hourly pay rate for each hour worked. Full-time or part-time employees who
work an average of 20 hours a week or more will be eligible for pro-rated holiday pay.
This pay will be based on their average daily hours worked.
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PERSONAL TIME OFF

All employees hired before June 29, 2002, will convert their current sick leave accrued
hours to Personal Time Off (PTO).  The conversion will be calculated by adding current
accrued sick leave and current accrued vacation and subtracting two hundred forty hours
240) as PTO.  The remainder of the sick leave will be added to the " Bank".  " Bank" is

defined as accrued hours which may be used only when the employee qualifies under
Short-Term Disability, Long-Term Disability or when accrued PTO is exhausted.   Full-

time employees who have completed ten ( 10) or more years of continuous service with

the City and who leave in good standing will receive 33- 1/ 3% of unused, accumulated

sick leave or  " Bank Hours"  upon their separation.    Full-time employees who have

completed twenty ( 20) or more years of continuous service with the City and who leave
in good standing will receive 50% of unused, accumulated sick leave or " Bank Hours"

upon their separation.  To qualify for this benefit an employee must have an established
sick leave bank resulting from the conversion of the PTO program.   Any benefit paid
shall be paid into the employee' s Post-Employment Health Care Savings Plan.

Personal Time Off(PTO) is authorized absence from duty. It can be used for any reason,
subject to existing request and approval procedures. As with all paid time off programs,
the City needs to ensure that service to the public and work requirements are not
adversely impacted.

Qualified full-time employees and part-time employees are eligible for Personal Time Off
PTO). Employees may not use Personal Time Off until successful completion of their

training period, although Personal Time Off accumulates during this time. Personal Time
Off for benefit employees shall be pro-rated.

The following chart provides information regarding Personal Time Off. Years of service
are calculated from the anniversary date of employment.

PERSONAL TIME OFF SCHEDULE (Hired Previous to June 29, 2015)
Completed Years of Service Personal Time

0- 5 7 hours bi-weekly
6- 10 9 hours bi-weekly
after 10 10 hours bi-weekly

PERSONAL TIME OFF SCHEDULE (Hired June 29, 2015, or after)
Completed Years of Service Personal Time

0- 3 6 hours bi-weekly
4- 9 7 hours bi-weekly
10- 14 7. 5 hours bi-weekly
15- 19 8. 5 hours bi-weekly
20 or more 9 hours bi-weekly
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Benefit year for Personal Time Off is March 1s' 
through February 28th. A maximum of

240 hours of Personal Time Off may be carried over from benefit year to benefit year.
Carry-over beyond 240 hours of Personal Time Off will only be made under special
circumstances with approval from the City Administrator.

All employees must receive permission from the department supervisor or City
Administrator at least ten ( 10) working days prior to taking Personal Time Off when
Personal Time Off is to extend for a period of more than three ( 3) consecutive days. If
three ( 3) consecutive days of unscheduled Personal Time Off are used, the supervisor

shall make an inquiry into the employee' s absence, and the employee shall cooperate in
authorizing the supervisor to obtain any necessary medical, hospital or other records that
validate the unscheduled absence. If the Personal Time Off is to be for eight ( 8) hours or
less, permission will be granted without notice if their supervisor feels that City service
will not be adversely affected. Priority will be given to Personal Time Off scheduling
based on the earliest date of request. Personal Time Off scheduling for departmental
employees is the responsibility of the department managers.  No employee will be

permitted to use Personal Time off for the purpose of receiving double pay.

Any employee leaving the service of the City in good standing will be compensated 100%
for Personal Time Off accrued,  not to exceed 240 hours,  to the day of separation
provided said employee has served at least twelve  ( 12)  consecutive months prior to

separation and has given the City at least two weeks notice prior to the effective date of
such separation. Such pay for accumulated Personal Time Off will be at the same rate as
the hourly rate of the employee' s base salary. Personal Time Off may not be used to
extend an employee' s actual termination date.    This benefit shall be paid into the

employee' s Post-Retirement Health Care Savings Plan.

When a paid holiday falls on a working day during an employee' s Personal Time Off, the
day of the holiday will not be counted as a day of Personal Time Off.

One ( 1) day of Personal Time Off shall equal eight (8) hours for full time employees.

In the case of disability from a work related disease or injury for which Worker's
Compensation benefits are available, an employee may elect to use Personal Time Off
benefits rather than Worker's Compensation benefits by notifying the Director of
Administrative Services of their election.  Under no circumstances can an employee

receive both Personal Time Off and Worker's Compensation benefits for the same

period of disability,  except if the employee elects to receive Worker' s Compensation
benefits he/ she may also use Personal Time Off to the extent necessary to increase their
income to their net wage prior to the injury or onset of the disease.
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EXEMPT EMPLOYEE FLEX-TIME GUIDELINES

Exempt employees may accrue flex- time on a 1: 1 ratio for attending various meetings
outside of their normal work day.  Exempt employees may use accrued flex- time as
approved by their supervisor, but no more than 9 consecutive hours of flex time may be
used. Exempt employees shall be compensated for no more than eighty ( 80) hours of

accrued flex-time upon termination.  This benefit shall be paid into the employee' s Post-

Retirement Health Care Savings Plan.

MEDICAL CERTIFICATION

Good attendance is an essential job function for all City employees. If unplanned
absences are excessive, a doctor' s certification may be required. The physician' s
certification is to state the nature and duration of the illness or injury and verify that the
employee is unable to perform the duties and responsibilities of his/ her position. A

statement attesting to the employee' s ability to return to work and perform the essential
functions of the job and a description of any work restrictions may also be required
before the employee returns to work.

Annual leave will not accrue during unpaid leaves. Benefit earning employees will accrue
annual leave on a prorated basis based on regular hours worked.

Annual leave will accrue on a pay-period basis. Employees can carry over any annual
leave that does not exceed the stated cap.
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MILITARY LEAVE

State and federal laws provide protections and benefits to City employees who are called
to military service, whether in the reserves or on active duty. Such employees are entitled
to a leave of absence without loss of pay, seniority status, efficiency rating, or benefits for
the time the employee is engaged in training or active service not exceeding a total of 15
days in any calendar year.

The leave of absence is only in the event the employee returns to employment with the
City as required upon being relieved from service, or is prevented from returning by
physical or mental disability or other cause not the fault of the employee, or is required
by the proper authority to continue in military or naval service beyond the fifteen (15)
day paid leave of absence. Employees on extended unpaid military leave will receive
fifteen (15) days paid leave of absence in each calendar year, not to exceed five years.

Where possible, notice is to be provided to the City at least ten ( 10) working days in
advance of the requested leave. If an employee has not yet used his/ her fifteen (15) days

of paid leave when called to active duty, any unused paid time will be allowed for the
active duty time, prior to the unpaid leave of absence.

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

Eligibility for continuation of insurance coverage for employees on military leave beyond
fifteen (15) days will follow the same procedures as for any employee on an unpaid leave
of absence.

FUNERAL LEAVE

Employees will be permitted to use up to three ( 3) consecutive working days, with pay, as
funeral leave upon the death of an immediate family member. This paid leave will not be
deducted from the employee' s PTO balance.

The actual amount of time off, and funeral leave approved, will be determined by the
supervisor or City Administrator depending on individual circumstances ( such as the
closeness of the relative, arrangements to be made, distance to the funeral, etc.).

ELECTIONS/ TIME OFF TO VOTE

An employee selected to serve as an election judge pursuant to Minnesota law, will be

allowed time off without pay for purposes of serving as an election judge, provided that
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the employee gives the City at least ten ( 10) days written notice.

All employees eligible to vote at a State general election, at an election to fill a vacancy in
the office of United States Senator or Representative, or in a Presidential primary, will be
allowed time off with pay to vote on the election day. Employees wanting to take
advantage of such leave are required to work with their supervisors to avoid coverage

issues.

JURY DUTY

Full-time and benefit earning employees will be granted paid leaves of absence for
required jury duty.   Time spent on jury duty will not be counted as time worked for
computing overtime.

Employees excused or released from jury duty during their regular working hours will
report to their regular work duties as soon as reasonably possible or will take accrued

Personal Time Off(PTO) to make up the difference.

Employees are to notify their supervisor as soon as possible after receiving notice to
report for jury duty.  The employee will be responsible for ensuring that a report of time

spent on jury duty and pay for is completed by the Clerk of Court so the City will be able
to determine the amount of compensation due for the period involved.

Temporary and seasonal employees are generally not eligible for compensation for
absences due to jury duty, but can take leave without pay subject to department head
approval.  However, if a temporary or seasonal employee is classified as exempt, he/ she
will receive compensation for the jury duty time.

COURT APPEARANCES

Employees will be paid their regular wage to testify in court for City-related business.
Any compensation received for court appearances ( e.g. subpoena fees) arising out of or
in connection with city employment, minus mileage reimbursement, must be turned over
to the City.

VICTIM OR WITNESS LEAVE

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

All employees are required to report any job- related illnesses or injuries to their
supervisor immediately (no matter how minor). If your supervisor is not available, then

you must report this to the department director or the Director of Administrative
Services or his/ her designee.  If a supervisor is not available and the nature of injury or
illness requires immediate treatment, the employee is to go to the nearest available

medical facility for treatment and, as soon as possible, notify his/ her supervisor of the
action taken or the department director or the Director of Administrative Services or

his/ her designee. In the case of an emergency, 911 should be called.

If the injury is not of an emergency nature, but requires medical attention, the employee
will report it to the supervisor and make arrangements for a medical appointment.

Workers' compensation benefits and procedures to return to work will be applied

according to applicable state and federal laws.

PREGNANCY AND PARENTING LEAVE

Employees who work twenty (20) hours or more per week and have been employed
more than one year are entitled to take an unpaid leave of absence under the Pregnancy
and Parenting Leave Act of Minnesota. Female employees for prenatal care, or incapacity
due to pregnancy, childbirth, or related health conditions as well as a biological or
adoptive parent in conjunction with after the birth or adoption of a child as eligible for

up to 12 weeks of unpaid leave and must begin within twelve ( 12) months of the birth or
adoption of the child. In the case where the child must remain in the hospital longer than

the mother, the leave must begin within 12 months after the child leaves the hospital.

Employee should provide reasonable notice, which is at least 30 days prior to the
expected leave date. If the leave must be taken in less than three days, the employee
should give as much notice as practicable.

Employees are required to use accrued leave ( i.e., PTO) during Parenting Leave If the
employee has any FMLA eligibility remaining at the time this leave commences, this leave
will also count as FMLA leave. The two leaves will run concurrently. The employee is
entitled to return to work in the same position and at the same rate of pay the employee
was receiving prior to commencement of the leave. Group insurance coverage will
remain available while the employee is on leave pursuant to the Pregnancy and Parenting
Leave Act, but the employee will be responsible for the entire premium unless otherwise
provided in this policy (i.e., where leave is also FMLA qualifying). For employees on an

FMLA absence as well, the employer contributions toward insurance benefits will

continue during the FMLA leave absence.
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ADMINISTRATIVE LEAVE

Under special circumstances, an employee may be placed on an administrative leave
pending the outcome of an internal or external investigation. The leave may be paid or
unpaid, depending on the circumstances, as determined by the city administrator or
his/ her designee with the approval of the City Council.

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 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.

SCHOOL CONFERENCE LEAVE

Any employee who has worked half-time or more for more than twelve ( 12) consecutive
months, may take unpaid leave for up to a total of sixteen ( 16) hours during any 12-
month period to attend school conferences or classroom activities related to the

employee' s child (under 18 or under 20 and still attending secondary school), provided

the conference or classroom activities cannot be scheduled during non-work hours.
When the leave cannot be scheduled during non-work hours and the need for the leave is
foreseeable, the employee must provide reasonable prior notice of the leave and make a

reasonable effort to schedule the leave so as not to disrupt unduly the operations of the
City. Employees may choose to use PTO hours for this absence, but are not required to
do so.

BONE MARROW DONATION LEAVE

Employees working an average of 20 or more hours per week may take paid leave, not to
exceed 40 hours unless agreed to by the City, to undergo medical procedures to donate
bone marrow.  The City may require a physician' s verification of the purpose and length
of the leave requested to donate bone marrow. If there is a medical determination that

the employee does not qualify as a bone marrow donor, the paid leave of absence granted
to the employee prior to that medical determination is not forfeited.

REGULAR LEAVE WITHOUT PAY

Upon consideration of a formal written request by an employee, The City Administrator
may authorize leave without pay for up to thirty (30) days. An additional thirty (30) days
extension beyond that period may be granted at the discretion of the City Administrator.
Leave without pay for greater periods may be granted by the City Council to a maximum
of one ( 1) year.
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Normally employee benefits will not be earned by an employee while on leave without
pay. However, the City' s contribution toward health, dental and life insurance may be
continued, if approved by the City Council, for leaves of up to ninety (90) days when the
leave is for medical reasons and FMLA has been exhausted.

If an employee is on a regular leave without pay and is not working any hours, the
employee will not accrue (or be paid for) holidays, or PTO (annual leave). Employees who

are working reduced hours while on this type of leave will receive holiday pay on a
prorated basis and will accrue PTO (annual leave) based on actual hours worked.

Leave without pay hours will not count toward seniority and all accrued PTO and
compensatory time must normally be used before an unpaid leave of absence will be
approved.

To qualify for leave without pay, an employee need not have used all PTO (annual leave)
unless the leave is for medical reasons. (An employee absent for Parenting Leave is not
required to use PTO). Leave without pay for purposes other than medical leave or work-
related injuries will be at the convenience of the City.

Employees returning from a leave without pay for a reason other than a qualified
Parenting Leave or FMLA, will be guaranteed return to the original position only for
absences of thirty (30) calendar days or less.

Employees receiving leave without pay in excess of thirty (30) calendar days, for reasons
other than qualified Parenting Leave or FMLA, are not guaranteed return to their original
position. If their original position or a position of similar or lesser status is available, it
may be offered at the discretion of the City Administrator subject to approval of the City
Council.
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FAMILY AND MEDICAL LEAVE

Eligibility

To qualify to take FMLA leave under this policy, an employee must meet all of the
following conditions:

Have worked for the City for 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.

Have worked at least 1, 250 hours during the 12- month period prior to the date
when the leave is requested to commence. The principles established under the

Fair Labor Standards Act ("FLSA") determine the number of hours worked by an
employee. The FLSA does not include time spent on paid or unpaid leave as hours

worked. Consequently, these hours of leave should not be counted in determining
the 1, 250 hours eligibility test for an employee under FMLA.

Types of Leave Covered

Leave will be granted to all eligible employees ( male and female) for any of the following
reasons:

The birth of a child, including prenatal care, or placement of a child with the
employee for adoption or foster care;

To care for a spouse, child or parent who has a serious health condition;

Due to a serious health condition that makes the employee unable to perform the

essential functions of the position; and

A covered military member' s active duty or call to duty or to care for a covered
military member  (Military Caregiver and Qualified Exigency Leave)  ( described

below).

Definitions

Caring" for a covered family member includes psychological as well as physical
care. It also includes acquiring care and sharing care duties.
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An eligible  " child"  is defined as a person under 18 years of age  ( or a person

incapable of self-care because of a physical or mental disability) who is a biological,
adopted, foster, or step child, a ward of the employee, or a person with whom the
employee is charged with a parent's rights, duties and responsibilities.

Spouse" does not include domestic partners or common-law spouses.

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 age of 18; " parent" doesn' t include in-laws.

Serious Health Condition" as defined under the FMLA means an illness, injury,
impairment, or physical or mental condition that involves one of the following:

Hospital Care: Any period of incapacity or treatment connected with inpatient
care ( i.e., an overnight stay) in a hospital, hospice, or residential medical care
facility;

Pregnancy: Any period of incapacity due to pregnancy, prenatal medical care or
child birth;

Absence Plus Treatment:   A period of incapacity of more than three

consecutive calendar days that also involves continuing treatment by or under
the supervision of a health care provider.

Chronic Conditions Requiring Treatments.  An incapacity from a chronic
condition which requires periodic visits for treatment by a health care provider,
continues over an extended period of time and may cause episodic rather than
a continuing period of incapacity;

Permanent/ Long-term Conditions Requiring Supervision;

Multiple Treatments:  Any period of absence to receive multiple treatments
including any period of recovery therefrom) by a health care provider or by a

provider of health care services under orders of, or on referral by, a health care
provider.

Incapacity" means inability to work, attend school or perform other regular
daily activities.
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Length and Amount of Leave

The length of FMLA leave is not to exceed twelve ( 12) weeks in any twelve ( 12) month
period. The leave year is calculated based on looking forward from the first day the
employee is absent from work.

The entitlement to FMLA leave for the birth or placement of a child for adoption expires
twelve ( 12) months after the birth or placement of that child.

How Leave May be Taken

FMLA leave may be taken in 12 ( or less) consecutive weeks, may be used intermittently
a day periodically when needed) or may be used to reduce the workweek or workday,

resulting in a reduced hour schedule. In all cases, the leave may not exceed a total of 12
workweeks.

Intermittent Leave may be taken when medically necessary for the employee' s serious
health condition or to care for a seriously ill family member. Intermittent leave must be
documented in the medical certification form as medically necessary.

If an employee is taking leave intermittently or leave on a reduced schedule for planned
medical treatment, the employee must make a reasonable effort to schedule the treatment

so as to not disrupt the City' s business.

In instances when intermittent or reduced schedule leave for the employee or employee' s

family member is foreseeable or is for planned medical treatment, including recovery
from a serious health condition, the City may temporarily transfer an employee to an
available alternative position with equivalent pay and benefits if the alternative position
would better accommodate the intermittent or reduced schedule.

Intermittent/ reduced scheduled leave may be taken to care for a newborn or newly
placed adopted or foster care child only with the City' s approval.

Notice

All employees requesting FMLA leave must provide written or verbal notice of the need
for the leave to The Director of Administrative Services.

When the need for the leave is foreseeable, the employee must give verbal or written

notice to his/ her supervisor at least thirty (30) days prior to the date on which leave is to
begin.

If thirty ( 30)  days' notice cannot be given, the employee is required to give as much
notice as practicable, including following required call- in procedures.
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If an employee fails to give thirty  (30)  days'  notice for a foreseeable leave with no

reasonable explanation for the delay, the leave may be denied until thirty (30) days after
the employee provides notice.

Certification and Documentation Requirements

For leave due to an employee' s serious health condition or a family member' s, the City
will require the completion of a Medical Certification form by the attending physician or
practitioner.  The form must be submitted to the Director of Administrative Services

within fifteen ( 15) calendar days after requested. If the form is not submitted in a timely
fashion, the employee must provide a reasonable explanation for the delay. Failure to
provide medical certification may result in a denial or delay of the leave.

The City may require an employee to obtain a second opinion from a provider selected
by the City. If necessary to resolve a conflict between the original certification and the
second opinion, the City may require the opinion of a third doctor. This third opinion
will be considered final. An employee will be provisionally entitled to leave and benefits
under the FMLA pending the second and/ or third opinion.

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.

If an employee is using intermittent leave, and reasonable safety concerns exist regarding
the employee' s ability to perform his or her duties, a FFD certificate may be required as
frequently as every 30 days during periods when the employee has used intermittent
leave.

Recertification

Recertification of the need for leave may be required if the employee requests an
extension of the original length of leave approved by the City or if the circumstances
regarding the leave have changed.  Recertification may also be required if there is a
question as to the validity of the certification or if the employee is unable to return to
work due to a serious health condition.

Reinstatement

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

Notice of Intent to Return from FMLA Leave

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

Effect on Benefits

An employee granted leave under this policy will continue to be covered under the City's
group health and dental insurance plan under the same conditions and at the same level
of City contribution as would have been provided had they been continuously employed
during the leave period. All paid benefits run concurrently with unpaid FMLA benefits.
For example, STD benefits, if available, will run concurrently with unpaid FMLA leave so
that an employee will receive STD benefits while taking up to 12 weeks of FMLA leave.
If there are changes in the City' s contribution levels while the employee is on leave, those
changes will take place as if the employee were still on the job.

The employee will be required to continue payment of the employee portion of group
insurance coverage while on leave.  Arrangements for payment of the employee's portion

of premiums must be made by the employee with the City.

Failure to Return to Work after FMLA

Under certain circumstances, if the employee does not return to work at the end of the

FMLA leave for at least 30 calendar days, the City may require the employee to repay the
portion of the monthly cost paid by the City for group health plan benefits. The City may
also require the employee to repay any amounts the City paid on the employee' s behalf to
maintain benefits other than group health plan benefits.

If an employee does not return to work following 12 weeks of FMLA leave,  the

employee may be subject to COBRA continuation.

If the employee fails to pay the City a portion of the premiums for which he or she is
responsible during the FMLA leave and the employee fails to return to work, coverage
may end. Loss of coverage for failure to pay premiums is not a qualifying event for
purposes of continuation coverage under COBRA.
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If the employee does not return from the FMLA leave and coverage ended sometime

during the FMLA leave due to lack of payment, there is no COBRA election available.
For COBRA to apply, the employee must have been covered on the day before the
qualifying event.  In this situation,  the qualifying event would occur at the time the
employee did not return from the leave.

Activities Prohibited During FMLA

While on leave, an employee may not engage in activities ( including employment) which
have the same or similar requirements and essential functions of an employee' s current

position.

While on leave, an employee may not engage in any activity that conflicts with the best
interests of the City. Such conduct will result in disciplinary action up to and including
termination of employment.

Seniority

Seniority does not accrue during any period of unpaid FMLA except as allowed when the
leave is covered by Worker' s Compensation.  However,  seniority accrued prior to
commencement of FMLA leave will not be lost.

Use of Accrued Paid Leave or Compensatory Time During Family and Medical
Leave

Prior to taking unpaid FMLA leave employees must use all accrued PTO ( annual leave)
and compensatory time prior to taking an unpaid leave unless their medical

condition/ injury is covered by worker' s compensation or the absence qualifies under the
state Parental Leave law (see Parental Leave Policy).

Any paid disability leave benefits or sick leave available to employees for covered reason
an employee' s serious health condition or a covered family member' s serious health

condition, including Workers' Compensation leave  [to the extent that it qualifies]) will

run concurrently with FMLA.

Additional Leave

Employees who cannot return from an approved FMLA leave at the end of the approved

leave period may request an extension ( up to the maximum of twelve ( 12) weeks allowed
under FMLA).  If the twelve ( 12) FMLA weeks have already been used, the employee can
request to go on a regular unpaid leave of absence. If approved, before unpaid leave

begins the employee must use any accrued compensatory time, or PTO (annual leave) that
remains. If the leave is approved and unpaid, the employee will be required to pay the full
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cost of all group insurance, as provided under COBRA, in order to continue coverage.

If the unpaid leave of absence is not approved or the employee fails to request additional
leave, the employee will be considered to have voluntarily resigned.  If circumstances
beyond the employee' s control prevented the employee from requesting additional leave,
a retroactive leave request may be allowed, subject to the City Council' s approval.
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FMLA-- QUALIFIED EXIGENCY AND MILITARY CAREGIVER LEAVE

Qualified Exigency:  Eligible employees  ( described previously under FMLA)  whose

spouse, son, daughter or parent either has been notified of an impending call or order to

covered active military duty or who is already on covered active duty may take up to 12
weeks of leave for reasons related to or affected by the family member' s call-up or
service.

The qualifying exigency must be one of the following: ( 1) short-notice deployment. ( 2)

Military events and activities, 3) child care and school activities, ( 3)  financial and legal

arrangements, 5) counseling, 6) rest and recuperation, (7) post-deployment activities and

8)  additional activities that arise out of active duty, provided that the employer and
employee agree, including agreement on timing and duration of the leave.

Military Caregiver Leave:  An employee eligible for FMLA leave ( described previously
under FMLA) who is the spouse, son, daughter, or parent, or next of kin of a covered

servicemember may take up to 26 weeks in a single 12-month period to take care of leave
to care for that servicemember.

The family member must be a current member of the Armed Forces, including a member
of the National Guard or Reserves, or a member of the Armed Forces, the National
Guard or Reserves who is on the temporary disability retired list, who has a serious injury
or illness incurred in the line of duty on active duty for which he or she is undergoing
medical treatment,  recuperation,  or therapy;  or otherwise in outpatient status;  or

otherwise on the temporary disability retired list. Eligible employees may not take leave
under this provision to care for former members of the Armed Forces, former members
of the National Guard and Reserves, and members on the permanent disability retired
list.

Definitions:

A   " son or daughter of a covered servicemember"   means the covered

servicemember' s biological, adopted, or foster child, stepchild, legal ward, or a

child for whom the covered servicemember stood in loco parentis, and who is of

any age.

A  "parent of a covered servicemember"  means a covered servicemember'  s

biological, adoptive, step or foster father or mother, or any other individual who
stood in loco parentis to the covered servicemember. This term does not include
parents " in law."

The " next of kin of a covered servicemember" is the nearest blood relative, other
than the covered servicemember'  s spouse,  parent,  son,  or daughter,  in the
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following order of priority: blood relatives who have been granted legal custody of
the servicemember by court decree or statutory provisions, brothers and sisters,
grandparents,   aunts and uncles,   and first cousins,   unless the covered

servicemember has specifically designated in writing another blood relative as his
or her nearest blood relative for purposes of military caregiver leave under the
FMLA. When no such designation is made, and there are multiple family members
with the same level of relationship to the covered servicemember, all such family
members shall be considered the covered servicemember' s next of kin and may
take FMLA leave to provide care to the covered servicemember,   either

consecutively or simultaneously.  When such designation has been made,  the

designated individual shall be deemed to be the covered servicemember' s only next
of kin. For example, if a covered servicemember has three siblings and has not

designated a blood relative to provide care, all three siblings would be considered

the covered servicemember'  s next of kin.  Alternatively,  where a covered

servicemember has a sibling(s) and designates a cousin as his or her next of kin for
FMLA purposes,  then only the designated cousin is eligible as the covered
servicemember' s next of kin. An employer is permitted to require an employee to

provide confirmation of covered family relationship to the covered servicemember
pursuant to § 825. 1220).

Covered active duty" means:

Covered active duty"  for members of a regular component of the Armed

Forces means duty during deployment of the member with the Armed Forces
to a foreign country.

Covered active duty" for members of the reserve components of the Armed

Forces ( members of the U.S. National Guard and Reserves) means duty during
deployment of the member with the Armed Forces to a foreign country under
a call or order to active duty in a contingency operation as defined in section
101( a)( 13)( B) of title 10, United States Code. ( a) In the case of a member of a

regular component of the Armed Forces, duty during the deployment of the
member with the Armed Forces to a foreign country.

Covered servicemember" means:

A member of the Armed Forces ( including a member of the National Guard or
Reserves)  who is undergoing medical treatment, recuperation, or therapy, is
otherwise in outpatient status,  or is otherwise on the temporary disability
retired list, for a serious injury or illness; or
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A veteran who is undergoing medical treatment, recuperation, or therapy, for a
serious injury or illness and who was a member of the Armed Forces ( including
a member of the National Guard or Reserves) at any time during the period of
5 years preceding the date on which the veteran undergoes that medical
treatment, recuperation, or therapy.

Serious injury or illness means:

In the case of a member of the Armed Forces  (including a member of the
National Guard or Reserves), means an injury or illness that was incurred by
the member in line of duty on active duty in the Armed Forces  (or existed

before the beginning of the member' s active duty and was aggravated by
service in line of duty on active duty in the Armed Forces) and that may render
the member medically unfit to perform the duties of the member' s office,
grade, rank, or rating; and

In the case of a veteran who was a member of the Armed Forces ( including a
member of the National Guard or Reserves) at any time during a period when
the person was a covered servicemember, means a qualifying (as defined by the
Secretary of Labor) injury or illness incurred by a covered servicemember in the
line of duty on active duty that may render the servicemember medically unfit
to perform the duties of his or her office, grade, rank or rating.

Outpatient status, with respect to a covered servicemember, means the status

of a member of the Armed Forces assigned to either a military medical
treatment facility as an outpatient; or a unit established for the purpose of
providing command and control of members of the Armed Forces receiving
medical care as outpatients.

Amount of Leave — Qualified Exigency

An eligible employee can take up to 12 weeks of leave for a qualified exigency.

Amount of Leave — Military Caregiver

An eligible employee taking military caregiver leave is entitled to 26 workweeks of leave
during a " single 12- month period." The " single 12-month period" begins on the first day
the eligible employee takes FMLA leave to care for a covered servicemember and ends 12
months after that date.

Leave taken for any FMLA reason counts towards the 26 week entitlement.  If an

employee does not take all of 26 workweeks of leave entitlement to care for a covered
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servicemember during this  " single 12- month period,"  the remaining part of the 26
workweeks of leave entitlement to care for the covered servicemember is forfeited.

Certification of Qualifying Exigency for Military Family Leave

The City will require certification of the qualifying exigency for military family leave. The
employee must respond to such a request within 15 days of the request or provide a

reasonable explanation for the delay. Failure to provide certification may result in a denial
of continuation of leave. This certification will be provided using the DOL Certification
of Qualifying Exigency for Military Family Leave

Certification for Serious Injury or Illness of Covered Servicemember for Military
Family Leave

The City will require certification for the serious injury or illness of the covered
servicemember. The employee must respond to such a request within 15 days of the
request or provide a reasonable explanation for the delay. Failure to provide certification

may result in a denial of continuation of leave. This certification will be provided using
the DOL Certification for Serious Injury or Illness of Covered Servicemember.

All other provisions of the FMLA policy, including Use of Paid Leave, employee status
and benefits during leave, the Procedure for Requesting Leave, Benefits during Leave and
Reinstatement, are outlined above in the FMLA policy.

Reasonable Unpaid Work Time for Nursing Mothers

Nursing mothers will be provided reasonable unpaid break time for nursing mothers to
express milk for nursing her child for one year after the child' s birth. The City will
provide a room (other than a bathroom) as close as possible to the employee' s work area,
that is shielded from view and free from intrusion from coworkers and the public and
includes access to an electrical outlet, where the nursing mother can express milk in
private.

Light Duty/ Modified Duty Assignment
This policy is to establish guidelines for temporary assignment of work to temporarily
disabled employees who are medically unable to perform their regular work duties. Light
duty is evaluated by the City Administrator or his/ her designee on a case-by-case basis.
This policy does not guarantee assignment to light duty.

Such assignments are for short-term, temporary disability- type purposes; assignment of

light duty is at the discretion of the City Administrator or his/ her designee. The City
Administrator or his/ her designee reserves the right to determine when and if light duty
work will be assigned.
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When an employee is unable to perform the essential requirements of his/ her job due to

a temporary disability, he/ she will notify the supervisor in writing as to the nature and
extent of the disability and the reason why he/ she is unable to perform the essential
functions, duties, and requirements of the position. This notice must be accompanied by
a physician' s report containing a diagnosis, current treatment, and any work restrictions
related to the temporary disability. The notice must include the expected time frame
regarding return to work with no restrictions, meeting all essential requirements and
functions of the City' s job description along with a written request for light duty. Upon
receipt of the written request, the supervisor is to forward a copy of the report to the
Director of Administrative Services.

The City may require a medical exam conducted by a physician selected by the City to
verify the diagnosis, current treatment, expected length of temporary disability, and work
restrictions.

It is at the discretion of the City Administrator or his/ her designee whether or not to
assign light duty work to the employee. Although this policy is handled on a case- by-case
basis, light duty will not generally be approved beyond six months.

If the City offers a light duty assignment to an employee who is out on Workers'
Compensation leave, the employee may be subject to penalties if he/ she refuses such
work. The City will not, however, require an employee who is otherwise qualified for
protection under the Family and Medical Leave Act to accept a light duty assignment.

The circumstances of each disabled employee performing light duty work will be
reviewed regularly. Any light duty/ modified work assignment may be discontinued at any
time.

Reasonable Accommodations to an Employee for Health Conditions Relating to

Pregnancy

The City will attempt to provide a female employee who requests reasonable
accommodation with the following for her health conditions related to her pregnancy or
childbirth:

More frequent restroom, food, and water breaks;

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

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

Employee resignations must be submitted in writing to the City Administrator.   Any
employee wishing to resign from City service, in good standing, shall file with the Director
of Administrative Services and/ or department head, at least fourteen ( 14)  calendar days

prior to separation, a written or email resignation stating the effective date thereof. The
employee' s termination date must be a day worked, not a paid leave day.  Failure to give

proper notice may result in the forfeiture of accumulated Personal Time Off and other
benefits and may impact future employment by the Employer.  Unauthorized absence
from work for a period of three ( 3) working days will be deemed a resignation without
benefits.

LAYOFFS

In the even it becomes necessary to reduce personnel„ the selection of employees to be

retained will be based on merit and ability as determined by the City Administrator,
subject to approval of the City Council.   When all other considerations are equal, the

principle of seniority will apply in layoffs and recall from layoffs.
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TRAVEL

Reimbursement for travel on official City business shall be made as follows:

Personal Automobile

Employees shall use a personal vehicle for all City related travel, except when authorized
or instructed to use a City vehicle or other means of transportation. An employee will be
reimbursed at the authorized reimbursement rate, determined by the City Council, for
each mile driven on City business while using a personal vehicle.

Mileage reimbursement for all city staff must be submitted on the standard travel
reimbursement form. In addition to using the proper form, you must complete it in the
following manner:

1.       Date of travel must be listed.

2.       Destination and purpose of travel must be listed.

No reimbursement will be made unless these procedures are followed.

Meals

The maximum for reimbursement for an employee is forty- four dollars ($44) per day.

The per day maximum shall be adjusted annually if necessary.

Lodging

Hotel/ Motel reimbursement shall be the actual cost of lodging. When reimbursement for
lodging expenses are claimed, itemized receipts are required. NO personal expenses, such
as personal telephone calls, movie rental charges, etc, are reimbursable.

Request For Expense Reimbursement

All travel expense requests must be promptly submitted on the appropriate forms upon
returning to work. Receipts must accompany such requests.  Mileage will be reimbursed

per the IRS mileage rate.
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EDUCATIONAL REIMBURSEMENT POLICY

The City of Arden Hills believes in, and encourages employees to pursue higher levels of
education and training. While it is the policy of the City it is not obligated to reimburse
employees for courses or instruction which will enable the employee to prepare for
advancement in a municipal capacity,  increased responsibility within the employee' s
current position, or for personal development which are city employment related; but
may not be necessarily related to the employee' s current position.  The City may not pay
for all courses within a degree program depending on the approval of the Personnel
Committee.

All requests must be approved by the Personnel Committee annually.

Eligibility

Reimbursement is limited to full-time employees who attend approved courses or
instruction on a voluntary basis outside normal working hours. Reimbursement under
this section precludes submission of those courses for other financial remuneration.

Financial Remuneration

Reimbursement will be made pursuant to the following guidelines:

1.       Attendance at any class or course intended to be reimbursed by the
municipality must have the PRIOR approval of the employee' s supervisor,
Personnel Committee, and have the Tuition Reimbursement form filed with
the Director of Administrative Services. Reimbursement can not be assured
for any class work started prior to receiving the appropriate approvals;

2.       Course work must be related fifty percent ( 50%) to the employee' s area of

municipal responsibility. In the case of liberal education undergraduate or
graduate college credits where a degree is being sought, employees will be
expected to discuss elective course work with their department head to
develop an overall course work plan that is consistent with the intent of this
policy. Reimbursement may be denied for elective course work that is not
consistent with the intent of this policy. For technical or program based
college career programs, reimbursement will be made available for all course
work, provided specific program credits are pre-approved. Reimbursement

may be denied for courses taken that differ from the originally approved
program schedule.  Reimbursement for seminars or individual training
programs shall be determined at the time of making the request for training.
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3.       In the interest of considering the budgetary impact of providing

reimbursement for educational advancement, consideration must be given
to whether or not comparable course work or advanced degrees might be
achieved at a less expensive institution than that being requested by the
employee.  At the time of pre-approving reimbursable course work,  the

supervisor will consider this issue. If, in the supervisor' s determination, a
comparable education could be achieved at a less expensive institution (cost
per credit hour or program class),  the reimbursement rate shall be

established at the lower rate. An employee shall always have the option of

attending the more expensive training program, but will be responsible for
the marginal cost involved above the lower reimbursement rate.

4.       Employees interested in pursuing advanced education should notify their
supervisor as much in advance as practical so that appropriate budgeting
considerations may be made.  Reimbursement are not guaranteed if budget

dollars are not available.

5.       Reimbursement will be made for tuition,  lab fees,   direct costs of

participating in the course. Specifically not included, however, are books,
student union or association fees,  qualifying tests  ( e.g.,  GRE)  or other

preparatory fees, mileage and parking fees. Reimbursement will not be made
for CLEP fees or similar " test out" fees.

6.       Approved course work shall be taken outside normal working hours.
Except where attendance is requested by the city,  employees shall not

receive any salary compensation while attending classes.

7.       In undergraduate and graduate level college courses, a grade of "B" or " 80"

or an equivalent, if grades or a 100 percent scale are not applicable)  or

better is required. In courses or instruction not issuing a grade, certification
from the vendor/ sponsor or the instructor of satisfactory completion is
required. Failure to achieve the grade levels stated above will result in the
City denying reimbursement.  Employees shall be expected to submit

documentation of the grade received.

8.       Reimbursement will be made upon proof of satisfactory completion as

detailed above.

9.       Employees receiving reimbursement must remain employed by the City for
a period of one ( 1) year following reimbursement or are required to repay

the City for any tuition that was reimbursed.
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PROFESSIONAL DEVELOPMENT POLICY

Purpose:  The purpose of this policy is to establish guidelines for professional

development activities by City staff.

Policy: City staff is encouraged to participate in professional development and training
activities and programs sponsored by their respective professional organizations and
other groups that sponsor programs relevant to local government. These programs not

only improve knowledge of local government and provide important networking
opportunities, but offer staff the opportunity to obtain innovative and new ideas for their
functional area.

Exempt City staff shall have the opportunity to attend state conferences and other
applicable state events of their respective professional organizations on an annual basis.

Staff may participate in other locally provided training and activities as time and resources
allow.  The Personnel Committee may limit the amount of attendees to conferences per
their discretion.

Exempt City staff shall have the opportunity to attend the national conference of their
respective professional organization every other year as approved by the City
Administrator.

City staff shall adhere to applicable provisions of the personnel policy with regard to
reimbursable expenses.
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SAFETY

The health and safety of each employee of the City and the prevention of occupational
injuries and illnesses are of primary importance to the City. To the greatest degree
possible, management will maintain an environment free from unnecessary hazards and
will establish safety policies and procedures for each department. Adherence to these
policies is the responsibility of each employee. Overall administration of this policy is the
responsibility of each supervisor.  Employees are expected to adhere to all safety
requirements.

The City of Arden Hills recognizes the need and importance of safety for each of its
employees.  The purpose of the safety policy is to institute a basic plan for accident
prevention.   Every employee must annually attend and sign attendance at mandatory
trainings.

The success of a safety program demands more than basic rules and plans. It must be a
living workable program through cooperation and support of all levels of management
and employees. The responsibilities of the City Administrator, Supervisors, and staff are
defined so that each will know what is expected of them.

The importance of safety consciousness must be emphasized in every task performed.
Supervisors must instill awareness of safety and have an obligation to effectively place it
in operation through their personnel.

The City of Arden Hills has established a Safety Committee.

Reporting Accidents and Illnesses

Both Minnesota workers' compensation laws and the state and federal Occupational
Safety and Health Acts require that all on the job injuries and illnesses be reported as
soon as possible by the employee, or on behalf of the injured or ill employee, to his/ her
supervisor. The employee' s immediate supervisor is required to complete a Incident
Report promptly and send to the Director of Administrative Services giving full details of
the incident along with any other forms that may be necessary related to an injury or
illness on the job such as the Supervisor' s Report.  The Director of Administrative
Services will then fill out a First Report of Injury and have the incident investigated by a
member of the Safety Committee.

If you are involved in an accident, remember:

1.       All accidents involving city vehicles should be reported to your immediate
supervisor and the Director of Administrative Services' office as soon as
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possible.

2.       Insist that all parties and property concerned remain at the scene of the
accident.

3.       Obtain identifying data from the driver of the other vehicle (name, address,
and insurance company).

4.       Secure names and addresses of injured persons and any witnesses to the
accident.

5.       All accidents and/ or injuries must be reported on a form supplied by the
City and should be returned as soon as possible from the time of the
accident.

6.       Take a picture of all vehicles involved with cell phone if possible.

Safety Equipment/Gear

Where safety equipment is required by federal, state, or local rules and regulations, it is a
condition of employment that such equipment be worn by the employee.

Unsafe Behavior

Supervisors are authorized to send an employee home immediately when the employee' s
behavior violates the City' s Personnel Policies, department policies, or creates a potential
health or safety issue for the employee or others.

WORKERS COMPENSATION REPORTING

Workers Compensation benefits and OSHA ( job safety laws) require that all on the job
accidents,  sickness,  or loss of consciousness be reported as soon as possible by the
employee, or on behalf of a sick or injured employee, to his or her Supervisor.

EMPLOYEES MUST REPORT TO THEIR SUPERVISOR ALL JOB ACCIDENTS,
SICKNESS, OR LOSS OF CONSCIOUSNESS AS SOON AS POSSIBLE.
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RESPECTFUL WORKPLACE POLICY

The intent of this policy is to provide general guidelines about the conduct that is and is
not appropriate in the workplace. The City acknowledges that this policy cannot possibly
predict all situations that might arise, and also recognizes that some employees are

exposed to disrespectful behavior, and even violence, by the very nature of their jobs.

Applicability
Maintaining a respectful work environment is a shared responsibility. This policy is
applicable to all City personnel including temporary and seasonalemployees, volunteers,
and City Councilmembers.

Abusive Customer Behavior

While the City has a strong commitment to customer service, the City does not expect
that employees accept verbal abuse from any customer. An employee may request that a
supervisor intervene when a customer is abusive, or they may defuse the situation
themselves, including ending the contact.

If there is a concern over the possibility of physical violence, a supervisor should be
contacted immediately. When extreme conditions dictate, 911 may be called. Employees
should leave the area immediately when violence is imminent unless their duties require
them to remain. Employees must notify their supervisor about the incident as soon as
possible.

Types of Disrespectful Behavior

The following types of behaviors cause a disruption in the workplace and are, in many
instances, unlawful:

Violent behavior:

includes the use of physical force, harassment, bullying or intimidation.

Discriminatory behavior:
includes inappropriate remarks about or conduct related to a person' s race, color, creed,

religion, national origin, disability, sex, marital status, age, sexual orientation, familial
status, or status with regard to public assistance.

Offensive behavior:

may include such actions as: rudeness, angry outbursts, inappropriate humor, vulgar
obscenities, name calling, disparaging language, or any other behavior regarded as
offensive to a reasonable person based upon violent or discriminatory behavior as listed
above. It is not possible to anticipate in this policy every example of offensive behavior.
Accordingly, employees are encouraged to discuss with their fellow employees and
supervisor what is regarded as offensive, taking into account the sensibilities of

72



City of Arden Hills Personnel Policy Effective February 29, 2016

employees and the possibility of public reaction. Although the standard for how
employees treat each other and the general public will be the same throughout the City,
there may be differences between work groups about what is appropriate in other
circumstances unique to a work group. If an employee is unsure whether a particular
behavior is appropriate, the employee should request clarification from their supervisor

or the Director of Administrative Services.

Sexual harassment:

can consist of a wide range of unwanted and unwelcome sexually directed behavior such
as unwelcome sexual advances, requests for sexual favors, and other verbal or physical

conduct of a sexual nature when:

Submitting to the conduct is made either explicitly or implicitly a term or condition of
an individual' s employment; or

Submitting to or rejecting the conduct is used as the basis for an employment decision
affecting an individual' s employment; or
Such conduct has the purpose or result of unreasonably interfering with an
individual' s work performance or creating an intimidating, hostile or offensive work
environment.

Sexual harassment includes, but is not limited to, the following:

Unwelcome or unwanted sexual advances. This means stalking, patting, pinching,
brushing up against, hugging, cornering, kissing, fondling or any other similar physical
contact considered unacceptable by another individual.
Verbal or written abuse, kidding or comments that are sexually- oriented and
considered unacceptable by another individual. This includes comments about an
individual' s body or appearance where such comments go beyond mere courtesy,
telling " dirty jokes" or any other tasteless, sexually oriented comments, innuendos or
actions that offend others.

Requests or demands for sexual favors. This includes subtle or obvious expectations,

pressures, or requests for any type of sexual favor, along with an implied or specific
promise of favorable treatment (or negative consequence) concerning one' s current or
future job.

Possession and Use of Dangerous Weapons

Possession or use of a dangerous weapon (see definitions) is prohibited on City property,
in city vehicles, or in any personal vehicle, which is being used for City business. This
includes employees with valid permits to carry firearms.

The following exceptions to the dangerous weapons prohibition are as follows:
Employees legally in possession of a firearm for which the employee holds a valid
permit, if required, and said firearm is secured within an attended personal vehicle or
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concealed from view within a locked unattended personal vehicle while that person is

working on City property.
A person who is showing or transferring the weapon or firearm to a police officer as
part of an investigation.

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

Employee Response to Disrespectful Workplace Behavior

Employees who believe that disrespectful behavior is occurring are encouraged to deal
with the situation in one of the ways listed below. However, if the allegations involve

violent behavior, sexual harassment, or discriminatory behavior, then the employee is
responsible for taking one of the actions below. If employees see or overhear a violation
of this policy, they are encouraged to follow the steps below.
Ste 1( a). Politely, but firmly, tell whoever is engaging in the disrespectful behavior how
you feel about their actions. Politely request the person to stop the behavior because you
feel intimidated, offended, or uncomfortable. If practical, bring a witness with you for
this discussion.

Ste 1( b). If you fear adverse consequences could result from telling the offender or if
the matter is not resolved by direct contact, go to your supervisor or City Administrator.
The person to whom you speak is responsible for documenting the issues and for giving
you a status report on the matter no later than ten business days after your report.
Ste 1( c). In the case of violent behavior, all employees are required to report the

incident immediately to their supervisor, Director of Administrative Services, or the City
Administrator. Any employee who observes sexual harassment or discriminatory
behavior, or receives any reliable information about such conduct, must report it within
two business days to a supervisor or the Director of Administrative Services.

Step 2. If, after what is considered to be a reasonable length of time (for example, 30
days), you believe inadequate action is being taken to resolve your complaint/ concern,
the next step is to report the incident to the City Administrator or the Mayor.

Supervisor' s Response to Allegations of Disrespectful Workplace Behavior
Employees who have a complaint of disrespectful workplace behavior will be taken

seriously.   In the case of sexual harassment or discriminatory behavior, a supervisor must
report the allegations within two business days to the Director of Administrative Services,
who will determine whether an investigation is warranted. A supervisor must act upon

such a report even if requested otherwise by the victim. In situations other than sexual
harassment and discriminatory behavior, supervisors will use the following guidelines
when an allegation is reported:

Step 1. If the nature of the allegations and the wishes of the victim warrant a simple
intervention, the supervisor may choose to handle the matter informally. The supervisor
may conduct a coaching session with the offender, explaining the impact of his/ her
actions and requiring that the conduct not reoccur. This approach is particularly
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appropriate when there is some ambiguity about whether the conduct was disrespectful.
Step 2. If a formal investigation is warranted, the individual alleging a violation of this
policy will be interviewed to discuss the nature of the allegations. The person being
interviewed may have someone of his/ her own choosing present during the interview.
The investigator will obtain the following description of the incident, including date, time
and place:

Corroborating evidence.
A list of witnesses.

Identification of the offender.

Step 3. The supervisor must notify the Director of Administrative Services about the
allegations.

Step 4. As soon as practical after receiving the written or verbal complaint, the alleged
policy violator will be informed of the allegations. The alleged violator will have the
opportunity to answer questions and respond to the allegations.
Step 5. After adequate investigation and consultation with the appropriate personnel, a
decision will be made regarding whether or not disciplinary action will be taken.
Step 6. The alleged violator and complainant will be advised of the findings and
conclusions as soon as practicable.

Special Reporting Requirements
When the supervisor is perceived to be the cause of a disrespectful workplace behavior
incident, a report will be made to the Director of Administrative Services who will

assume the responsibility for investigation and discipline.

If the Director of Administrative Services is perceived to be the cause of a disrespectful
workplace behavior incident, a report will be made to the City Administrator who will
then assume the responsibility for investigation and discipline.  If the City Administrator
is perceived to be the cause of a disrespectful workplace behavior incident a report will

be made to the City Attorney who will confer with the Mayor and City Council regarding
appropriate investigation and action.

If a councilmember is perceived to be the cause of a disrespectful workplace behavior

incident involving City personnel, the report will be made to the Director of
Administrative Services and referred to the City Attorney who will undertake the
necessary investigation. The City Attorney will report his/ her findings to the City
Council, which will take the action it deems appropriate.

Pending completion of the investigation, the City Administrator may at his/ her discretion
take appropriate action to protect the alleged victim, other employees, or citizens.

Confidentiality

A person reporting or witnessing a violation of this policy cannot be guaranteed
anonymity. The person' s name and statements may have to be provided to the alleged
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offender. All complaints and investigative materials will be contained in a file separate

from the involved employees' personnel files. If disciplinary action does result from the
investigation, the results of the disciplinary action will then become a part of the
employee( s) personnel file(s).

Retaliation

Consistent with the terms of applicable statutes and City personnel policies, the City may
discipline any individual who retaliates against any person who reports alleged violations
of this policy. The City may also discipline any individual who retaliates against any
participant in an investigation, proceeding or hearing relating to the report of alleged
violations. Retaliation includes, but is not limited to, any form of intimidation, reprisal, or
harassment.
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DISCIPLINARY ACTION

The City of Arden Hills employees are expected to maintain a high level of performance.
In the event job performance or behavior causes problems that interfere with work,

provision of City services or the management of the City, disciplinary measures which
could lead to termination may be necessary.

Supervisors are responsible for maintaining compliance with City standards of employee
conduct.  The objective of this policy is to establish a standard process for employees of
the City.   City employees will be subject to disciplinary action for failure to fulfill their
duties and responsibilities at the level required, including observance of work rules and
standards of conduct and applicable City policies.

Discipline will be administered in a non-discriminatory manner.    An employee who

believes that discipline applied was either unjust or disproportionate to the offense

committed may pursue a remedy through the grievance procedures established in the
City' s personnel policies.  The supervisor and/ or the Director of Administrative Services

will investigate any allegation on which disciplinary action might be based before any
disciplinary action is taken.

NO CONTRACT LANGUAGE ESTABLISHED

This policy is not to be construed as contractual terms and is intended to serve only as a
guide for employment discipline.

Process

The City may elect to use progressive discipline, a system of escalating responses
intended to correct the negative behavior rather than to punish the employee. There may
be circumstances that warrant deviation from the suggested order or where progressive

discipline is not appropriate. Nothing in these personnel policies implies that any City
employee has a contractual right or guarantee ( also known as a property right) to the job
he/ she performs.

Documentation of disciplinary action taken will be placed in the employee' s personnel
file with a copy provided to the employee.

The following are descriptions of the types of disciplinary actions:

Oral Reprimand

This measure will be used where informal discussions with the employee' s supervisor

have not resolved the matter. All supervisors have the ability to issue oral reprimands
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without prior approval.

Oral reprimands are normally given for first infractions on minor offenses to clarify
expectations and put the employee on notice that the performance or behavior needs to

change, and what the change must be. The supervisor will document the oral reprimand

including date( s) and a summary of discussion and corrective action needed.  This report

will be filed with Human Resources.

Written Reprimand

A written reprimand is more serious and may follow an oral reprimand when the
problem is not corrected or the behavior has not consistently improved in a reasonable
period of time. Serious infractions may require skipping either the oral or written
reprimand, or both. Written reprimands are issued by the supervisor with prior approval
from the City Administrator.

A written reprimand will: (1) state what did happen; (2) state what should have happened;

3) identify the policy, directive or performance expectation that was not followed; (4)

provide history, if any, on the issue; ( 5) state goals, including timetables, and expectations
for the future; and ( 6) indicate consequences of recurrence.

Employees will be given a copy of the reprimand to sign acknowledging its receipt.
Employees' signatures do not mean the employee agrees with the reprimand. Written
reprimands will be placed in the employee' s personnel file.

Suspension With or Without Pay
The City Administrator may suspend an employee without pay for disciplinary reasons.
Suspension without pay may be followed with immediate dismissal as deemed
appropriate by the City Council, except in the case of veterans. Qualified veterans will not
be suspended without pay in conjunction with a termination.

The employee will be notified in writing of the reason for the suspension either prior to
the suspension or shortly thereafter. A copy of the letter of suspension will be placed in
the employee' s personnel file.

An employee may be suspended or placed on involuntary leave of absence pending an
investigation of an allegation involving that employee. The leave may be with or without
pay depending on a number of factors including the nature of the allegations. If the
allegation is proven false after the investigation, the relevant written documents will be

removed from the employee' s personnel file and the employee will receive any
compensation and benefits due had the suspension not taken place.
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Demotion and/ or Transfer

An employee may be demoted or transferred if attempts at resolving an issue have failed
and the City Administrator determines a demotion or transfer to be the best solution to
the problem. The employee must be qualified for the position to which they are being
demoted or transferred. The City Council must approve this action.

Salary
An employee' s salary increase may be withheld or the salary may be decreased due to
performance deficiencies.

Dismissal

The City Administrator, with the approval of the City Council, may dismiss an employee
for substandard work performance, serious misconduct, or behavior not in keeping with
City standards.

If the disciplinary action involves the removal of a qualified veteran, the appropriate
hearing notice will be provided and all rights will be afforded the veteran in accordance
with Minnesota law.

GRIEVANCE PROCEDURE

Any dispute between an employee and the City relative to the application, meaning or
interpretation of these personnel policies will be settled in the following manner:

Step 1. The employee must present the grievance in writing, stating the nature of the
grievance, the facts on which it is based, the provision or provisions of the personnel

policies allegedly violated and the remedy requested, to the proper supervisor within ten
10) days after the alleged violation or dispute has occurred.  The supervisor will respond

to the employee in writing within seven ( 7) calendar days.

Step 2.  If the grievance has not been settled in accordance with Step 1, it must be

presented in writing, stating the nature of the grievance, the facts on which it is based, the
provision or provisions of the Personnel Policies allegedly violated,  and the remedy
requested, by the employee to the Director of Administrative Services within seven ( 7)
days after the supervisor' s response is due.  The Director of Administrative Services or

his/ her designee will respond to the employee in writing within seven ( 7) calendar days.
Should the complaint involve the Director of Administrative Services, then the employee

should proceed directly to Step 3.

Step 3. If the grievance has not been settled in accordance with Step 2, it it must be
presented in writing, stating the nature of the grievance, the facts on which it is based, the
provision or provisions of the Personnel Policies allegedly violated,  and the remedy
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requested, by the employee to the City Administrator within seven ( 7) calendar days after
receipt of the reply from the Director of Administrative Services. The City Administrator
will respond to the employee in writing within seven ( 7) calendar days.  The decision of

the City Administrator is final for all disputes with exception of those specific
components in a performance evaluation subject to a challenge through the Minnesota

Department of Administration.

Waiver

If a grievance is not presented within the time limits set forth above, it will be considered
waived." If a grievance is not appealed to the next step in the specified time limit or any

agreed extension thereof, it will be considered settled on the basis of the City' s last
answer. If the City does not answer a grievance or an appeal within the specified time
limits, the employee may elect to treat the grievance as denied at that step and
immediately appeal the grievance to the next step. The time limit in each step may be
extended by mutual agreement of the City and the employee without prejudice to either
party.

The following actions are not grievable:
1.  While certain components of a performance evaluation, such as disputed facts

reported to be incomplete or inaccurate are challengeable, other performance

evaluation data, including subjective assessments, are not.
2.  Pay increases or lack thereof; and
3.  Merit pay awards.

The above list is not meant to be all inclusive or exhaustive.
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SEVERABILITY

Each provision of the Personnel Policy is deemed severable from every other provision.
Any provision of the Personnel Policy found to be invalid or void shall not affect the
validity of the remaining provisions, unless the Court finds any remaining provisions,
standing alone,  incomplete and incapable of being executed in accordance with the
Council's intent.
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EMPLOYEE ASSISTANCE PROGRAM

The City of Arden Hills offers its employees and their dependents a CONFIDENTIAL
Employee Assistance Programs   (EAP)  are available to help employees and their

dependents with:

Relationship issues
Separation and divorce concerns

Alcohol or chemical abuse problems

Work concerns

Loss and grief

Financial crisis, problems with creditors

Depression and anxiety
Parent/ child difficulties

Many other life concerns

Arden Hills employees are urged to refer to the EAP brochures for location, program
and service information.
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EMAIL POLICY AND INTERNET

Purposes

The purposes of the City of Arden Hill' s electronic mail ( e- mail)and the internet, are to
provide an efficient and effective means of internal and external communications and to

improve work product. This policy addresses access to and disclosure of information
from such electronic systems.

This policy serves as notice to the employees, volunteers, and contractors of the City that
all data, including any that is stored or printed as a document, is subject to audit and
review. There is no expectation of personal privacy in the use of the internet, cell phones,
and e- mail systems when using the computers, cell phones,  or services provided by the
City.

Finally,  this policy serves to delineate acceptable use of the and e- mail and internet
systems by City employees, volunteers, and contractors ( collectively also referred to as
users"  or  "employees")  while using government owned/ leased equipment,  facilities,

internet addresses, domain names, and/ or e- mail services registered to or provided by the
City of Arden Hills. It seeks to ensure that the use of the internet and e- mail systems by
City employees, volunteers, and contractors while conducting work for the City and/ or
while using City provided systems is consistent with the City' s policies, all applicable laws,
and the individual user' s job responsibilities.

Statement of Policy
The City promotes e- mail and internet use that enables employees,  volunteers,  and

contractors to perform City missions and encourages its employees,  volunteers,  and

contractors to develop skill in the usage of internet and e- mail.  It is expected that

employees will use the e- mail and internet to improve their job knowledge; to access

scientific, technical, and other information on topics which have relevance to the City;
and to communicate with their peers in other government agencies,  academia,  and

industry on matters of relevance to their work for the City.

Responsible Use

Email and internet are critical mechanisms for government communications.   However,

the improper use of email and internet systems and services can compromise the security
of the network or result in legal liability for the City.  As a result, the provision of email

and internet to an employee is a privilege, not a right and must be used with respect and

in accordance with the goals and policies of the City.  Users are advised not to the use the
Scope

This policy applies to email and internet systems:
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1.       That are owned or leased by the City,

2.       That are used on or accessed from City premises, or that are used for City
business.  This policy also applies to all activities using any City paid
accounts, subscriptions, or other technical services, such as internet access

and e- mail, whether or not the activities are conducted from City premises;
and all full or part-time employees of the City, volunteers, and contractors
who are authorized to use City resources to access the internet or e- mail
systems.

Information is not Private

Data stored within email or internet systems remain at all times, the property of the City.
As such, all messages created, sent, or retrieved over the internetor the City' s e- mail
system are the property of the City, and should not be considered private. Employees
have no right to privacy as to any information or file transmitted through or stored in the
city' s computer systems, cell phones, e- mail, or other technical resources.

Monitoring and Disclosure
The City reserves the right to access, retrieve, read, and disclose any data, messages, or
files stored on City funded systems for any purpose. Employees should be aware that,
even when a message is erased or a visit to a web site is closed, it is still possible to re

create the message or locate the web site. The City reserves the right to monitor the use
of the systems to prevent abuse, enforce other policies, and access information. Access

may occur in, but is not limited to, situations indicating: (1) impropriety, (2) violation of a

City policy, (3) legal requirements, ( 4) suspected criminal activities, ( 5) breach of system

security, ( 6) to locate substantive information or to monitor employee performance and

conduct. The contents of these systems may be disclosed by City management within or
outside the City without employee permission.   Furthermore,  all communications

including text and images may be disclosed to law enforcement or other third parties
without prior consent of the sender or receiver. The City has unlimited access to protect
the security of these systems and the City' s property rights.

Consent

All of the City employees, volunteers, and contractors who are provided access to the
City' s internet and e- mail systems are required to abide by the City' s policy contained
here and in other relevant documents.

Use of the Internet

The City provides internet access to some employees for their use in performing their
duties for the City. All City employees are responsible for using internet resources in an
effective, ethical, and lawful manner. It is the City policy that internet resources, like
other City assets, be used for the benefit of the City. All internet use should be congruent

84



City of Arden Hills Personnel Policy Effective February 29, 2016

with the City' s overall government policies. The City reserves the right to monitor and/ or
log all network activity with or without notice, including all web site communications,
and therefore, users should have no expectations of privacy in the use of these resources.
Use of the system in violation of this or other City policies is prohibited and may lead to
disciplinary action, up to and including termination.

Uses that are acceptable and encouraged:
1.       Communications and information exchanges directly relating to the mission

and work tasks of the City;

2.       Announcements of City procedures,   meetings,   policies,   services,   or

activities;

3.       Use for advisory, standards, research, analysis, professional development or
development activities directly related to the user' s City job- related duties;

4.       Use in applying for or administering grants or contracts for City programs
and activities.

Uses that are unacceptable: It is unacceptable for a user to access, use the City' s email or
internet systems in a manner that:

1.       Violates the City' s policies, rules, or administrative orders;
2.       Violates or infringes on the rights of any other person, including the right to

privacy without authorized permission;
3.       Includes the sending of unreasonably large email attachments.   The total

size of an individual email message sent or received   ( including an
attachment) must be 50 Mb or less ( unless authorized by the Director of
Administrative Services or IT);

4.       Involves opening email attachments from unkown or unsigned sources.
Attachments are the primary source of computer viruses and should be
treated with utmost caution.

5.       Involves sharing email account passwords with another person,   or

attempting to obtain another person' s email account password.    Email

accounts are only to be used by the registered user.
6.       Excessive personal use of the City mail resources.  The City allows limited

personal use for communication with family and freidns,  independent

learning,  and public service so long as it does not interfere with staff
productivity, pre-empt any business activity, or consume more than a trivial
amount of resources.    The City prohibits use of its email systems and
services for unsolicited mass mailings,   non-City commercial activity,
political campaigning,  dissemination of chain letters,  and use by non-
employees.
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7.       Involves defamatory,  false,  inaccurate,  abusive,  obscene,  pornographic,

profane, sexually oriented, threatening, racially offensive, or other biased,
discriminatory, or illegal material;

8.       For any illegal purpose;

9.       To download software without prior authorization of the network

administrator;

10.     To download music, video, and related media files that have no business

purpose; or

11.     To make any unauthorized purchases.

Copyrighted Material

Users may download copyrighted material,  but its use must be strictly within the
agreement as posted by the author or current copyright law. The federal Copyright Act at
17 U.S. C. 101 et seq. ( 1988), protects and prohibits use of all original works of authorship

in any tangible medium of expression. This includes a prohibition on plagiarism ( using
someone else' s ideas or writing and passing it on as one' s own).

Sending Emails for City Purposes.   Employees should comply with the following
guidelines when sending emails for City business:

1.       Avoid  "carbon copying" individuals who have no direct involvement or

need to know." Likewise, e- mail to all users should only be used on very
rare occasions when every person on the system has a direct need to know;

2.       Avoid " forwarding" e- mail to a third party unless necessary ( see " carbon

copying). When forwarding, explain the reason for the forwarding action
and edit out any potentially inappropriate contents. If in doubt about the
appropriateness of forwarding a given piece of mail,  check with the

originator for guidance;

3.       When sending an e- mail requiring " action," be sure to indicate which mail

recipient(s) is/ are to take action;
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4.       Do not " say" anything in an e- mail message that could prove embarrassing
or compromising to you, the City, or others. Each employee is responsible
for the content of all text, audio, or images they transmit;

5.       Avoid potentially contentious exchanges through e- mail;

6.       Confidential and sensitive information such as performance reviews,

disciplinary and/ or corrective actions,     attorney-client privileged

information,   personnel information,   private data as outlined in the

Minnesota Government Data Practices Act,   and health or medical

information should not be communicated via e- mail; and

7.       Use your common sense in determining when to use e- mail, in what is said,
and to whom. Remember that electronic communication is not private and

the City reserves the right to monitor and review all communications
originating from or entering its computer systems.

SharePoint Purpose and Use

The purpose of the City of Arden Hill' s SharePoint is to communicate work and
employee information. SharePoint is an internal website designed exclusively for City of
Arden Hills employees.

SharePoint Content

The City' s Information Technologies, HR and Communications staff oversee all aspects
of SharePoint, including content and design. Selected staff are expected to update
SharePoint pages and will receive necessary training to do so.

All employees may post announcements on the employee message board. This may
include (but is not limited to) the advertisement of personal items for sale, family
announcements, and general inquiries to staff, which can be done intermittently and not
a part of a business. Use of the message board is not to be used in any way as a forum to
communicate opinions or promote personal agendas of any kind. Personal
announcements about other employees may not be posted without their consent. All
entries are subject to removal if considered inappropriate for content, language, or any
other reason.

E-mail Distribution Lists

The City' s e- mail distribution lists generally are to be used for official City business only.
Distribution lists that include persons who are not City employees may not be used for
other purpose without the prior authorization of the City Administrator/ Department
Director.  Messages that are of general interest to City employees but not official business
should be posted to the message board on the SharePoint Extranet rather than mailed to
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employee distribution lists such as " ArdenHills —All".  Use of employee distribution lists

for non-official business should be infrequent and not be political or controversial in
nature.  If they contain requests for donations of any sort, the sender must obtain the
prior approval of the City Administrator/ Department Director.

COMPUTER USE

Most City business is conducted with the use of desktop, notebook computers, or cell
phones dedicated to a single user' s activity.  It is essential to protect City information
assets created, gathered, shared or stored with desktop, notebook computers, cell phones
related computer media (e.g.flash drives) and peripherial equipment such as fax machines,
printers and copiers.

General

1.      The City will ensure reasonable physical safeguards to maintain desktop and
notebook computers and peripheral equipment in such a way to avoid
inadvertent disclosure of City information.

2.      The City IT Department shall be responsible for secure installations,
configurations, distribution, management and removal from service, of City
desktop and notebook computers.

3.      The City may withdraw permission of any or all business or personal uses of
its network or information systems at any time.

Securing Desktop and Notebook Computers.

1.     When leaving a desktop or notebook computer unattended,  users shall
apply the " Lock Workstation" feature ( ctrl/ alt/ delete, enter) where systems
allow.

2.      Unattended desktop and notebook computers shall be secured from

viewing by password protected screen savers which should be set to
automatically activate after a period of non-use.   The period of non-use

shall be for no more than sixty (60) minutes.
3.      Desktop computer users shall store confidential and sensitive information

on a networked drive ( shared directory on the City network) and not the
user' s hard drive.

4.      Desktop and notebook computers and monitors shall be turned off at the
end of each workday unless instructed otherwise by the IT Department to
perform routine maintenance.

5.      Desktop and notebook computer users shall not disable or alter security
safeguards, such as virus detection software, installed on City desktop or
notebook computers.
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6.     Additional security requirements may be required for computers containing
data governed by other applicable State and Federal laws including law
enforcement data and data associated with the Health Insurance Portability
and Accountability Act (HIPPA).

7.       Employees shall immediately inform their Supervisor and the I.T. Help
Desk should they become aware of a possible security breech. This includes
knowledge of a password by someone not authorized to have it,
inappropriate demand to reveal a password, unauthorized access to a
system, and loss or theft of equipment or storage media (CDs, disks).

Physical Security Measures.

Physical security measures shall be used to secure notebooks, computer media, and other
forms of information storage media containing confidential or sensitive information.

1.      Mobile notebook computers actively connected to the network or

information systems must not be left unattended.
2.      Notebook computers left in a vehicle except in public works department

vehicles where the device is mounted to the vehicle console.  If possible, the
notebook should be stored in a locked trunk.   (Weather conditions should

be considered when leaving electronic equipment in a vehicle for long
periods of time.)  Unattended vehicles shall be locked at all times.

3.      Mobile notebook computers,  computer media and any other forms of
removable storage ( e.g. zip drives, flash drives, etc.) should be stored in a

secure location, attached to the workstation by locking cable or stored in a
locked cabinet when not in use.

4.      Other information storage media containing confidential data such as paper,
files, tapes, etc. shall be stored in a secure location or locked cabinet when
not in use.

Peripheral Equipment.
Peripheral equipment ( e.g. printers, faxes, copiers)  that store, produce and/ or transfer

confidential or sensitive information shall be protected from inadvertent or unauthorized
access.

1.      Fax machines that store or transmit confidential or sensitive information
shall be placed in secure locations and monitored.

2.     All documents containing confidential or sensitive information shall be
cleared from printers and copiers immediately.
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Unauthorized Software

1.      Individual users shall not install or download software applications and/ or

executable files to any City desktop or notebook computer without prior
authorization from the IT department.

2.      The IT shall make available to users,  a list of authorized and accepted

software and applications approved by the City.

Viruses

1.      Desktop and notebook computer users shall not write,  compile,  copy,

knowingly propagate, execute, or attempt to introduce any computer code
designed to self-replicate, damage, or otherwise hinder the performance of

any computer system ( e.g. virus, bacteria, worm, Trojan horse, or the like).
2.      Suspected viruses should be reported immediately to the IT Department.
3.     Viruses shall not be deleted without expert assistance unless instructed by

the IT Department.

4.     Individual employees are responsible for verifying that disks and other
storage media used or received from outside computers are scanned for

viruses prior to their use on City computers. Please request assistance if you
are unsure of how to scan files, disks, or related storage media for viruses.

Monitoring of desktop and notebook computers.
The City reserves the right to monitor individual user desktop and notebook computers
at random or for cause.

Technical Security.
Desktop and notebook computers shall be configured to reduce the risk of inadvertent or
unauthorized access to City information and systems.

1.     All City desktop and notebook computers shall be configured according to
City desktop and notebook configuration standards.

2.      Without exception, a user' s standard login account cannot be a member of

the local machine administrator' s group on the user' s assigned desktop or
notebook computer.

3.      User identification (name) and authentication ( password)  shall be required

to access the operating system of all desktop and notebook computers
whenever turned on or booted.

4.      Local hard drives shall not be accessible when a desktop or notebook
computer is booted from mobile media, e.g., a diskette or compact disk.

5.      City standard virus detection software shall be installed on all desktop and
notebook computers, mobile, and remote devices and shall be configured to

check files when read and routinely scan the system for viruses.
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6.      Desktop and notebook computers shall be configured to log all significant
computer security relevant events.   ( e.g. password guessing, unauthorized
access attempts or modifications to applications or systems software.)

Policy exceptions.
The IT Department Network Manager shall be authorized to approve or deny policy
exceptions regarding elements of any security policy.   Policy exception requiest shall be
submitted electronically or in hard copy form to the Network Manager.

Privacy
Employees who use the City' s computer system are not guaranteed privacy or
confidentiality. All files and documents stored on City-owned equipment and media,
including personal messages and internet usage logs, are subject to monitoring by City
management and may also be viewed by City I.T. staff as a consequence of performing
their duties.

Employees must respect the confidentiality of other people' s electronic
communications and may not attempt to read, " hack" into other systems or other

people' s accounts, or " crack" passwords, or breach computer or network security
measures, or monitor electronic files or communications of other employees or third

parties except by explicit direction of City management.

Public Records & Accessibility
Electronic files, documents and messages, are a public record and subject to public
record regulations,such as the Minnesota Government Data Practices Act, with respect
to inspection and disclosure, and scheduled retention and disposition.

Electronic files that store e- mail messages and other documents are the City' s property.
Employees should be aware that the City has the same right to access electronic files
stored on City computers as it does files stored in an employee' s desk or workstation.
Sensitive or personal documents or messages should not be sent or stored on the the

City' s computer system.

Use of Personal Computing Devices for City Business
Electronic files, documents and messages, are a public record and subject to public
record regulations such as the Minnesota Government Data Practices Act even when

created, stored or kept on an employee' s personal computing device, such as a cellular
phone.  Employees who use personal computing devices for city business should be
aware that the employee' s personal devices could be searched for data subject to the
Minnesota Government Data Practices Act.

Use of Equipment

Allowable uses of electronic systems and information include the following, to the
extent that these uses are for the purpose of conducting City of Arden Hills business:
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to facilitate performance of job functions;

to facilitate the communication of information in a timely manner;
to coordinate meetings of individuals, locations and City resources;
to communicate with other departments throughout the City;
to communicate with outside organizations as required in order to perform an

employee' s job functions.

Personal Use of Equipment and Systems

Limited personal use of the City' s computer system, including e- mail, social media sites,
and the Internet is permitted. Personal use of the computer system shall follow the same
guidelines as apply to personal use of the telephone and other personal activities while on

duty. Such personal use must not consume large amounts of City resources. Employees
using electronic media and services for personal use waive any claims to privacy regarding
that usage. Excessive personal use is prohibited and will be subject to discipline. Personal

use of a City e- mail account must conform to the same professional standards as work-
related communications and may not be used for business ventures or illegal activities.
Employees need to be particularly sensitive to the content and interpretation of e- mail
messages sent from City accounts as the e- mail address is clearly identified with the City.

Excessive Usage

Electronic media and services should not be used in a manner that is likely to cause
network congestion or significantly hamper the ability of other people to access and use
the system. Continued impedance of other users through mass consumption of system

resources, after receipt of a request to cease such activity, is prohibited.

System Security
City employees shall adhere to the following practices to protect the integrity and security
of the City' s computer system:

Employees may not install any modem, wireless access device, other external
connection or remote access hardware or software onto their City-provided
computer or any part of the City' s network without the prior authorization of IT
staff and with approval of the Department Director.

Employees may not disable any anti-virus, firewall, or other software or hardware
designed to prevent unauthorized access to the City' s network and computers
without the prior authorization of IT staff and the City Administrator.

Employees are responsible for maintaining the confidentiality of passwords.
Employees shall immediately inform their Supervisor and the I.T. Help Desk if
they know or have reason to suspect that any passwords have become known to a
person unauthorized to access the systems they protect.
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Backing Up/ Deleting Files
All files stored on the network will be backed up on a regular basis. Files that are stored
on a users hard drive will not be backed up.

Ownership
The City' s computers and other similar devices and information produced and stored on
the foregoing are the sole property of the City.   The City has the exclusive rights to
review,  retain,  maintain, modify or delete files,  messages and documents stored and
created on a City computer or device.   This includes personal messages and files that
reside on City equipment and storage media.  Employees may not distribute or copy City
data without proper authorization.
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PASSWORD POLICY

General

1.  Passwords must be changed every 90 days.
2.  Passwords must be unique from the past 10 passwords ( you cannot use the same

password as before).

3.  Users will be notified by system prompts two weeks in advance of password
expiration date.   At this time,      users will be prompted to select a new
password.

Password Construction Guidelines

Passwords are used to access any number of City information systems, including the
network, database applications, email, and the Internet.   Poorly designed passwords are
easily cracked,  and put the entire system at risk.    Therefore,  strong passwords are

necessary to protect the integrity of the network data.  Try to create a password that is
also easy to remember.

1.  Passwords should not be based on well-known or easily accessible personal
information.

2.  Passwords must contain at least 8 characters.  A strong password would contain
the following:

Contain characters from three of the following four categories:
English uppercase characters ( A through Z)

English lowercase characters ( a through z)

Base 10 digits (0 through 9)

Non-alphabetic characters ( for example, !, $, #, %)

Complexity requirements are enforced when passwords are changed or
created.

3.  Passwords must not be based on an users' personal information or that of his or
her friends, family members, or pets.   Personal information includes logon I.D.,
name,   birthday,   address,   phone number,   social security number,   or any
permutations thereof.

4.  Passwords must not be words that can be found in a standard dictionary (English
or foreign) or are publicly known slang or jargon.

5.  Passwords must not be based on publicly known fictional characters from books,
films, and so on.

6.  Passwords must not be based on the company' s name or geographical location.
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Password Protection Guidelines

1.  Passwords should be treated as confidential information.  No employee is to give,

tell, or hint at their password to another person, including IT staff, administrators,
superiors,    other co-workers,    friends,    and family members,   under any

circumstances.

2.  If someone demands your password,  refer them to this policy or have them
contact the IT Department.

3.  Passwords are not to be transmitted electronically over the unprotected Internet,
such as via e- mail.   However, passwords may be used to gain remote access to
company resources via the City' s IPsec-secured Virtual Private Network or SSL-
protected Web site.

4.  No employee is to keep an unsecured written record of his or her passwords,
either on paper or in an electronic file.  If it proves necessarily to keep a record of
a password, then it must be kept in a controlled access safe if in hardcopy form or
in an encrypted file if in electronic form.

5.  Do not use the " Remember Password" feature of applications.

6.  Passwords used to gain access to City systems should not be used as passwords to
access non-City accounts or information.

7.  If possible, don't use the same password to access multiple database or network

systems.

8.  If an employee either knows or suspects that their password has been

compromised,  it must be reported to the IT Department and the password

changed immediately.
9.  The IT Department may attempt to crack or guess users' passwords as part of it

ongoing security vulnerability auditing process.    If a password is cracked or

guessed during one of these audits, the user will be required to change his or her
password immediately.

95



City of Arden Hills Personnel Policy Effective February 29, 2016

CELLULAR PHONE USE

This policy is intended to define acceptable and unacceptable uses of City issued cellular
telephones. Its application is to insure cellular phone usage is consistent with the best

interests of the City without unnecessary restriction of employees in the conduct of their
duties. This policy will be implemented to prevent the improper use or abuse of cellular
phones and to ensure that City employees exercise the highest standards of propriety in
their use.

General Policy
Cellular telephones are intended for the use of City employees in the conduct of their
work for the City. Supervisors are responsible for the cellular telephones assigned to their
employees and will exercise discretion in their use. Nothing in this policy will limit
supervisor discretion to allow reasonable and prudent personal use of such telephones or
equipment provided that:

Its use in no way limits the conduct of work of the employee or other employees.
No personal profit is gained or outside employment is served.

An employee will not be reimbursed for business- related calls without prior authorization

from his/ her supervisor. Supervisors may also prohibit employees from carrying their
own personal cell phones during working hours if it interferes with the performance of
their job duties.

Use of public resources by City employees for personal gain and/ or private use including,
but not limited to, outside employment or political campaign purposes, is prohibited and
subject to disciplinary action which may include termination and/ or criminal prosecution,
depending on the circumstances. Incidental and occasional personal use may be
permitted with the consent of the supervisor.

Personal calls will be made or received only when absolutely necessary. Such calls must
not interfere with working operations and are to be completed as quickly as possible. In
cases where the City does not regard accounting for personal calls to be unreasonable or
administratively impractical due to the minimal cost involved, personal calls made by
employees on a City-provided cellular phone must be paid for by the employee through
reimbursement to the City based on actual cost listed on the City' s phone bill.

Use of Personal Cellular Phone for City Business
Electronic files, documents and messages, are a public record and subject to public
record regulations such as the Minnesota Government Data Practices Act even when

created, stored or kept on an employee' s personal computing device, such as a cellular
phone.  Employees who use personal computing devices for city business should be
aware that the employee' s personal devices could be searched for data subject to the
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Minnesota Government Data Practices Act.

Procedures

It is the objective of the City to prevent and correct any abuse or misuse of cellular
telephones through the application of this policy. Employees who abuse or misuse such
telephones may be subject to disciplinary action.

Responsibility
The Director of Administrative Services, or designee, will have primary responsibility for
implementation and coordination of this policy. All supervisors will be responsible for
enforcement within their departments.
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SOCIAL MEDIA USE POLICY

Introduction

The City of Arden Hills will determine, at its discretion, how its web-based social media
and online community presence will be designed, implemented, and managed as part of
its overall communications and information technology strategies and functions.   City
government social media and other web-based resources may be modified or removed by
the City at any time and without notice, as necessary to maintain the integrity of both
communications and information technology functions.

Purpose

It is the intent of the City of Arden Hills to represent itself appropriately, consistently,
and positively on the internet.   Collaborative technologies are fundamentally changing
how information is provided, received, and how the City can engage its citizens.  To aid

in meeting the goals of the City, the purpose of this policy is to establish procedures for
creating and maintaining a social media and online community presence which is in
accord with policies and directives established by City management.   It also provides

guidelines and standards for individual employees regarding the use of social media for
communication with citizens, colleagues, and the world at large.

Scope

This policy applies to any existing or proposed social media websites and online
community accounts created by City employees during the course and scope of their
employment, and includes all sites and accounts described in this policy.  This policy does
not govern personal use of social media websites during work hours.  The Computer Use

Policy governs personal use of social media.

Definitions

City Social Media"  —  Typically a mobile-based tool for sharing and discussing
information.   Focus on creating and fostering online social communities for a specific
purpose and connecting users from varying locations and interest areas.

Social Media Websites" — Typically a mobile-based tool for sharing and discussing
information. Focus on creating and fostering online social communities for a specific
purpose and connecting users from varying locations and interest areas.

Social Networking" — Offers a way for registered users to communicate with each
other on the internet, usually offering many ways to connect to other registered users.

These websites fall under four categories:

Conversation —blogs, message boards, Twitter

Social Networking— Facebook, Myspace, LinkedIn
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Content Sharing— YouTube, Flickr, Digg, Delicious
Collaboration— Wikipedia, Micropublishing

These websites can offer many different ways for users to interface such as instant
messaging, blogging and commenting, microblogging, status updates, online forums,
website link sharing, video conferencing, sharing photos, videos, etc.

Microblogging (Twitter)" —This is a form of blogging that allows registered users
to post short updates ( 140 characters or less) about themselves and their activities.

General Standards

The City of Arden Hills' social media websites and online community accounts and
their associated content should focus on significant City interest areas and be organized
in a manner that avoids duplication, ambiguities, and/ or conflicting information.

Social Media Web Site Responsibility
It is the responsibility of the Director of Finance and Administrative Services or his/ her
designee to ensure all City policies are followed when employees are establishing a City of
Arden Hills social media site or the applicable Department Director when interacting
with social media sites in the course of the employee' s scheduled work.

1.       All postings to City of Arden Hills social media sites may be subject to review by
the City Clerk, Department Director (as applicable) and/ or the City Administrator
and may be deleted without notice.

2.       Additional or significantly amended social media websites, intended to be
established for the benefit of the City of Arden Hills via individual employees or
departments, must be approved by the Director of Administrative Services or
his/ her designee and the City Administrator. The employee is responsible for
providing documentation on the benefits of using social media networks for their
specific job functions as justification for approval of the additional or significantly
amended social media sites. It is the responsibility of the employee' s supervisor to
review work impacts to assure that using social media does not negatively affect
the employee' s day- to-day job performance.

3.       Administration of all social media websites and online community accounts must
comply with applicable laws, regulations and policies as well as proper business
etiquette.

4.       City social media accounts accessed and utilized during the course and scope of an
employee' s performance of his/ her job duties may not be used for private or
personal purposes or for the purpose of expressing private or personal views on
personal, political or policy issues or to express personal views or concerns
pertaining to City employment relations matters.
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5.       City of Arden Hills social media and online community website accounts are
considered a City asset and logins to these accounts must be securely administered
in accordance with City computer security policies. The City Clerk must be an
administrator on all City website accounts.  The City reserves the right to shut
down any of its social media sites or accounts for any reason without notice.

6.       A social media website and online community accounts shall not be used by the
City or any City employee or representative to disclose sensitive and/ or
confidential information without the prior approval of the City Administrator.

7.       All social media websites and online community accounts created and utilized
during the course and scope of an employee' s performance of his/ her job duties
will be identified as belonging to the City of Arden Hills, including the City logo,
as well as a link to the City' s official website.

8.       Only City employees can administer City social media sites.

Social Media Guidelines
1.       Adhere to your area of business expertise and provide information on your current

activities and those of your industry.

2.       Post meaningful, respectful comments that promote collaboration and sharing. Do
not spam, inflame, or make comments that are offensive.

Posting may include:
a. City events
b. City partner events
c. Special events will be considered on a case-by-case basis

Posting not allowed:
a. Sales at retail stores

b. Political Commentary

3.       Always think before posting; if it causes you to pause or question if it is
appropriate, it most likely should not be posted.

4.       Respect proprietary information, content and confidentiality. Give credit to
appropriate persons when required or appropriate.

5.       Reply to comments in a timely manner, when a response is appropriate.
Understand that quality communication is important, so engage appropriately.

6.       Be transparent as to who you are and who you represent. Be clear about your role

for the City of Arden Hills so as to identify your vested interest in the information
you share.
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7.       Be aware that just by identifying yourself as a City of Arden Hills' employee, you
are creating perceptions about yourself and about the City. Be sure all content
associated with you is consistent with your work and the City' s professional
standards.

8.       Know and follow the City' s rules for conduct, Computer Use & Security Policy
and the Social Media Use Policy.

9.       Be aware that some information is confidential and/ or sensitive until deemed
available for public release. Employees are expected to maintain this

confidentiality.

10.     Add value and excitement to the online community. Your statements and posts
should provide the community with information to improve their knowledge,
skills, solve problems, or to understand City government and community activities
better.

11.      Social media is a conversation, so talk to the community as you would a real
person in a professional situation. Be a leader while communicating and do not
create incendiary statements to inflame others. Be careful and considerate of other
points of view.

Posting guidelines:
a. No more than 1 o 2 posts per day on the site.
b. Please keep sites updated.
c. Posts should include a colorful picture or link if possible to

another site to promote interest.

d. Post events as close to the date of the event as possible. At the

very least, post a reminder close to the event.
Guidelines for responses to posts:

a. The City will delete any responses containing profanity, vulgarity,
or which are demeaning or inflammatory to other people.
b. Document deleted posts ( save thread to a file), along with specific

reason for deleting.
Use Facebook as a photo repository for City events —gives fans a reason

to join and something to look at.

Policy Violations
Violations of this Policy will subject the employee to disciplinary action up to and
including discharge from employment.

Exceptions/ Changes

This policy replaces all previous policies covering the same or similar topics except as
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provided for in Arden Hills' Personnel Policies. Exceptions to this policy may be granted
only by the City Administrator. This policy may be reviewed and changed at any time.
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COMMUNICATIONS

Introduction

The City of Arden Hills strives to provide the public accurate and timely information,
communicated in a professional manner, and in accordance with the laws regarding
public information and data practices.

This policy provides guidelines for all external communications from the City using
various mediums including, but not limited to:

Printed materials such as newsletters, articles, and brochures.

Electronic materials such as email, postings to web sites or social media sites.

Media relations such as requests for interviews, news releases, and media requests.

The City also recognizes that employees may sometimes comment on City matters
outside of their official role as an employee for the City of Arden Hills. Therefore, this
policy also provides guidelines for employees when communicating as a private citizen
on matters pertaining to City business.

Policy

General Guidelines for all Communications ( Official and Personal)

All City employees have a responsibility to help communicate accurate and timely
information to the public in a professional manner. Any employee who identifies a
mistake in reporting should bring the error to the Department Director, City
Administrator, or other appropriate staff Regardless of whether the communication is

in the employee' s official City role or in a personal capacity, employees must comply
with all laws related to trademark, copyright, software use etc. Employees must also

follow all City policies that may apply. Examples of relevant policies include:

Computer Use Policy
Data Practices Policy
Political Activity Policy
Social Media Use Policy

Additional Guidelines for Offcial City Communications
Handling General Requests:
All staff is responsible for communicating basic and routine information to the public
in relation to their specific job duties. Requests for private data or information outside

of the scope of an individual' s job duties should be routed to the appropriate

department or to the data practices authority.
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Handling Media Requests:
With the exception of routine events and basic information that is readily available to the
public, all requests for interviews or information from the media are to be routed through

the Department Director or City Administrator. Media requests include anything
intended to be published or viewable to others in some form such as television, radio,

newspapers, newsletters, and websites. When responding to media requests, employees
should follow these steps:

If the request is for routine or public information (such as a meeting time or
agenda) provide the information and notify the Department Director of the
request.

If the request is regarding information about City personnel, potential litigation,
controversial issues, an opinion on a City matter, or if you are unsure if it is a
routine" question, forward the request to the Department Director or City

Administrator. An appropriate response would be, " I'm sorry, I don' t have the full
information regarding that issue. Let me take some basic information and submit
your request to the appropriate person who will get back to you as soon as he/ she
can." Ask the media representative' s name, questions, deadline, and contact
information.

Communicating on behalf of the City:
The City Administrator, Department Directors, and communications staff are
authorized to communicate on behalf of the City in interviews, publications, news
releases, on social media sites, and related communications. Other employees may
represent the City if approved by one of these individuals to communicate on a
specific topic. When speaking on behalf of the City:

Employees must identify themselves as representing the City. Account names on
social media sites must clearly be connected to the City and approved by the
Department Director or City Administrator.
On social media sites only an administrator of the site may respond to requests
and post comments.

No employee is allowed to start a social media site for the City without prior
authorization from the Department Director and City Administrator.
No employee is allowed to create a website and/ or register a web address ( URL)

for the City without prior authorization from the Department Director and City
Administrator. Approved URLs must be registered by the I.T. Division and
approved websites must be established by the Deputy Clerk.
All information must be respectful, professional and truthful. Corrections must be
issued when needed.

Personal opinions generally do not belong in official City statements. One
exception is communications related to promoting a City service. For example, if
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an employee posted on the City' s Facebook page, " My family volunteered at the
Urban Wildlife half marathon and had a great time". Employees who have been

approved to use social media sites on behalf of the City should seek assistance
from the Department Director or City Administrator on this topic.

Employees using their personal technology (cell phones, home computer, cameras,
etc) for City business should be aware that the data transmitted or stored may be
subject to the data practices act and legal proceedings.

Additional Guidelines for Personal Communications

It is important for employees to remember that the personal communications of

employees may reflect on the City, especially if employees are commenting on City
business. The following guidelines apply to personal communications including various
forms such as social media (Facebook, Twitter, blogs, YouTube, etc), letters to the

editor of newspapers, and personal endorsements.

Remember that what you write is public, and will be for a long time. It may also be
spread to large audiences. Use common sense when using email or social media
sites. It is a good idea to refrain from sending or posting information that you
would not want your boss or other employees to read, or that you would be

embarrassed to see in the newspaper.

The City of Arden Hills expects its employees to be truthful, courteous and
respectful towards supervisors, coworkers, citizens, customers and other persons

associated with the City. Do not engage in name- calling or personal attacks.

If you publish something related to City business, identify yourself and use a
disclaimer such as, " I am an employee of the City of Arden Hills. However, these
are my own opinions and do not represent those of the City of Arden Hills."
City resources, working time, or official City positions cannot be used for personal
profit or business interests, or to participate in personal political activity. For
example, a building inspector could not use the City' s logo, email, or working time
to promote his/ her side business as a plumber.

Personal social media account names or email names should not be tied to the

City.

Policy Violations
Violations of this policy will subject the employee to disciplinary action up to and
including discharge from employment.

105



AGENDA ITEM 9B 

 
City of Arden Hills  
City Council Meeting for February 29, 2016 
 
P:\Planning\Planning Cases\2015\PC 15-020 - Zoning Code Amendment - Retail and Resale Businesses\Memo_Reports_15-020 

Page 1 of 4 

 
MEMORANDUM 

 
DATE: February 29, 2016           
                                
TO: Honorable Mayor and City Councilmembers 
  Sue Iverson, Acting City Administrator 
 
FROM: Ryan Streff, City Planner 
  
SUBJECT: Planning Case #15-020  
 Applicant: City of Arden Hills 
 Request: Zoning Code Text Amendment – Retail and Thrift Store Establishments 
 
 
 
Requested Action 
 

1) Motion to approve Ordinance Number 2016-003 in Planning Case 15-020 for an 
amendment to Chapter 13, Section 1305.04, 1320.05, and 1325.046, of the Arden Hills 
City Code, based on the findings of fact, as presented in the February 29, 2016, Report to 
the City Council.  

2) Motion to approve publishing a Summary of Ordinance Number 2016-003 (4/5 vote 
required).  
 

 
Background 
 
The Retail Sales and Service land use category in the Zoning Code is broadly defined and 
includes businesses that sell both new and used merchandise. Over the last several months, staff 
has completed research on the operational characteristics of thrift stores that distinguish these 
businesses from retail stores that sell primarily new goods.  
 
Thrift stores operate differently than other retail businesses in that they receive used materials 
from the general public at their place of business and process items for resale. Larger thrift stores 
often have unique operational characteristics related to managing the collection, processing, and 
disposal of donated items. These characteristics may include a dedicated donation drop-off area 
on the exterior of the building, use of container or semi-trailers for exterior storage, and larger 
waste and recycling collection areas for disposal of non-saleable items.  
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Staff presented options for amending the Zoning Code to address thrift store businesses at the 
City Council Work Sessions on October 19, 2015, and December 21, 2015. The City Council 
directed staff to proceed with a Zoning Code Amendment that would create a new land use 
category for Thrift Store and establish specific Conditional Use Permit criteria for thrift store 
businesses. Additionally, the City Council agreed that the thrift store land use should only be 
allowed in the B-4 Zoning District and be classified as a conditional use.  On February 3, 2016, 
the Planning Commission held the public hearing for the Zoning amendments related to the thrift 
store use and voted (3-2, Holewa, Bartel) to recommend approval of the proposed amendment 
but include the B-2, B-3, and I-Flex District along with the B-4 District as districts where thrift 
stores should be classified as conditional.        
 
 
Summary of Proposed Ordinance Amendments and Additions 
 
Section 1305 – Definitions 
The definitions section of the Zoning Code would be updated to clarify the differences between 
“Retail Sales and Service” and “Thrift Store” establishments.  A draft amendment to Section 
1305.04 Definitions has been provided in Attachment E.  
 
Section 1320 – Land Use Chart 
The Land Use Chart in Section 1320.05 of the Zoning Code has been updated to reflect the 
proposed amendment and now lists Thrift Stores as a conditional use in the B-2, B-3, B-4, and I-
Flex Zoning District.  No changes have been made to the Land Use Chart related to the Retail 
Sales and Service land use. The draft Land Use Chart can be reviewed in Attachment F.  
 
Section 1325 – Conditional Use Criteria 
New language has been proposed to update the Zoning Code in order to identify specific 
Conditional Use Permit (CUP) criteria for Thrift Stores.  Staff has drafted Section 1325.046 
Thrift Store Additional Conditional Use Permit Criteria for your review in Attachment G.    
 
 
Discussion 
 
At the Planning Commission meeting on February 3, 2016, the Commission discussed the Code 
amendments for retail and thrift store establishments at length.  The discussion largely focused 
on the limited Zoning Districts in which thrift stores would be either permitted or conditional and 
the need for additional standards for these establishments.  The majority of the Commission 
agreed that the proposed Code amendments were reasonable in order to clarify the different uses, 
update the Land Use Chart, and to include the Conditional Use Permit Criteria for thrift stores.  
The Commission recommended approval (3-2, Holewa and Bartel) of the proposed amendment 
but decided to also include the B-2, B-3, and I-Flex Districts as districts where thrift stores 
should be classified as conditional.        
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6. Additional Review 

 
A. City Attorney 

 
The proposed language amending the City Code and the procedures for making these 
ordinance changes have been reviewed by the City Attorney. 
 
 

Findings of Fact: 
 
The Planning Commission reviewed Planning Case 15-020 at their regular meeting on February 
3, 2016.  Draft minutes from the meeting are included in Attachment A.  The Planning 
Commission offers the following findings of fact for consideration: 
 
General Findings: 
 

1) The proposed amendments advance the City’s land use goals by further clarifying the 
difference between the sale of new and used goods in order to achieve the highest 
possible development standards. 

2) The proposed amendments advance the City’s land use goals by creating development 
standards that visually enhance development and promote compatibility with nearby 
properties and neighborhood character. 

3) The proposed amendments advance the City’s land use goals by adopting specific 
Conditional Use Permit (CUP) criteria for Thrift Stores to ensure that that the vision of 
the City is met.  

4) The proposed amendments advance the City’s implementation strategies identified in the 
Land Use Chapter of the Comprehensive Plan to ensure the construction of high quality, 
sustainable, and aesthetically enhanced developments.   

5) The proposed amendment advances the City’s implementation strategies identified in the 
Economic Development Chapter of the Comprehensive Plan by identifying and 
promoting the market strengths of Arden Hills.      

 
 
Recommendation 
 
The findings of fact for the Zoning Code Amendment support approval.  The Planning 
Commission reviewed Planning Case 15-020 and recommends approval (3-2, Holewa and Bartel 
opposed) for an amendment to Section 1305.04, Section 1320.05, and Section 1325.046 of the 
Zoning Code Ordinance, as presented in the February 29, 2016, Report to the City Council.  
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Proposed Motion Language 
 

1. Approve the amendment with changes suggested by the Planning Commission 
(Recommended Action).  

2. Approve the amendment with the following changes.  
 
 
Public Notice 
 
Notice of the public hearing was published in the Shoreview-Arden Hills Bulletin on January 13, 
2016.  
 
 
Resident Comment 
 
Staff has not received any letters, e-mails, or telephone calls from property owners or residents in 
regards to this planning case.  
 
 
Attachments 
 

A. Draft Planning Commission meeting minutes – February 3, 2016 
B. Planning Commission report – February 3, 2016 
C. Ordinance 2016-003 
D. Summary of Ordinance 
E. Section 1305.04 - Zoning Code Ordinance Amendment Redline 
F. Section 1320.05 - Zoning Code Ordinance Amendment Redline 
G. Section 1325.046 - Zoning Code Ordinance Amendment Redline 
H. City County Work Session Minutes – December 21, 2015 
I. City County Work Session Minutes – October 19, 2015 
J. Planning Commission Work Session Minutes – September 9, 2015 

 



 
 
 
 
 

Approved:  
 

CITY OF ARDEN HILLS, MINNESOTA 
PLANNING COMMISSION 

WEDNESDAY, FEBRUARY 3, 2016 
6:30 P.M. - ARDEN HILLS CITY HALL 

 
 
CALL TO ORDER/ROLL CALL 
 
Pursuant to due call and notice thereof, Chair Roberta Thompson called to order the regular 
Planning Commission meeting at 6:30 p.m. 
 
ROLL CALL 

 
Present were: Chair Roberta Thompson, Commissioners Brent Bartel, Andrew Holewa, Steven 
Jones, and Phillip Neururer 

 
Absent:  Commissioner Angela Hames (unexcused) and Clayton Zimmerman (excused).  
  
Also present were:  City Planner Ryan Streff and Senior Planner Matthew Bachler 
 
APPROVAL OF AGENDA – FEBRUARY 3, 2016 
  
Chair Thompson stated the agenda will stand as published. 
 
APPROVAL OF MINUTES 

 
January 6, 2016 – Planning Commission Regular Meeting 
 
Commissioner Holewa moved, seconded by Commissioner Jones, to approve the January 6, 
2016, Planning Commission Regular Meeting minutes as presented.  The motion carried 
unanimously (5-0). 
 
PLANNING CASES 
 
B. Planning Case 15-020; Zoning Code Amendment – Retail & Thrift Store 

Establishments – Public Hearing  
 

City Planner Streff indicated that the Retail Sales and Service land use category in the Zoning 
Code is broadly defined and includes businesses that sell both new and used merchandise. Over 
the last several months, staff has completed research on the operational characteristics of thrift 
stores that distinguish these businesses from retail stores that sell primarily new goods. Thrift 
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stores would include antique stores, collectable stores, consignment shops, and second-hand 
stores such as Goodwill or Salvation Army.  
 
City Planner Streff stated that thrift stores operate differently than other retail businesses in that 
they receive used materials from the general public at their place of business and process items 
for resale. Larger thrift stores often have unique operational characteristics related to managing 
the collection, processing, and disposal of donated items. These characteristics may include a 
dedicated donation drop-off area on the exterior of the building, use of container or semi-trailers 
for exterior storage, and larger waste and recycling collection areas for disposal of non-saleable 
items.  
 
City Planner Streff explained that staff presented options for amending the Zoning Code to 
address thrift store businesses at the City Council Work Sessions on October 19, 2015, and 
December 21, 2015. The City Council directed staff to proceed with a Zoning Code Amendment 
that would create a new land use category for Thrift Store and establish specific Conditional Use 
Permit criteria for thrift store businesses. Additionally, the City Council agreed that the thrift 
store land use should only be allowed in the B-4 Zoning District and be classified as a 
conditional use. The Planning Commission discussed creating a separate land use category for 
thrift store business at their work session on September 9, 2015. At that time, the Planning 
Commission did not support this type of an amendment to the Zoning Code. 
 
City Planner Streff reviewed the Summary of Proposed Ordinance Amendments and Additions 
in detail with the Commission.   
 
City Planner Streff provided the Findings of Fact for review: 
 
General Findings:  
1)  The proposed amendments advance the City’s land use goals by further clarifying the 

difference between the sale of new and used goods in order to achieve the highest 
possible development standards.  

2) The proposed amendments advance the City’s land use goals by creating development 
standards that visually enhance development and promote compatibility with nearby 
properties and neighborhood character.  

3)  The proposed amendments advance the City’s land use goals by adopting specific 
Conditional Use Permit (CUP) criteria for Thrift Stores to ensure that that the vision of 
the City is met.  

4)  The proposed amendments advance the City’s implementation strategies identified in the 
Land Use Chapter of the Comprehensive Plan to ensure the construction of high quality, 
sustainable, and aesthetically enhanced developments.  

5) The proposed amendment advances the City’s implementation strategies identified in the 
Economic Development Chapter of the Comprehensive Plan by identifying and 
promoting the market strengths of Arden Hills. 

 
City Planner Streff stated that staff recommends approval of Planning Case 15-020 to amend 
Section 1305, Section 1320, and Section 1325 of the Zoning Code Ordinance, as presented in the 
February 3, 2016, Report to the Planning Commission. 
 
City Planner Streff reviewed the options available to the Planning Commission on this matter: 
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1.   Recommend Approval as Submitted 
2.  Recommend Approval with Changes 
3.  Recommend Denial 
4.  Table 
 
Chair Thompson opened the floor to Commissioner comments. 

 
Chair Thompson questioned where the B-4 District was located in the City of Arden Hills. 
 
City Planner Streff reviewed the location of the B-4 District in the City noting it was south of 
Red Fox Road, north of Grey Fox Road, and west of Lexington Avenue North.  
 
Chair Thompson opened the public hearing at 7:02 p.m. 

 
Chair Thompson invited anyone for or against the application to come forward and make 
comment. 

 
There being no comment Chair Thompson closed the public hearing at 7:03 p.m. 
 
Commissioner Jones did not support the recommendation given the fact the B-4 Zoning District 
was so small.  He did not support the idea of calling all businesses that sell used goods “thrift 
stores.”    
 
Commissioner Neururer agreed. 
 
Commissioner Jones discussed the location of thrift stores within other communities and 
believed that the sale of used goods should be allowed in other areas of the City. 
 
Commissioner Holewa did not like the proposed Zoning Code amendment at all.  He stated that 
in 2012, Salvation Army approached the City regarding a proposed location and the Council was 
not supportive at that time.  He was uncertain as to why this Code amendment was being 
proposed.  He believed this was a City Council issue and they were trying to protect the 
community from the sale of used goods.  He did not agree with this mindset.  He stated he would 
be recommending denial of the proposed Zoning Code amendment. 
 
Commissioner Bartel was supportive of the additional regulations for thrift stores.  He saw the 
proposed Zoning Code amendment as a proactive step in the right direction.  He supported the 
City having some sort of standards in place.   
 
Commissioner Holewa believed that stores such as Goodwill offer a good service for Arden 
Hills as they provided a location for residents to drop off used items in addition to offering a new 
store to shop at.  He understood that Arden Hills has a high-end persona; however, there are 
residents in the City that are in need.  He welcomed secondhand goods and thrift stores in the 
community. 
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Commissioner Bartel understood and appreciated Commissioner Holewa’s comments.  He 
knew there was a growing need in the community given the increase in free and reduced lunches 
at Valentine Hills Elementary.  He expressed concerns about the design of the Goodwill store. 
 
Chair Thompson encouraged the Commission to not name specific businesses but understood 
the concerns with the design of the existing thrift store building.  She believed the proposed 
Zoning Code amendment was limited.  She liked the idea of having requirements that would 
regulate thrift stores; however, it was her opinion that the proposed location was too limited in 
size.   
 
Commissioner Holewa discussed the concerns that were raised when Walgreens and CVS 
approached the City.  He encouraged the City to let the market drive demand. 
Commissioner Neururer recommended thrift stores be allowed in areas beyond the B-4 Zoning 
District.  
 
Commissioner Bartel did not believe the City’s current thrift store was in the correct location.  
For this reason, he supported the City further regulating where this use can be located.  
 
Commissioner Jones commented the location of the existing thrift store was on an odd lot given 
the location of the railroad tracks.  He explained this was a high traffic area of the City. 
 
Commissioner Holewa stated he was ready to make a recommendation for denial. 
 
Chair Thompson asked if a motion had to cover all aspects of the proposed zoning code 
amendments, or if it could be altered. 
 
City Planner Streff indicated that the Planning Commission can alter the motion language as 
needed. 
 
Chair Thompson stated from the perspective of the discussion, the Commission’s primary 
concern was with the Land Use Chart in Section 1320 of the Zoning Code. 
 
Commissioner Holewa was concerned with this section in addition to the restrictions regarding 
trucks and outdoor storage. 
 
Chair Thompson supported staff’s proposed requirements for regulating thrift stores, just not 
the limited location of where thrift stores could locate.  
 
Commissioner Jones believed the City was being too restrictive by requiring thrift stores to be 
located only within the B-4 Zoning District.   
 
Commissioner Holewa moved a motion to recommend denial of Planning Case 15- 020 for 
an amendment to Section 1305, Section 1320, and Section 1325 of the Zoning Code 
Ordinance, as presented in the February 3, 2016, Report to the Planning Commission 
based on the fact the recommendation was overly restrictive and there was no need to 
further regulate this retail business.  The motion failed for lack of a second. 
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Commissioner Bartel questioned how the Commission should proceed given the fact there were 
a lot of agreeable points within the proposed Zoning Code amendment, except for the limited 
location that thrift stores would be allowed. 
 
City Planner Streff suggested that in order to expand the limited location the Commission could 
include other zoning districts that thrift stores would be allowed by right or by Conditional Use 
Permit.  
 
Commissioner Bartel inquired if the matter could be tabled to have staff further investigate 
which zoning districts would be appropriate to have thrift stores. 
 
City Planner Streff encouraged the Commission to review the zoning map and land use chart to 
see where other retail sales and services are allowed.  He provided further comment on the 
business zoning districts located in the City of Arden Hills. 
 
Commissioner Holewa expressed concern with the fact that if thrift stores were limited to the B-
4 District, and these properties were continuing to become fully developed, there would be no 
space left for new thrift businesses to locate.  He indicated this was too restrictive. 
 
Commissioner Jones supported thrift stores being located within the I-Flex, B-2, B-3 and B-4 
Zoning Districts.  He explained that he has worked with Tech Dump, a computer recycling 
company and this business was located within an industrial flex area.   
 
Chair Thompson questioned how the Commission wanted to proceed. 
 
Commissioner Jones moved and Commissioner Neururer seconded a motion to recommend 
approval of Planning Case 15-020 for an amendment to Section 1305, Section 1320, and 
Section 1325 of the Zoning Code Ordinance, as presented in the February 3, 2016, Report 
to the Planning Commission, with the following change: allowing thrift store 
establishments as a Conditional Use in the B-2, B-3, B-4 and I-Flex Zoning Districts. 
 
Commissioner Holewa believed that thrift stores should be a permitted use within these 
districts. 
 
City Planner Streff commented the motion, as stated, would allow thrift store sales in the B-2, 
B-3, B-4 and I-Flex Zoning Districts as a conditional use.   
 
Commissioner Jones was in favor of keeping his motion as stated allowing thrift stores as a 
conditional use in the stated zoning districts. 
 
Commissioner Bartel questioned how future thrift stores would be evaluated by the City. 
 
City Planner Streff reviewed the process that would be followed if the proposed Zoning Code 
amendments were approved by the Planning Commission and City Council. 
 
Commissioner Bartel supported thrift stores remaining a conditional use. 
 
Chair Thompson called the question. 
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The motion carried 3-2 (Holewa and Bartel opposed). 
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MEMORANDUM 

 

DATE: February 3, 2016          PC Agenda Item     3.B 
                                
TO: Planning Commission 
 
FROM: Ryan Streff, City Planner 
  
SUBJECT: Planning Case #15-020 – Public Hearing Required 
 Applicant: City of Arden Hills 
 Request: Zoning Code Text Amendment – Retail and Thrift Store Establishments 
 
 
Requested Action 
 
Consider approval of Planning Case 15-020 to amend Section 1305, Section 1320, and Section 
1325 of the Zoning Code in order to update the definition for Retail Sales and Service and create 
a new definition, land use classification, and regulations for thrift store businesses.  
 
 
Background 
 
The Retail Sales and Service land use category in the Zoning Code is broadly defined and 
includes businesses that sell both new and used merchandise. Over the last several months, staff 
has completed research on the operational characteristics of thrift stores that distinguish these 
businesses from retail stores that sell primarily new goods. Thrift stores would include antique 
stores, collectable stores, consignment shops, and second-hand stores such as Goodwill or 
Salvation Army.  
 
Thrift stores operate differently than other retail businesses in that they receive used materials 
from the general public at their place of business and process items for resale. Larger thrift stores 
often have unique operational characteristics related to managing the collection, processing, and 
disposal of donated items. These characteristics may include a dedicated donation drop-off area 
on the exterior of the building, use of container or semi-trailers for exterior storage, and larger 
waste and recycling collection areas for disposal of non-saleable items.  
 
Staff presented options for amending the Zoning Code to address thrift store businesses at the 
City Council Work Sessions on October 19, 2015, and December 21, 2015. The City Council 
directed staff to proceed with a Zoning Code Amendment that would create a new land use 
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category for Thrift Store and establish specific Conditional Use Permit criteria for thrift store 
businesses. Additionally, the City Council agreed that the thrift store land use should only be 
allowed in the B-4 Zoning District and be classified as a conditional use.  The Planning 
Commission discussed creating a separate land use category for thrift store business at their work 
session on September 9, 2015.  At that time, the Planning Commission did not support this type 
of an amendment to the Zoning Code.  
 
 
Summary of Proposed Ordinance Amendments and Additions 
 
Section 1305 – Definitions 
The following changes would be made to the definitions section of the Zoning Code to clarify 
the differences between “Retail Sales and Service” and “Thrift Store” establishments.  A draft 
amendment to Section 1305.04 Definitions has been provided in Attachment A.  
 
Retail Sales and Services: An establishment engaged principally in the sale or rental of 

primarily new goods and the provision of services directly to the 
consumer, excluding those uses defined more specifically in this 
Code.  Motor vehicle sales, motor vehicle leasing and rentals, 
exterior equipment rental and sales lots, repair garages, pawn 
shops, thrift stores, and open sales lots are not included in this 
definition of retail sales and service. 

 
Thrift Store: An establishment for which the stock of goods is primarily used 

and includes the following operational characteristics: 
 

1) Receipt of used items directly from the public at the business 
location. 

2) Processing, conditioning, cleaning, or repair of used or 
returned items for resale. 

3) Storage of used items on site for processing, resale, or disposal. 
4) Receipt of goods through purchase, consignment, or donation. 

 
Section 1320 – Land Use Chart 
The Land Use Chart in Section 1320 of the Zoning Code has been update to reflect the proposed 
amendment and now lists Thrift Stores as a conditional use in the B-4 Zoning District.  No 
changes have been made to the Land Use Chart related to the Retail Sales and Service land use. 
The draft Land Use Chart can be reviewed in Attachment B.  
 
Section 1325 – Conditional Use Criteria 
In order to identify specific Conditional Use Permit (CUP) criteria for Thrift Stores the following 
language would be added to the City’s Zoning Code.  Staff has drafted Section 1325.046 Thrift 
Store Additional Conditional Use Permit Criteria for your review in Attachment C.    
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Subd. 1 Development Standards 
A) All merchandise receiving, transfer, sorting, processing, and storage shall occur 

within a completely enclosed principal structure. 
B) No exterior storage or the use of exterior storage containers or semi-trailers for 

storage shall be allowed upon the site. 
C) Waste and recycling receptacles and equipment shall be completely contained within 

a principal or accessory structure.  
D) For any thrift store that accepts donations, at least one (1) accessory drive-through 

service lane shall be provided for stores over 5,000 square feet in size. 
E) Accessory drive-through service lanes leading to and accessing the indoor 

collection/donation area shall meet the following conditions: 
 

1) Drive-through service lanes shall not be permitted within the front, side, or 
rear yards which abut a public street. 

2) Drive-through lanes shall be designed in a manner that segregates the drop-off 
lane from drive lanes, parking spaces, and sidewalks. 

3) The drive-through service lane shall be a minimum of fourteen (14) feet wide 
and provide up to one hundred sixty (160) linear feet of automobile stacking 
space within the site.   

4) Automobile stacking shall not interfere with on-site drive lanes, fire lanes, 
parking stalls, loading areas, access to trash/recycling dumpsters, or 
sidewalks. 

5) Drive-through service lanes shall not open directly onto a public street. 
6) Directional signage shall be provided to direct customers to the 

collection/donation area.  
 
F) Thrift stores that have drive-through collection/donation facilities shall meet the 

standards within Section 1325.04 Additional Minimum Requirements for Drive-in 
Businesses, Drive-up Windows, Fast Food Restaurants and Automobile Service 
Stations. 

 
 
6. Additional Review 

 
A. City Attorney 

 
The proposed language amending the City Code and the procedures for making these 
ordinance changes have been reviewed by the City Attorney. 
 
 

Findings of Fact: 
 
Staff offers the following five (5) findings of fact for this proposal: 
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General Findings: 
 

1) The proposed amendments advance the City’s land use goals by further clarifying the 
difference between the sale of new and used goods in order to achieve the highest 
possible development standards. 

2) The proposed amendments advance the City’s land use goals by creating development 
standards that visually enhance development and promote compatibility with nearby 
properties and neighborhood character. 

3) The proposed amendments advance the City’s land use goals by adopting specific 
Conditional Use Permit (CUP) criteria for Thrift Stores to ensure that that the vision of 
the City is met.  

4) The proposed amendments advance the City’s implementation strategies identified in the 
Land Use Chapter of the Comprehensive Plan to ensure the construction of high quality, 
sustainable, and aesthetically enhanced developments.   

5) The proposed amendment advances the City’s implementation strategies identified in the 
Economic Development Chapter of the Comprehensive Plan by identifying and 
promoting the market strengths of Arden Hills.      

 
 
Recommendation 
 
Staff recommends approval of Planning Case 15-020 to amend Section 1305, Section 1320, and 
Section 1325 of the Zoning Code Ordinance, as presented in the February 3, 2016, Report to the 
Planning Commission.  
 
 
Proposed Motion Language 
 
1. Recommend Approval as Submitted: Motion to recommend approval of Planning Case 15-

020 for an amendment to Section 1305, Section 1320, and Section 1325 of the Zoning Code 
Ordinance, as presented in the February 3, 2016, Report to the Planning Commission.  

 
2. Recommend Approval with Changes:  Motion to recommend approval of Planning Case 15-

020 for an amendment to Section 1305, Section 1320, and Section 1325 of the Zoning Code 
Ordinance, as presented in the February 3, 2016, Report to the Planning Commission, with 
the following changes.  

 
3. Recommend Denial:  Motion to recommend denial of Planning Case 15-020 for an 

amendment to Section 1305, Section 1320, and Section 1325 of the Zoning Code Ordinance, 
as presented in the February 3, 2016, Report to the Planning Commission:  findings to deny 
should specifically reference the reasons for denial and why those reasons cannot be 
mitigated. 
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4. Table: Motion to table of Planning Case 15-020 for an amendment to Section 1305, Section 
1320, and Section 1325 of the Zoning Code Ordinance, as presented in the February 3, 2016, 
Report to the Planning Commission: a specific reason and/or information request should be 
included with a motion to table.  

 
 
Public Notice 
 
Notice of the public hearing was published in the Shoreview-Arden Hills Bulletin on January 13, 
2016.  
 
 
Resident Comment 
 
Staff has not received any letters, e-mails, or telephone calls from property owners or residents in 
regards to this planning case.  
 
 
Attachments 
 

A. Section 1305 - Zoning Code Ordinance Amendment Redline 
B. Section 1320 - Zoning Code Ordinance Amendment Redline 
C. Section 1325 – Zoning Code Ordinance Amendment Redline 
D. City County Work Session Minutes – December 21, 2015 
E. City County Work Session Minutes – October 19, 2015 
F. Planning Commission Work Session Minutes – September 9, 2015 
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ORDINANCE NO. 2016-003 
 

CITY OF ARDEN HILLS 
RAMSEY COUNTY, MINNESOTA 

 
AN ORDINANCE AMENDING CHAPTER 13,  

SECTION 1305.04, SECTION 1320.05, AND SECTION 1325.046 OF THE ARDEN 
HILLS CITY CODE 

 
 
THE CITY COUNCIL OF THE CITY OF ARDEN HILLS, MINNESOTA, ORDAINS: 
 
 SECTION 1.  Chapter 13, Zoning Code, Section 1305.04, Definitions, is amended to 
include the following definitions:   
  
 1305.04 Definitions 
 

 Retail sales and service.  An establishment engaged principally in the sale or 
rental of primarily new goods and the provision of services directly to the 
consumer, excluding those uses defined more specifically in this Code.  Motor 
vehicle sales, motor vehicle leasing and rentals, exterior equipment rental and 
sales lots, repair garages, pawn shops, thrift stores, and open sales lots are not 
included in this definition of retail sales and service.  
 

 Thrift Store. A business for which the stock of goods is primarily used and 
includes the following operational characteristics: 

 
▶ Receipt of used items directly from the public at the business location. 
▶ Processing, conditioning, cleaning, or repair of used or returned items for 

resale. 
▶ Storage of used items on site for processing, resale, or disposal. 
▶ Receipt of goods through purchase, consignment, or donation 

  
 SECTION 2.  Chapter 13, Zoning Code, Section 1320.05, Land Use Chart, is amended 
to include the Thrift Store use as conditional in the B-2, B-3, B-4, and I-Flex Zoning Districts:   
 
 1320.05  Land Use Chart 
 

CD POS

Thrift Store C C C C

GB I‑1

Zoning Districts:

I-2 I-FLEXNB B‑1 B‑2 B‑3 MR MBB‑4 CCUses: R‑1 R‑2 R‑3 R‑4
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 SECTION 3.  Chapter 13, Zoning Code, Section 1325.046, Thrift Store Additional 
Conditional Use Permit Criteria, has been added to include: 
 

1325.046    Thrift Store Additional Conditional Use Permit Criteria. 
 
 Subd. 1 Development Standards 
 

A. All merchandise receiving, transfer, sorting, processing, and storage shall 
occur within a completely enclosed principal structure. 
 

B. No exterior storage or the use of exterior storage containers or semi-
trailers for storage shall be allowed upon the site. 

 
C. Waste and recycling receptacles and equipment shall be completely 

contained within a principal or accessory structure.  
 

D. For any thrift store that accepts donations, at least one (1) accessory drive-
through service lane shall be provided for stores over 5,000 square feet in 
size. 

 
E. Accessory drive-through service lanes leading to and accessing the indoor 

collection/donation area shall meet the following conditions: 
 

1. Drive-through service lanes shall not be permitted within the front, 
side, or rear yards which abut a public street.  
 

2. Drive-through lanes shall be designed in a manner that segregates the 
drop-off lane from drive lanes, parking spaces, and sidewalks. 

 
3. The drive-through service lane shall be a minimum of fourteen (14) 

feet wide and provide up to one hundred sixty (160) linear feet of 
automobile stacking space within the site.   

 
4. Automobile stacking shall not interfere with on-site drive lanes, fire 

lanes, parking stalls, loading areas, access to trash/recycling 
dumpsters, or sidewalks. 

 
5. Drive-through service lanes shall not open directly onto a public street.   

 
6. Directional signage shall be provided to direct customers to the 

collection/donation area.  
 

F. Thrift stores that have drive-through collection/donation facilities shall 
meet the standards within Section 1325.04 Additional Minimum 
Requirements for Drive-in Businesses, Drive-up Windows, Fast Food 
Restaurants and Automobile Service Stations. 
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 SECTION 4.  This Ordinance shall become effective the day following its publication. 
 
 
 PASSED and ADOPTED this _____ day of _______________, 2016, by the City 
Council of the City of Arden Hills, Minnesota. 
 
 CITY OF ARDEN HILLS 
 
 
 By _______________________________ 
       David Grant, Mayor 
 
 
ATTEST: 
 
 
_____________________________ 
Amy Dietl, City Clerk 
 
 
 
 
Published in the ____________________ on _______________, 2016. 
 



 

  
CITY OF ARDEN HILLS 

 RAMSEY COUNTY, MINNESOTA 
 

SUMMARY OF 
 ORDINANCE NO. 2016-003 
 
On the 29th day of February 29, 2016, the Arden Hills City Council adopted Ordinance No. 
2016-003, and by the four affirmative votes pursuant to Minn. Stat. §412.191, Subd. 4, the Arden 
Hills City Council directed that a summary of Ordinance 2016-003 be published. 
 
Ordinance 2016-003 is entitled “An ordinance amending Chapter 13, Section 1305.04, Section 
1320.05, and Section 1325.046 of the Arden Hills City Code.”  The primary purpose of the 
amendment is to clarify the differences between “Retail Sales and Service” and “Thrift Store” 
establishments, updated the Land Use Chart to reflect Thrift Stores as a conditional use in the B-
2, B-3, B-4, and I-Flex Zoning District, and to update the Zoning Code in order to identify 
specific Conditional Use Permit (CUP) criteria for Thrift Stores. 
 
A full copy of Ordinance 2016-003 is available for inspection by any person during regular 
business hours at the office of the City Administrator, 1245 West Highway 96, Arden Hills, 
Minnesota 55112. The Ordinance is also available online at http://www.cityofardenhills.org.  
 

 
  

http://www.cityofardenhills.org/
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Chapter 13 – Zoning Code 
 

Section 1305 - Rules, Scope, Interpretation, & Definitions 
 

1305.04 Definitions.  (revised 01/20/11) 
 

Retail sales and services.  Stores and shops selling, renting or leasing goods for 
uses away from the point of sale or offers services available on the premises.  
Includes the following: antiques, art and school supplies, auto accessories, 
bakeries, bicycles (not motorized), books, stationery, candy, camera and 
photographic supplies, carpets and rugs, china and glassware, clothing and 
costume rental, custom dressmaking, department stores, drugs, dry goods, 
electrical and household appliances, sales and repair, florist, food, furniture, 
furrier shops, garden supplies (year-round operation only), gifts, hardware, hats, 
hobby shops, interior decorating, jewelry, leather goods and luggage, locksmith 
shops, musical instruments, office supply equipment, optometrists, paint and 
wallpaper, phonograph records, shoes, sporting goods, tobacco, toys, variety 
stores, wearing apparel, and similar type uses.  Motor vehicle sales, motor 
vehicle leasing and rentals, exterior equipment rental and sales lots, repair 
garages, pawn shops, and open sales lots are not included in this definition of 
retail sales. 
 

 Retail sales and service.  An establishment engaged principally in the sale or 
rental of primarily new goods and the provision of services directly to the 
consumer, excluding those uses defined more specifically in this Code.  Motor 
vehicle sales, motor vehicle leasing and rentals, exterior equipment rental and 
sales lots, repair garages, pawn shops, thrift stores, and open sales lots are not 
included in this definition of retail sales and service.  
 

 Thrift Store. A business for which the stock of goods is primarily used and 
includes the following operational characteristics: 

 
▶ Receipt of used items directly from the public at the business location. 
▶ Processing, conditioning, cleaning, or repair of used or returned items for 

resale. 
▶ Storage of used items on site for processing, resale, or disposal. 
▶ Receipt of goods through purchase, consignment, or donation 
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1320.05 Land Use Chart.  (revised 11/25/13) 

CD POS
Antenna, Dish or Tower CA CA CA CA CA CA CA CA CA CA CA CA CA CA CA CA CA CA
Boarding house C C C C == == == C == ==
Brewpub C C C C
Business service == == == == A P P P C P P P P P
Clinic, medical office == == == == P P P P P C P P P P P
Club or lodge (non‑profit) == == == == P P P == C == == P
Club, sports & fitness == == == == A P P P C P P P P
Commercial recreation - indoor == == == == P P P == P P
Daycare Facility, over 10 P P P P P P P P P P
Daycare, family - 10 or less A A A A A A A
Daycare, group family - 14 or less CA CA CA CA CA CA CA
Dog kennel == == == == C C == == ==
Dog run A A A == == == == == == A
Drive-up windows == == == == C C C A == CA
Dry cleaning & laundry, pick-up station == == == == C A A == A == P
Dry cleaning & laundry, self-service
laundry C == C C == == == == ==

Dwelling:  density zoning D D D D == == == == P ==
Dwelling:  multiple family == == C C C C == == C C == P ==
Dwelling:  single-family attached C C D D P ==
Dwelling: single‑family detached P P P P == == == == == P ==
Dwelling:  two‑family C C P P C == == == == == P ==
Dwelling: live-work unit == == == == C C ==
Financial institution & service == == == == P P P P P C P P P P == P
Garage, truck == == == == == == == == C C == ==
Home occupation:  Class I A A A A A A A ==
Home occupation:  Class II CA CA CA CA CA == == == C == == CA ==
Hospital D
Hotel/motel == == == == C P C C C == C P
House of worship C C C C C C C C C C C P
Manufactured home park == == C == == == == == == == == == ==
Manufacturing & processing:  Class I A A A P P P P == C
Manufacturing & processing:  Class II == == == == == == == == P == ==
Microbrewery C C C C C C
Microdistillery C C C C C C
Mortuary, funeral home == == == == P P == C == == == C
Multiple occupancy building == == == == C C C C C C C C C C == P
Nursery C C C C == == == == == == CA
Nursing home and assisted living C C C C D C == == == == C P

Uses:

Zoning Districts:

R‑1 R‑2 R‑3 R‑4 NB B‑1 B‑2 B‑3 MR MBB‑4 CC GB I‑1 I-2 I-FLEX
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Office == == == == P P P P P P P P P P P
Park Facilities P
Pawn shop

Personal services C A P P P C P A P
Public use C C C C C C C C C C C C C C P P C C
Research and development facility C P C C C P P P P P
Research animals C C C P
Residence Hall, dormitory == == == C C D == == == == == == == C P
Residential facility, state licensed,
serving 1-6 P P P P P P == == == == == P

Residential facility, state licensed, serving 7-
16 C C C C C C C 

Restaurant and restaurant-fast food == == == == C A P P P C P C C P
Retail sales & service == == == == P A P P P C A A A A P
School, general education C C C C == == == C == == C P
School, higher education D == == == C C == C C == == C P
School, specialized education == == == == C C C C C == == C P
Service station == == == == C C == C C C C
Storage, exterior == == == == == == == == == CA
Studio == == == == C C P P P C == == P
Theater, indoor == == == == A C P == C == == P
Thrift Store C C C C
Utility distribution line P P P P P P P P P P P P P P P A P
Utility substation == == == == == == == == C C C C
Utility transmission C C C C C C C C C C C C C C C C C
Vehicle – motorized, leasing and rentals == == == == C C == == == C
Vehicle - motorized, service == == == == C C == == == C
Warehousing == == == == A A A A C P P C A

“C” = Conditional Use Permit;     “A” = Accessory;    “CA” = Conditional Accessory Use Permit, “I” = Interim Use Permit

Uses:
R‑1 R‑2 R‑3 R‑4 NB B‑1 B‑2 B‑3 B‑4 CC GB I‑1 I-2 CD POSMR MB

“P” = Permitted;    “D” = Planned Unit;    “■” = Not Permitted;    

I-FLEX
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Chapter 13 – Zoning Code 

Section 1325 - General Regulations 
 
1325.046   Thrift Store Additional Conditional Use Permit Criteria. 
 
 Subd. 1 Development Standards 
 

A. All merchandise receiving, transfer, sorting, processing, and storage shall 
occur within a completely enclosed principal structure. 
 

B. No exterior storage or the use of exterior storage containers or semi-
trailers for storage shall be allowed upon the site. 

 
C. Waste and recycling receptacles and equipment shall be completely 

contained within a principal or accessory structure.  
 

D. For any thrift store that accepts donations, at least one (1) accessory 
drive-through service lane shall be provided for stores over 5,000 square 
feet in size. 

 
E. Accessory drive-through service lanes leading to and accessing the 

indoor collection/donation area shall meet the following conditions: 
 

1. Drive-through service lanes shall not be permitted within the front, 
side, or rear yards which abut a public street.  
 

2. Drive-through lanes shall be designed in a manner that segregates 
the drop-off lane from drive lanes, parking spaces, and sidewalks. 

 
3. The drive-through service lane shall be a minimum of fourteen (14) 

feet wide and provide up to one hundred sixty (160) linear feet of 
automobile stacking space within the site.   

 
4. Automobile stacking shall not interfere with on-site drive lanes, fire 

lanes, parking stalls, loading areas, access to trash/recycling 
dumpsters, or sidewalks. 

 
5. Drive-through service lanes shall not open directly onto a public 

street.   
 

6. Directional signage shall be provided to direct customers to the 
collection/donation area.  

 
F. Thrift stores that have drive-through collection/donation facilities shall 

meet the standards within Section 1325.04 Additional Minimum 
Requirements for Drive-in Businesses, Drive-up Windows, Fast Food 
Restaurants and Automobile Service Stations. 
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Approved:  January 25, 2016 
 

CITY OF ARDEN HILLS, MINNESOTA 
CITY COUNCIL WORK SESSION 

DECEMBER 21, 2015 
5:00 PM - ARDEN HILLS CITY COUNCIL CHAMBERS 

 
 
At 5:00 pm, Councilmember McClung indicated that Mayor Grant was on his way to the meeting, as 
was Councilmember Holden, therefore there currently was not a Quorum.  Upon Councilmember 
Holden’s arrival, the Council was directed to proceed with hearing Agenda Item 1.A. Ramsey County 
Transportation Update. The meeting was to officially be Called to Order upon the arrival of the Mayor, 
and there then would be a Quorum made up of Mayor Grant, Councilmember McClung and 
Councilmember Holden. 
 
CALL TO ORDER/ROLL CALL 
 

Pursuant to due call and notice thereof, Mayor David Grant called to order the City Council 
work session at 5:36 p.m. 

  
Present: Mayor David Grant (arrived at 5:36 pm); Councilmember Brenda Holden 
(arrived at 5:06) and Councilmember Dave McClung 

 
Absent: Councilmember Fran Holmes (Excused) 

  
Also present: Acting City Administrator and Director of Finance and Administrative Services 
Sue Iverson; Public Works Director John Anderson; Community Development Director Jill 
Hutmacher; Joe Lux, Ramsey County Senior Planner; Josh Olson, Ramsey County Community 
and Economic Development; Paul Lehman, Xcel Energy; Jerry Dittmann, Xcel Energy; City 
Planner Ryan Streff; Associate Planner Matthew Bachler; and Deputy Clerk Julie Hanson 

 
 
1. AGENDA ITEMS 
 

E. Retail and Thrift Store (Resale) Establishments Discussion 
 

City Planner Streff requested the Council provide direction regarding a potential revision to the 
Zoning Code as it pertains to Retail Sales and Service and Thrift Store (Resale) businesses.  He stated 
per the City Attorney’s recommendation, City staff created two separate distinct definitions to clarify 
the difference between “Retail Sales and Service” and “Thrift Store” establishments.  
 
City Planner Streff asked if the Council supports creating a new land use category and CUP criteria 
for Thrift Stores and if so, in which Zoning Districts should Thrift Stores be permitted, conditional or 
not permitted.  
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A discussion ensued regarding how other cities have addressed their zoning challenges, current Arden 
Hills’ Zoning District descriptions, and potential Zoning Code changes. 
 
The City Council agreed that B4 is the recommended Zoning District that will permit Thrift Stores as a 
conditional use.  
 
A short discussion ensued regarding the City’s CUP guidelines, Accessory Use definition and the IFlex 
Zoning District. 
 
 
 



 
 
 
 
 

Approved:  November 30, 2015 
 

CITY OF ARDEN HILLS, MINNESOTA 
CITY COUNCIL WORK SESSION  

OCTOBER 19, 2015 
5:00 P.M. - ARDEN HILLS CITY COUNCIL CHAMBERS 

 
 
CALL TO ORDER/ROLL CALL 
 

Pursuant to due call and notice thereof, Councilmember McClung called to order the City 
Council work session at 5:01 p.m. 

 
Present: Mayor Grant (arrived at 5:11 pm), Councilmembers Brenda Holden, Fran 

Holmes, and Dave McClung 
  
 Absent: None 
  
 Also present: Acting City Administrator and Director of Finance and Administrative 

Services Sue Iverson; Associate Planner Matthew Bachler; City Planner Ryan Streff, and 
Deputy Clerk Julie Hanson 

  
 
1. AGENDA ITEMS 
 

A. Retail and Resale Businesses 
 
Associate Planner Bachler stated that at the request of the former City Administrator, staff 
researched options to further regulate retail sales of new and used goods in the City. He indicated 
this was also included in the Planning Commission’s 2015 Work Plan and the primary change was 
to create separate definitions in the Zoning Code; one for businesses engaged in the sale of new 
goods, and a second definition for businesses primarily engaged in the sale of used or second-hand 
goods such as a thrift store or a consignment store. The existing definition for retail sales and 
services covers both the sale of new and used goods.  
 
Associate Planner Bachler indicated that creating two separate classifications will allow the City 
to better direct retail development within the city to specific zoning districts based on their stated 
purposes.  
 
Associate Planner Bachler stated that City staff presented this item to the Planning Commission 
at their September 9, 2015, work session. The Planning Commission recommended no changes be 
made at this time as they did not see the need to distinguish between the two uses. 
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Associate Planner Bachler asked for further direction from the City Council on whether these 
changes should be pursued. 
 
Councilmember McClung directed Councilmembers and City staff to the Land Use Chart in the 
Zoning Code. He asked if this change pertains to the specific Zoning Districts where retail sales 
and services uses are currently either permitted, accessory or conditional.  
 
Councilmembers McClung, Holmes and Holden outlined the areas in the city where retail uses 
are currently allowed as follows: along and behind Lexington Avenue on streets that include Red 
Fox Road, Grey Fox Road, County Road E, County Road B2, as well as the Neighborhood 
Business area and TCAAP site.  
 
Associate Planner Bachler confirmed that the City is not looking to expand the area and stated 
retail as a principal use is allowed only in the main commercial districts designated as follows: B-
2, B-3, and B-4, and Neighborhood Business.  He said retail as an accessory use is allowed in the 
industrial areas of I-Flex, I-1, and I-2.  He stated if the Council wants to move forward with 
creating a separate definition for resale businesses, they should consider in which zoning districts 
that use would be appropriate.  He also stated that the Council should consider if some districts 
should allow both new and used retail businesses. He said this issue could be brought to the 
Planning Commission for input regarding which zoning districts this would be appropriate. 
 
Councilmember Holmes stated the Planning Commission feels there is a need in the city for 
second hand stores partly due to popularity with the youth, but that they did not really think about 
where those stores should be located. She said the Council is concerned more with where these 
stores are located and that some cities have row after row of second-hand stores.  
 
Councilmember Holmes believes there should be a second definition and that there should never 
be a place where retail sales are not allowed.  She feels retail sales should remain as they are and 
that the Council should focus on where resale goods would be allowed by either conditional use or 
permitted use.  
 
Mayor Grant arrived at the meeting at 5:11 pm. 
 
Discussion ensued regarding retail versus resale businesses and the zoning districts.  
 
Councilmember Holmes outlined her recommendation for resale businesses in the various 
zoning districts as follows: 
 

• N-B – Conditional 
• B-1 – Conditional 
• B-2 – Conditional 
• B-3 –Conditional  
• B-4 – Permitted 
• Do not touch MB 

 
Associate Planner Bachler clarified that zoning districts MR and MB were created for the 
TCAAP site. He said that once the City receives approval from the Met Council on the TCAAP 
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Comprehensive Plan Amendment, these districts will no longer exist and the City will then need 
to undergo a similar exercise of looking at retail and resale uses for the TCAAP area. 
 
A discussion ensued about whether or not creating the two separate designations is legal, to which 
Associate Planner Bachler stated this is legally allowed.  
 
Associated Planner Bachler also indicated that City staff will follow up with the City Attorney 
to determine if there are any issues with classifying a business with new retail as permitted and a 
business with resale retail as conditional within the same zoning district.  
 
Councilmember Holden stated she is in favor of creating the separate designations.  
 
Mayor Grant indicated he also is in favor. 
 
Councilmember McClung stated the zoning code does not need to be changed.  
 
Associate Planner Bachler asked if it is the consensus of the Council to create a separate land 
use category for resale businesses and to allow that use in all the same districts as retail, but to 
classify the resale business as conditional or permitted.   
 
Councilmember Holden stated she did not agree to this, that the classification as conditional or 
permitted is Councilmember Holmes’ recommendation. 
 
Mayor Grant stated he would prefer to be more restrictive and would be fine with excluding 
resale businesses altogether in the B-2 district.  
 
A discussion ensued about what “conditional” means and if the new classification will help the 
City to better direct development to the appropriate zoning districts as indicated on page 2 of this 
item’s memorandum.  
 
Associate Planner Bachler stated he will summarize this discussion with City Planner Streff, and 
also follow up with the City Attorney regarding classifying conditional and permitted uses within 
the same zoning district.  
 
It was decided the matter will be discussed further at a future City Council work session. 
 



 
 
 
 
 

Approved: November 4, 2015 
 

CITY OF ARDEN HILLS, MINNESOTA 
PLANNING COMMISSION 

WORK SESSION 
WEDNESDAY, SEPTEMBER 9, 2015 

ARDEN HILLS CITY HALL  
 
 

CALL TO ORDER/ROLL CALL 
 

Pursuant to due call and notice thereof, Chair Roberta Thompson called to order the work 
session meeting at 6:59 p.m. 

 
ROLL CALL 

 
Present were: Chair Roberta Thompson, Commissioners Andrew Holewa, Steven Jones, 
Phillip Neururer, and Clayton Zimmerman. 
 
Absent:   Commissioner Brent Bartel and Angela Hames.  

 
Also present were:  Associate Planner Matthew Bachler and Councilmember Fran 
Holmes 

 
APPROVAL OF AGENDA – SEPTEMBER 9, 2015 
 
 The Agenda was approved as presented. 
 
DISCUSSION ITEMS 
 
B. Planning Case 15-020 – Zoning Code Amendment – Retail & Resale Business  

 
Associate Planner Bachler requested the Planning Commission consider revising the retail sales 
and services definition in the Zoning Code and adding a new definition for resale business.  Staff 
reviewed the proposed zoning code amendment in detail with the Planning Commission and 
requested comment. 
 
Chair Thompson opened the floor to Commission questions. 
 
Commissioner Zimmerman questioned how neighboring communities addressed resale 
businesses. 
 
Associate Planner Bachler reported that some of the language used for the new resale business 
definition was from the Vadnais Heights City Code.  

ryan.streff
Attachment J



ARDEN HILLS PLANNING COMMISSION WORK SESSION – SEPTEMBER 9, 2015 2 
 
 
Commissioner Jones discussed the number of thrift stores in the area, along with the number of 
pawn shops.  He believed that the products for sale and the footprint should be evaluated rather 
than the simply disallowing a resale store. 
 
Chair Thompson stated that another way to address this issue would be to allow resale 
businesses in only certain zoning districts given the small size of the City.  She did not want to 
see an imbalance in the communities’ retail and commercial shops. 
 
Associate Planner Bachler discussed the land use chart with the Planning Commission and 
noted where retail sales and services were currently allowed in Arden Hills.   
 
Commissioner Zimmerman suggested that the existing retail sales and services definition be 
expanded to include used or consignment goods.  He discussed how the numerous college 
students and those living at E Street Flats would benefit by resale/consignment shops.  
 
Chair Thompson discussed how times were changing and she believed there was a greater 
desire to reuse and recycle items.   
 
Commissioner Jones was surprised that pawn shops were not allowed in Arden Hills.  He was 
in favor of the City reconsidering pawn shops in the City of Arden Hills.   
 
Associate Planner Bachler thanked the Commission for their input regarding retail and resale 
businesses.  
 
It was the consensus of the Planning Commission that no changes should be made to the Zoning 
Code at this time to distinguish between retail sales and services and resale businesses.  
 
 
 
 
ADJOURN 
 

Commissioner Holewa moved, seconded by Commissioner Zimmerman, to adjourn 
the February 5, 2015, Planning Commission Work Session Meeting at 7:55 p.m.  
The motion carried unanimously (5-0). 
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UNFINISHED BUSINESS – 9A 

 
MEMORANDUM 

 
DATE: February 29, 2016 
                                                    
TO: Honorable Mayor and City Councilmembers 
  Sue Iverson, Acting City Administrator 
 
FROM: Matthew Bachler, Senior Planner 
 
SUBJECT: Planning Case #15-026:  
 Certificate of Completion and Release of Development Agreement 
 Josephine East, LLC – 3177 Shoreline Lane 
 
 
Requested Action  
 
Motion to approve the Certificate of Completion and Release of Development Agreement 
pertaining to the Development Agreement between Josephine East, LLC and the City of Arden 
Hills for the property at 3177 Shoreline Lane.  
 
 
Background  
 
This case was last reviewed by the City Council at their regular meeting on February 8, 2016. 
The item was tabled so the Certificate of Completion and Release of Development Agreement 
could be revised based on additional provisions that were provided by the City Council. The City 
Attorney has incorporated the requested changes and red-lined and clean versions of the 
document are included in Attachment E. The City Council also requested that staff provide a 
copy of the approved plat map for the Josephine East subdivision. A copy of the plat is included 
in Attachment C.  
 
 
Discussion  
 
In 1999, the City approved a four lot subdivision on the east side of Lake Josephine by Josephine 
East, LLC. Today, these lots are 3189, 3184, 3177, and 3170 Shoreline Lane. The City entered 
into a Development Agreement with Josephine East, LLC that included requirements on the 
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completion of public improvements and dedication of easements. Steve Zawadski has submitted 
an application on behalf of the new property owners at 3177 Shoreline Lane for a formal 
determination on whether the terms and conditions in this Development Agreement have since 
been satisfied (Attachment A). The Development Agreement was recorded on the chain of title 
for the property and the owners are concerned about ongoing liability as a result of the document 
remaining in place.   
 
The Public Works Department and Community Development Department have reviewed the 
Development Agreement and the files associated with the original planning case. City staff has 
determined that the terms and conditions in the Development Agreement were satisfied by 
Josephine East, LLC, except for two provisions: one related to the future extension of Shoreline 
Lane, and the second establishing basement elevation requirements for structures within the 
subdivision. These items are discussed below in more detail:  
   
Shoreline Lane Extension 
The plat for the subdivision dedicated public right-of-way for the extension of Shoreline Lane to 
the property line of 3187 Lexington Avenue. At the time, the City’s Official Map showed 
Shoreline Lane continuing north through the property at 3187 Lexington Avenue and connecting 
with the segment of Shoreline Lane that extends south from Edgewater Avenue. The City 
Council approved the construction of a temporary, 50-foot wide cul-de-sac within the Shoreline 
Lane right-of-way that provides access to the four Shoreline Lane lots and 3187 Lexington 
Avenue. The intent of the City was to require the full length of Shoreline Lane to be completed if 
3187 Lexington Avenue were subdivided in the future.  
 
The Development Agreement required Josephine East, LLC to provide an escrow for the cost of 
removing the cul-de-sac and extending Shoreline Lane to the property line of 3187 Lexington 
Avenue. No record of this escrow has been found on file. However, staff believes this condition 
should remain in place because it establishes that the cul-de-sac is temporary and that the City 
intends to connect the two ends of Shoreline Lane if 3187 Lexington Avenue is ever subdivided.  
 
Basement Elevations 
The Development Agreement establishes a minimum elevation for basements due to the location 
of the properties on Lake Josephine. No structure on any of the four lots is permitted to have a 
basement elevation below 887.8 feet. This condition would remain in place and be enforced with 
any future redevelopment on the properties.  
 
The Certificate of Completion states that Josephine East fully complied with its obligations 
under the Development Agreement for the construction of required public improvements and the 
dedication of easements, but the City would reserve its right to enforce the two provisions 
discussed above. Additionally, the Certificate reaffirms the City’s intent to seek the eventual 
extension and connection of Shoreline Lane and that the properties within the Josephine East 
subdivision may be subject to assessments for the full cost of the extension of the roadway.  
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Recommended Action  
 
Approve the Certificate of Completion and Release of Development Agreement pertaining to the 
Development Agreement between Josephine East, LLC and the City of Arden Hills for the 
property at 3177 Shoreline Lane.  
 
 
Attachments 
 

A. Land Use Application and Determination Request 
B. Aerial Map of 3177 Shoreline Lane and Surrounding Area 
C. Josephine East Plat Map  
D. Development Agreement – Josephine East, LLC  
E. Certificate of Completion and Release of Development Agreement (Red-lined and Clean 

Versions) 
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CERTIFICATE OF COMPLETION 

AND  
RELEASE OF DEVELOPMENT AGREEMENT 

 
Date:  _______________, 2016 
 
 WHEREAS, the CITY OF ARDEN HILLS, a Minnesota municipal corporation 
(“City”), and JOSEPHINE EAST, LLC, a Minnesota limited liability company (“Developer”) 
entered into a Development Agreement dated August 23, 1999 (“Development Agreement”) and 
recorded October 11, 1999 as Ramsey County Document No. 1577440.; and 
 
 WHEREAS, as a condition of approval the City sought to provide for the construction of 
public improvements to serve the development, memorialize certain restrictions on future 
development, including the ground floor elevation of structures, and provide for subsequent 
extensions of public facilities and removal of temporary facilities should those extensions occur, 
notably the future extension of Shoreline Lane and the removal of a temporary cul-de-sac; and 
 
 WHEREAS, Developer has performed and met all requirements of the Development 
Agreement regarding the construction of the required public improvements and dedication of 
easements and there is no longer a need to preserve the City’s rights regarding many of these 
matters as detailed  in the Development Agreement  as recorded against the property, except that the 
City reserves the right to enforce paragraphs 1E and 1G of the Development Agreement which state 
in their entirety as follows: 
 

1.E. Escrow for Future Extension of Shoreline Lane.  As part of the Approval, the 
Developer is not being required to fully improve Shoreline Lane through the 
entire Property at the present time.  In order to assure the availability of funds for 
the future improvement of Shoreline Lane to the north property line of the 
Property, the Developer shall deposit with the City the amount of $21,750.  Said 
amount shall be in addition to, and may be co-mingled with, the Improvement 
Escrow funds referred to in Subsection N below.  The escrow shall be held by the 
City until the completion by the Developer of the improvements effecting the 
extension of Shoreline Lane to the northerly boundary of the plat. 
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1.G. Basement Elevations.  The Developer hereby agrees that no structure shall be 
constructed on the Property with the basement which has an elevation below 
887.8 feet.  This condition, at the option of the City, shall be placed in the form of 
a recordable instrument recorded/registered against the Property. 

 
 NOW, THEREFORE, this Certificate of Completion and Release is to certify that the 
Developer has fully complied with its obligations under the Development Agreement for the 
construction of the required public improvements and dedication of easements and the City 
hereby releases the Developer and any successors in interest from all terms of the Development 
Agreement with the exception that the City fully reserves its right to enforce paragraphs 1E and 
1G of the Development Agreement both as to the Developer and any successors in interest., and 
reaffirms its intent to seek the eventual extension and connection of Shoreline Lane, use of the 
temporary easement for the cul-de-sac until the extension is completed and accepted, and the 
financial contribution through assessment or other means for the full cost of extension and 
restoration irrespective of the estimated cost specified in paragraph 1E of the Development 
Agreement by the parcels subject to the Development Agreement.  
 
      CITY OF ARDEN HILLS 
 
 
      By: __________________________________ 
       David Grant, Mayor 
(SEAL) 
 
      And __________________________________ 
       Sue Iverson, Interim City Administrator 
 
 
 
STATE OF MINNESOTA ) 
    ( ss. 
COUNTY OF RAMSEY ) 
 
 The foregoing instrument was acknowledged before me this _______ day of 
_______________, 2016, by David Grant and by Sue Iverson,  respectively the Mayor and 
Interim City Administrator of the City of Arden Hills, a Minnesota municipal corporation, on 
behalf of the corporation and pursuant to the authority granted by its City Council. 
 
      __________________________________ 
      Notary Public 
 
 
 
 
 
 
This Instrument was Drafted by: 
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CAMPBELL KNUTSON, P.A. 
Grand Oak Office Center I 
860 Blue Gentian Road, Suite 290 
Eagan, Minnesota 55121 
[JJJ] 
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CERTIFICATE OF COMPLETION 

AND  
RELEASE OF DEVELOPMENT AGREEMENT 

 
Date:  _______________, 2016 
 
 WHEREAS, the CITY OF ARDEN HILLS, a Minnesota municipal corporation 
(“City”), and JOSEPHINE EAST, LLC, a Minnesota limited liability company (“Developer”) 
entered into a Development Agreement dated August 23, 1999 (“Development Agreement”) and 
recorded October 11, 1999 as Ramsey County Document No. 1577440; and 
 
 WHEREAS, as a condition of approval the City sought to provide for the construction of 
public improvements to serve the development, memorialize certain restrictions on future 
development, including the ground floor elevation of structures, and provide for subsequent 
extensions of public facilities and removal of temporary facilities should those extensions occur, 
notably the future extension of Shoreline Lane and the removal of a temporary cul-de-sac; and 
 
 WHEREAS, Developer has performed and met all requirements of the Development 
Agreement regarding the construction of the required public improvements and dedication of 
easements and there is no longer a need to preserve the City’s rights regarding many of these 
matters as detailed in the Development Agreement as recorded against the property, except that the 
City reserves the right to enforce paragraphs 1E and 1G of the Development Agreement which state 
in their entirety as follows: 
 

1.E. Escrow for Future Extension of Shoreline Lane.  As part of the Approval, the 
Developer is not being required to fully improve Shoreline Lane through the 
entire Property at the present time.  In order to assure the availability of funds for 
the future improvement of Shoreline Lane to the north property line of the 
Property, the Developer shall deposit with the City the amount of $21,750.  Said 
amount shall be in addition to, and may be co-mingled with, the Improvement 
Escrow funds referred to in Subsection N below.  The escrow shall be held by the 
City until the completion by the Developer of the improvements effecting the 
extension of Shoreline Lane to the northerly boundary of the plat. 

1.G. Basement Elevations.  The Developer hereby agrees that no structure shall be 
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constructed on the Property with the basement which has an elevation below 
887.8 feet.  This condition, at the option of the City, shall be placed in the form of 
a recordable instrument recorded/registered against the Property. 

 
 NOW, THEREFORE, this Certificate of Completion and Release is to certify that the 
Developer has fully complied with its obligations under the Development Agreement for the 
construction of the required public improvements and dedication of easements and the City 
hereby releases the Developer and any successors in interest from all terms of the Development 
Agreement with the exception that the City fully reserves its right to enforce paragraphs 1E and 
1G of the Development Agreement both as to the Developer and any successors in interest, and 
reaffirms its intent to seek the eventual extension and connection of Shoreline Lane, use of the 
temporary easement for the cul-de-sac until the extension is completed and accepted, and the 
financial contribution through assessment or other means for the full cost of extension and 
restoration irrespective of the estimated cost specified in paragraph 1E of the Development 
Agreement by the parcels subject to the Development Agreement.  
 
      CITY OF ARDEN HILLS 
 
 
      By: __________________________________ 
       David Grant, Mayor 
(SEAL) 
 
      And __________________________________ 
       Sue Iverson, Interim City Administrator 
 
STATE OF MINNESOTA ) 
    ( ss. 
COUNTY OF RAMSEY ) 
 
 The foregoing instrument was acknowledged before me this _______ day of 
_______________, 2016, by David Grant and by Sue Iverson, respectively the Mayor and 
Interim City Administrator of the City of Arden Hills, a Minnesota municipal corporation, on 
behalf of the corporation and pursuant to the authority granted by its City Council. 
 
      __________________________________ 
      Notary Public 
 
 
 
This Instrument was Drafted by: 
CAMPBELL KNUTSON, P.A. 
Grand Oak Office Center I 
860 Blue Gentian Road, Suite 290 
Eagan, Minnesota 55121 
[JJJ] 
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