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Appendix E – Employee Comment Sheet 

227-2016 – Appendix E – Employee Comment Sheet 

Employee Name: _________________ 

        Date: _________________ 

Employee’s Comments  
(Please use additional paper if necessary) 

 
Do you agree with your supervisor’s rating on JOB PERFORMANCE?  If you indicate NO on any criteria, please 

explain.  Be as specific as possible. 

YES NO Knowledge 

____________________________________

____________________________________ 

 

YES NO Quantity 

____________________________________

____________________________________ 

 

YES NO Accuracy 

____________________________________

____________________________________ 

 

YES NO Orderliness 

____________________________________

____________________________________ 

 

YES NO Courtesy 

____________________________________

____________________________________ 

 

YES NO Cooperation 

____________________________________

____________________________________ 

 

YES NO Initiative 

____________________________________

____________________________________ 

 

YES NO Reliability 

____________________________________

____________________________________ 

YES NO Judgment 

____________________________________

____________________________________ 

 

YES NO Innovation 

____________________________________

____________________________________ 

 

YES NO Appearance 

____________________________________

____________________________________ 

 

YES NO Perseverance 

____________________________________

____________________________________ 

 

YES NO Stability 

____________________________________

____________________________________ 

 

YES NO Attendance 

____________________________________

____________________________________ 

 

YES NO Alertness 

____________________________________

____________________________________ 
Does your job description differ from the work you actually do?  If you feel there are differences, please 

describe them as specifically as possible: 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

What improvements could be made to enhance your ability to do your job? 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Does your present job match your interest and goals?  What action would aid you in achieving your career 

goals? (Explain) 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Employee Signature: _______________________ Date: ______________________ 

Evaluator:      _____________________________ Date: ______________________ 

Reviewed By:  ____________________________ Date: _______________________ 



Appendix F – Travel Reimbursement Schedule 

227-2016 – Appendix F – Travel Reimbursement 

Employee / Elected Official / Appointed Official  

Reimbursement Schedule 

 

• Private Vehicle Travel 

o Employees, Elected Officials, and Appointed Officials that are required to travel by 
private vehicle for the City will be reimbursed at a rate not to exceed the reimbursable rate 
set by the federal government.  Travel will be accomplished by the most direct route.  A 
mileage log showing the actual number of miles traveled shall be maintained and turned 
into the City Manager for reimbursement on an approved form. 

 

• Airline Travel 

o Employees, Elected Officials, and Appointed Officials that are required to travel by 
commercial carrier for the City will be reimbursed for the full price of the ticket.  No 
employee shall be required to fly, but should travel by the most efficient mode of travel.  
In all cases the cost paid will be based on the most practical and least extensive route. 

 

• Lodging 

o Overnight lodging will not be permitted for one day seminars, schools, city business, if 
within 100 miles.  When lodging is permitted, frugal judgment shall be used.  Any amount 
over Sixty Dollars ($60.00) per night must be approved by the Mayor and City Council. 

 

• Meals 

o Up to Forty Dollars ($40.00) per day for three (3) meals will be reimbursed to any 
Employee, Elected Official, or Appointed Official for city business when: the individual 
is required to be gone before 7:00 a.m., the individual is required to be gone before 12:00 
p.m., and / or the individual is unable to return before 7:00 p.m.  Exuberant meals shall 
not be reimbursed to the individual.  Standard meal reimbursement for Breakfast should 
not exceed Ten Dollars ($10.00), Lunch should not exceed Fifteen Dollars ($15.00), and 
Dinner should not exceed Fifteen Dollars ($15.00). 

 

• Registration Fees 

o The full cost of registration at Seminars, Schools, or other activity and all related costs 
pertaining to the purpose of the trip will be paid by the City.  Every effort should be made 
for the registration fees to be paid for in advance by the City.  All registration fees must 
be pre-approved by the City Council and Mayor prior to the Seminar, School or other 
activity. 

 

• Receipts 

o All expenses must be accounted for and verified by receipts and shall be turned into the 
City Manager for processing.  All travel expenses shall be written onto an Travel Expense 
Sheet and signed by the individual requesting reimbursement. 

 

• Travel 

o Travel for all individuals must be in the best interest of the City and must be pre-approved 
by the Mayor and City Council. 



Appendix G – Secondary Employment Agreement 

227-2016 – Appendix G – Secondary Employment Agreement 

SECONDARY EMPLOYMENT AGREEMENT 

This Secondary Employment Agreement is between ______________________________, 

employee of the City of New Meadows, hereinafter referred to as “Employee” and the City of 

New Meadows, hereinafter referred to as “City”.  This agreement shall be reviewed and accepted 

by the Mayor and City Council of New Meadows, Idaho and placed in Employee’s personnel file. 

Employee has requested to engage in the following secondary employment: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

The secondary duties may occur during hours normally scheduled for employee to work for the 

City.   

Employee will not allow the requirement of their job as a City Employee to suffer or put other 

employees or citizens of the City of New Meadows in danger or jeopardy by taking care of the 

responsibility of their secondary employment. 

If there are time-sensitive activities that need to be accomplished in the course of Employee’s 

employment with the City, any secondary employment activities will take second place to City 

deadlines. 

When Employee takes care of Secondary Employment activities during normal scheduled City 

employment hours, a City staff member, Mayor or other City official shall be made aware of their 

absence.  

Emergency situations shall be reviewed on a case-by-case basis, but Employee shall maintain 

primary regard for the needs of the City when an emergency arises. 

Employee shall not use City tools and equipment to accomplish secondary employment activities. 

Employee shall not share or make use of official information that is confidential or not available 

to the general public except by request while performing secondary employment.   



Appendix G – Secondary Employment Agreement 
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Employee shall not use their position or title with the city in order to advance or increase their 

secondary employment work opportunities.  This includes advertising or soliciting secondary 

employment opportunities during City employment time or using City property or equipment 

(i.e. giving out secondary employment business cards while on-the-clock as a City employee). 

When secondary employment is in the form of self-employment, the Employee shall have at least 

one other person who is available to take care of potential business needs if the Employee’s City 

responsibilities conflict with the needs of the self-employment business. 

If the Employee’s responsibilities to the City cannot be performed during regularly scheduled 

business hours because of the needs of secondary employment, the Employee shall work after 

hours – without overtime pay – to accomplish the responsibilities required by the City. 

Secondary employment which results in a decrease in hours worked for the City of New Meadows 

and inability to complete tasks in a timely manner shall be reviewed to determine if this 

agreement has been compromised. 

Failure to comply with this agreement shall result in a review by the City Council and Mayor of 

New Meadows to determine if secondary employment continues to fall within the parameters of 

the Secondary Employment Policy of the City of New Meadows.   

I agree that the description of secondary employment written above is correct and agree to abide 

by the terms of this agreement.  Should there be a change in secondary employment, I agree to 

let the City Council and Mayor know immediately.  I understand that this agreement may be 

reviewed periodically to ensure compliance. 

 

___________________________________________________  _________________ 

Employee         Date 

 

___________________________________________________  __________________ 

Mayor                       Date 

 

Approved by New Meadows City Council on ___________________. 
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RESOLUTION # 215-2015  

 

CITY OF NEW MEADOWS 

SOCIAL MEDIA POLICY AND PROCEDURE 

 

A RESOLUTION OF THE CITY COUNCIL AND MAYOR FOR THE CITY OF NEW 

MEADOWS, IDAHO CREATING A SOCIAL MEDIA POLICY AND PROCEDURE; TO 

ESTABLISH PROTOCOL FOR EMPLOYEES TO FOLLOW IN USING SOCIAL MEDA 

SITES FOR WORK-RELATED AND PERSONAL PURPOSES; TO PROVIDE GUIDANCE 

TO EMPLOYEES REGARDING THE ESTABLISHMENT AND ADMINISTRATION OF 

CITY SOCIAL MEDIA SITES 

 

WHEREAS, social media is a way to communicate with the citizens, residents, property owners, 

and visitors of New Meadows, Idaho; and 

 

WHEREAS, the City Council and Mayor of New Meadows wish to continue to support open 

communications with the public; and 

 

WHEREAS, social media is a prevalent part of communications in society today and is a tool that 

should be utilized. 

 

THEREFORE, BE IT RESOLVED, that the City Council and Mayor of the City of New 

Meadows hereby enacts resolution Number 215-2015. 

 

PURPOSE 

 

The purpose of this resolution is to establish policy and guidelines for the use of social media by 

the City of New Meadows (“City”) and its employees.  The City of New Meadows has an 

overriding interest and expectation in deciding what is “spoken” on behalf of the City on City 

social media sites. 

 

The goals of the City’s use of social media are as follows: 

1. To connect with the public, particularly current, future, and former residents, visitors, and 

businesses; 

2. To educate, inform, and energize the public regarding the City and its activities and 

operations;  

3. To establish and maintain a forum for public dialogue regarding topics relevant to the City 

and the Meadows Valley community;  

4. To elicit, listen to, and implement feedback from customers and observers regarding the 

City, its activities, and operations,  

5. To promote and support the community served by the City. 

 

DEFINITIONS 

 

Comments: Information, commentary, dialogue, links, pictures, videos, and/or other forms of 

communicative content posted on a social media site. 

Site Administrator: The City employee or official designated to establish, monitor and maintain 

a City social media site. 
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Social media site: A publicly accessible online publishing application, technology, or website that 

provides information to the public via subscription, reference, network, or drop-in.  A social media 

site may provide a forum by which individuals may post comments or other information.  

Examples of social media sites include blogs, podcasts, Delicious, ExposureRoom, Facebook, 

Flickr, Google +, LinkedIn, MySpace, RSS, Second Life, Twitter, and YouTube.   

User: Any person who accesses, views, follows, likes, links to in any manner, and/or posts 

comments on a City social media cite. 

 

ESTABLISHMENT OF CITY SOCIAL MEDIA SITES 

 

1. No City department, commission, employee, or any other person shall establish a City social 

media site without prior approval by the Mayor.  Persons seeking to establish a City social 

media site shall submit to the Mayor a written proposal, which shall include the following 

information: 

a. The mission, vision, and objectives of the proposed site; 

b. The City employee(s) or official(s) designated to establish, monitor and maintain the site; 

c. Design, content, and features of the proposed site; 

d. Whether Users may post comments or messages on or through the site, and if so the 

schedule and plan for reviewing and following up on such comments; and 

e. The proposed approach to removal of any comments pursuant to this policy. 

2. All City social media sites shall be administered or overseen by a Site Administrator designated 

by the director of the department creating the new social media site.  Upon creation of the site, 

the Site Administrator shall provide to the Mayor or designee all login information and 

passwords necessary to administer the social media site, and shall provide any updated login 

or password information to the City Clerk.  Upon separation from City employment, the Site 

Administrator shall provide to the Mayor and City Clerk all login information and passwords 

necessary to administer the social media site, and shall relinquish and transfer all administrator 

rights to the City Clerk. 

3. The Mayor or City Council may require that a social media site be wholly removed, though 

removal of individual messages may occur only pursuant to the criteria and procedures set 

forth in this policy. 

4. Where ever possible, the following information must be displayed to Users, or made available 

by hyperlink, on each City social media site: 

“Terms of Use of [Name of Site] 

This [type of social media] is intended to [description of purpose]. Any comment or 

materials posted by a User of this site may be attributed only to that User, and does not 

necessarily reflect the opinions or ideals of the City of New Meadows, its employees or 

officials.  The City of New Meadows does not warrant the accuracy of any statement or 

claim made here, is not responsible for any User-generated content, and does not endorse 

any opinion expressed here.  All Users must comply in all respects with [name of social 

media site]’s terms of use and the City of New Meadows Social Media Policy, found at 

[link].” 

 

 

CITY’S USE AND MAINTENANCE OF CITY SOCIAL MEDIA SITES 

 

1. All City social media sites shall make clear that they are maintained by the City and that they 

follow the City’s Social Media Policy. 
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2. The City of New Meadows’ website at http://www.newmeadowsidaho.us will remain the 

City’s primary and predominant internet presence.  Wherever possible, City social media sites 

should link back to the official City of New Meadows website for information, documents, 

online services and other information necessary to conduct business with the City of New 

Meadows. 

3. The site administrator shall respond within two working days to all comments or posts in which 

a User asks a question or requests feedback.  When the site administrator responds to a 

comment, in his/her capacity as a City of New Meadows employee, the employee’s name and 

title should be made available. The employee shall not share personal information about 

himself or herself, other City employees or any elected or appointed officials. 

4. The Mayor or designee will monitor content on all City social media sites to ensure adherence 

to the City’s Social Media Policy, consistency with the interest and goals of the City of New 

Meadows, and enterprise-wide consistency in messaging and information across platforms and 

site administrators. 

5. All City social media sites shall adhere to applicable federal, state and local laws, regulations 

and City policies. 

6. Content posted by the City and comments posted by Users social media sites contain records 

that will be subject to the Idaho Public Records Act.  Any content posted or maintained in a 

social media format that is related to City business, including a list of subscribers, posted 

communication, and communication submitted for posting, may be a public record subject to 

public disclosure. 

7. Any comments removed based on these guidelines must be retained by the site’s administrator 

in accordance with the City’s records retention schedule.  The time, date and identity of the 

poster, may be retained with this record whenever available. 

8. City employees or officials using or administering City social media sites shall conduct 

themselves at all times as a representative of the City and in accordance with all City policies.  

A failure to do so may result in disciplinary action. 

 

TERMS OF PUBLIC’S USE OF CITY SOCIAL MEDIA SITES 
 

1. The City seeks to serve all its constituents by hosting an open but civil dialogue.  Reasonable 

arguments for opposing views are encouraged. 

2. Users shall have no right of privacy on the City’s social media sites, as such sites may be or 

contain public records subject to disclosure pursuant to the Idaho Public Records Act and the 

City’s records retention schedule. 

3. A comment posted by a member of the public on any City of New Meadows social media site 

is the opinion of the commentator or poster only.  Publication of a comment does not imply 

endorsement of, or agreement by, the City of New Meadows, nor do such comments 

necessarily reflect the opinions or policies of the City of New Meadows. 

4. Comments should relate to the topic being discussed in the original post, should not contain 

random or unintelligible information or text and should not be wholly an advertisement of 

commercial products or services.  

5. Comments containing or uploading any of the following inappropriate forms of content are 

subject to removal and/or restriction by the site administrator or City Clerk: 

a. Content that is deemed in violation of this Social Media Policy or any applicable federal, 

state or local law; 

b. Profane, obscene, indecent, violent, or pornographic content and/or language;  

c. Content that promotes, fosters or perpetuates discrimination on the basis of race, creed, 

color, age, religion, gender, sexual orientation, or national origin;  



Appendix H – Social Media Policy 

4 

227-2016 – Appendix H – Social Media Policy (Resolution 215-2015) 

d. Defamatory or personal attacks;  

e. Threats to any person or organization;  

f. Encouragement or incitement of illegal activity;  

g. Information that may tend to compromise the safety or security of the public or public 

systems; 

h. Content that violates a known legal ownership interest, such as a copyright, of any party; 

or 

i. Any content that contains or perpetuates a virus, corrupted file, or other defect or program 

that may cause damage. 

6. All comments posted to a social media site shall be bound by the terms and conditions of use 

of such social media site.  Where appropriate, the City may report any violation of such terms 

and conditions to the respective social media site.   

7. A User’s submission, posting, or other publication of a comment constitutes acceptance of this 

policy.  

8. This Policy may be revised at any time.  

 

CITY EMPLOYEES’ USE OF NON-CITY SOCIAL MEDIA SITES 

 

1. City employees or officials using personal or non-City social media sites should be aware that 

all social media sites are or may be accessible to the public, including to other City employees 

and officials. 

2. City employees or officials shall not use personal or non-City social media sites in any way 

that may adversely affect his or her employment, workplace and/or that of other City 

employees, including, but not limited to, bullying, gossiping, sexual harassment, abuse of City 

or other public resources, violation of City policies, or illegal activity. Such use of a personal 

or non-City social media site may result in disciplinary action. 

3. Where a City employee or official wishes to use or comment on a social media site in his 

personal capacity regarding work or subjects associated with the City, or where such employee 

is or would reasonably be believed to be speaking in his/her professional capacity as a 

representative of the City, the provisions of this and other City policies shall apply and where 

necessary, the following disclaimer should be used: “The postings on this site are my own and 

don't necessarily represent the City's positions or opinions.” 

4. City employees or officials shall not access or use personal or non-City social media sites in a 

manner that causes loss of productivity during working hours. 

 

 

Passed and approved by the Mayor and City Council, this 13th day of April, 2015. 

 

This Resolution shall be in full effect upon its adoption this 13th day of April, 2015. 

 

 

_/s/ Anthony J Koberstein_____   ATTEST: _/s/ Jacob M Qualls________ 

Anthony J Koberstein, Mayor                Jacob M Qualls, City Clerk 
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Personnel Policy Manual Adoption 

Resolution 227-2016 

 

 
A Resolution of the Mayor and Council of the City of New Meadows, Adams County, Idaho, 

to approve a Personnel Policy Manual dated October 11, 2016, to help govern the 

employees of the City of New Meadows. 

 

WHEREAS, the City requires employees to secure and maximize public investments and 

infrastructure, 

 

NOW THEREFORE BE IT RESOLVED by the Mayor and Council of the City of New Meadows, 

that the Personnel Policy Manual is hereby adopted and in full force after its passage and 

approval. 

 

DATED this 12th, October, 2016 

 

City of New Meadows, Adams County, Idaho 

 

 

_/s/ Julie Good_________________  ATTEST: _/s/ Jacob M Qualls____________ 

Julie Good, Council President    Jacob “Mac” Qualls, City Clerk / Treasurer 

 

 


