






















































































































































B. 

c. 

D. 

PERSONNEL POLICIES AND WORK RULES 

Sexual harassment is interpreted to be any unwelcome sexual advances, 
requests for sexual favors, and other verbal , visual , or physical conduct of a 
sexual nature by a City employee or non-employee when: 

1. submission to such conduct is made either explici tly or implicitly 
a term or condition of an individual's employment; 

2, submission to or rejection of such conduct by an individual is 
used as a factor in employment decisions affecting t he 
individual; or 

3. such conduct has the purpose or effect of substantia lly 
interfering with an employee's work performance or creating an 
intimidating, hostile, or offensive working environment. 

Sexually harassing conduct includes: 

1 . 

2. 

3. 

4. 

5. 

sexual flirtation, touching, advances or propositions; 

verbal comment of a sexua l nature; 

graphic or suggestive comments about an individual's dress or 
body; 

sexua lly degrading words to describe an individual; 

display in the workplace of sexually suggestive obj ects or 
pictures, including nude or semi -nude photographs. 

Any employee having knowledge of a violation of this policy shall report it to 
their supervisor or to Personnel who wi ll take prompt and appropriate action. 

1104_ Reporting of Other Incidents: If any employee should become involved in or aware of any 
incident or occurrence which involves the use of force, threats of use of force, 
appearances of impropriety, or use of obscene language between City employee(s) in the 
performance of their j ob, or with the public; said employee must report any such incident 
to the supervisor within twenty-four (24) hours of first knowledge. 

A. 

B. 

Revised: July 6, 1995 

The employee and t he supervisor sha ll immediately reduce to writing the 
description of the event and shall present it to the department director, who 
sha ll take appropriate act ion. 

The Human Resources Department shall be provided with a copy of the 
written report and shall be advised as to the action to be taken by the 
department director. 
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PERSONNEL POLICIES AND WORK RULES 

1105. Personnel Records: 

A. 

B. 

c. 

Personnel records for each employee in the City shall be maintained in the 
Human Resources Department. 

1. 

2. 

3. 

4 . 

Such records shall include the employee's application, a copy of 
each Payroll Status Change, performance appraisal reports and 
any other pertinent information. 

Employees may inspect their own personnel file in the Human 
Resources Department by appointment. 

Employees may receive a copy of documents contained in their 
file upon payment of the current fee charged by the City to 
members of the public for copies of public documents. A first 
time copy wi ll be provided at no charge. 

If an employee discovers an item in their own file that he/she 
believes to be inaccurate, i rrelevant or incomplete, a written 
response and a request for a correction may be made. The 
Human Resources Department shall make the correction or notify 
the employee in writing of the reason for the refusal. This 
request and the refusal will become part of the employee's 
personnel file. 

The personnel records maintained by the Human Resources Department shall 
be the official documents for legal and reference purposes. 

In addition to the employee, only those persons authorized by the Human 
Resources Department, and who have a legitimate interest, shall have access 
to the personnel records. 

1106. Department Records: 

A. 

Revised : July 6,1995 

Departments may maintain a personnel record for each of its employees 
which should include a copy of each Payroll Status Change, attendance and 
leave records, performance appraisal reports , and other pertinent 
information. 

1. 

2. 

Such records shall be made available for inspection by the 
employee and by only those persons with a legitimate interest 
who have been granted authority by the Human Resource 
Department. 

A copy of any appropriate record held in a departmental 
personnel file shall be provided to the Human Resources 
Department. 
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B. 

PERSONNEL POLICIES AND WORK RULES 

Upon request, employees sha ll be provided with a copy of material placed in 
the record and may present a written response to any material in the record 
to be attached to the original material. 

1107. Confidentiality of Records: Not all documents in personnel records are subject to public 
inspection. However, such records may be inspected with the written permission of the 
employee. For the purpose of preserving the confidentiality of records, the material listed 
below sha ll be regarded and treated as confidential: 

A. 

B. 

records pertaining to physical and mental examinations and medical 
treatment of employees or their dependents; 

letters of reference concerning employment, background investigations, 
licensing or permits; 

C. letters or memoranda which are matters of opinion; 

D. documents concerning rule infractions and disciplinary actions, disputes or 
other complaints; 

E. performance appraisals; 

F. opinions concerning a person's reemployment status or why a person was not 
reemployed; 

G. personal information, such as home address or phone number; and 

H. any other documents regarded as confidential by law or for which a need to 
know is not established to the satisfaction of the record holder. 

110B. Employee Information: In order that personnel records be kept current, all employees shall 
notify the Human Resources Department in writi ng concerning any changes in their 
personal status. Such status changes include: 

A. change of name, 

B. change of address, 

c. change in telephone number, 

D. change in marital status and/or number of dependents, 

E. change of persons to be notified in cases of emergency, and 

F. change of beneficiary. 

1109. Transportation Costs: Costs for authorized out-of-town travel on City business shall be in 
accordance with the Per Diem and Mileage Act . Mode of travel to be taken must be 
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PERSONNEL POLICIES AND WORK RULES 

approved in advance by the department director. 

1110. Use of Automobiles : Whenever an automobile is used for necessary t ravel by an employee 
on City business, every effort should be made to use a City vehicle. Details of the 
procedures to be followed in driving a vehicle on City business may be found in the City of 
Rio Rancho Administrative Policies, Chapter 9. 
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