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A RESOLYUTiION OF THE L“ CouCIy OF YHE CITY
OF RIDGECREST ADOPTING PERSOGHUEL SYBYEM RULES
ARD REGULATIONS O™ WHE CITY OF RIDCECREST

WHEREAS, the City Counell ie esuthorized asnd directed under the
provisions of Ordinance Yoo ufz to adopt rules and regu-
lationzs for the administration of the personpel sysiem created
in seid ordinance; end

WHEREAS, the objectives of these rules are io fselliitats effi-
cient and ecconomical services to the public eard to provide for
g falr and equitable gsystem of personnel mavagement in the
nunicipal government; and

WHEREAS , these rules set forth iam detaeil those procedures which
ingure sinilar treatment for those who compete for original
employment and promotion, and define the obligaitions, righis,
privileges, benefits end prohibitions which are pleeed upon

all employees in the Competitive Service of the City; and

WHAEREAS , at the same time, within the limite of aédninistrative
feasibility recogniticn shall be given to the fact that iandivi-
duals differ, that no two individusls react a2like to reward

and disclpline or %o motivation and encoursgement sand Tor thie
reason, considzrable latitude shall be given te¢ the Peracaneld
Officer in the inSerpretation of these rules; novw, thersfore,
be it

RESOLYED; thali the Cliy Council of the Clty of Ridgecresi does
hereby adept the following rules:

RULE I. DEFINITION OF TERWUS

The following terms, wvhonever used ian these rulez, shkalil be
defined as follows:

SEC. 1. "Advencement”: A salary ipcresse within the 1lwlis of
a pay range establiashed for = claszs.

SEC. 2. “Al;gcation“l The assignment of o singie pesition €2 fts
proper class in accordance with the duties performed, snd tne
guthority and respongibilities exercimed.

SEC. 3. "Appointing Fower": The City Council which hasz ihe fina!

auvbhority to make the appointment to the positiocn to be Filled.
BEC. 4. "Bgard": The Perasonnel Board estsblished in nuizuanoe

of the ordinance creating a2 personznel sysiem for Lhe oLl

SEC. 5. "Clasa"™: All positions sufficlently similer in dubtlea,
suthority, and respopaibiliiy, to permit provn:zp upder g conmon
title apnd the application ?ith equity of eommon standards of

selection, transfer, promotion, and salary.

SEC. 6., "Competitive Serviece™: ALl positions of employment in the
service of the city except those specifically exzcluded by or-
dinance.
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utilized for closely observing the employee’s work and for se-
curing the most effective adjustment of a new employee to his
position.

SEC. 3. Rejection of Probationer: During the probationary period,
an employee may be rejJected at eny time by the appointing powver
without ceuse and without the right of appesl., Notificetion of
rejection in writing shall be served on the probationer and =
copy filed with the Personnel Officer.

SEC, 4. Rejection Following Promotion: Any employee rejected
during the probetionary period following a promotional appoint-
ment, or at the conclusion of the probationary period by resgson
of failure of the appointing power to file a statement that Tis
services have been satisfactory, shall be reinstated to the posi-
tion from which he was promoted unlegss charges are *iied and he
is discharged in the manner provided in the Personnel Ordinsnce
end these Rules for positions in the competitive service.

RULE XI. ATTENDANCE AND LEAVES

SEC: 1. Annual Vacation Leave: The purpose of annual vacation
leave is to enable each eligible eaployee annuslly to return to
his work mentally refreshed. All Citv employees shall be en=
titled to take annual vacation leave with pay except the followe
ing:

(2) Employees who have served the City less than one year.

(b) Employees who work on a provisional basis and all employees

who work 1040 hours a year or less.
(¢) Elective officers.
(d) Members of appointive boards, commissions snd committees.

(e) Persons engaged under contract to supply expert, pro=
fessional, technical or other zervices.

(f) Volunteer personnel, such as volunteer firemen.
(g) City Treasurer.

On Jenuary 1 of each year each eligible employee shell becredited
with ten (10) working days of vecation

Provided, however, that employees wvho have less than one
full year of eligible service as of January 1 shsll) be
credited with a prorated portion based on 5/6 working
days per month or a major portion thereof. Such prorated
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portion shall be veken during the calendar year but
only after the employee hes served one full year of
sgrvice.

Commencing with the Januery 1 follovwing six {6) yeare of eligitle
serviece, esch employae shall be credited with fifteen {15) werk-
ing days of vacation.

Commencing with the Jenuary 1 followving sixteen {16) years of
eligible service, each eamployee shall be crzdlted wlith twenty
{20) working days of vaecstion.

Eligible employees who work lesg thap full time but more than
1040 hours per year, shall be credited wvacstion of 2 pro-rated
basls.

Annual wvacaflione ghalill be taken during the eslendar year suce
ceeding the year earned and shsll not be .cumulative exeep:t as
follows:

The times during & calendar year ai wnich an ems
ployes may take his vacstion shell be determiaed
hy the department khead with due regswrd for the
wishes of the emploves and wiith varticular regard
for the needs of the service.

- I¥ the requirements of the service are sueh thal
an emplayse cannot take all of his ennual vaca=
tion in =2 partienler calenday year, such vacation
may bhe tzken 1in part Lthat vesr and part the snece
peeding year, or the entire vaecetion may be taken
the following yeay or the vacation may be paild
for at the discretion of the appolnting vower.

The department head shall obtein the zpproval of the
Clty Adnlnistrator in writing Defore deferring
any employee’a vacation to & succeedlng yvear.

ia the event that one or more municipal holidsys fell within san
annual vacation leave, such holidays shell anot be charzed as
vacation leave, and the vacation leave shall be exrended eocords=
ingly.

Persons resigning Trom the pervice of the City, who shall heve
been' in contliauocus service foy one year or wmore price t¢ the
effective date of such resignation, shall be allowved termination
pay in lieuw of any carned vacation.

BEC. 2, Sick Leave: Bick Leeve with pay shell be granted to sll
probationary and permansat employees who heve served the City
continuonsly for 2ix monthe except those who work less tham 1040
hours per year. 2
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Sick lesve shell not be considered 83 a right wvhich an employee
may use at his discretion but sheall be alleoewed cnly in case of
necessity and actual personal sieckness or disability.

Sick leave shall accrue et the rate of one work dey for each
calendar month of service.

Unugsed sick leave shall be cunulastive to & maximum of ninety
(90) days.

In order to receive compensation while absent on sick leave,

the employee shall notify his immediste superior or the Personnel
Officer prior to or within four hours after the time set for
beginning his daily duties, or as may be specified by the Head

of his department.

When absence is for more than one work day, the employee may be
required to file a physician's certificate or & personal affi=
davit with the Personnel Officer, stating the cause of the absence.

Not more than five (5) days sick leave each calendar year may

be tasken in case of an employee's presence is required elsevhere
because of sickness or disability of members of his immediate
family. The immediate family shall consist of the spouse,
children, parents, brothers, sisters or other individuals whose
relationship to the employee is that of a dependent or near
dependent. In each sueh case, the City Administrator shsll
grant such sick leave only when, in his opinion, the relatione
ship of the sick or disabled person tc the euployee warrants
such use of sick lesave.

An employee receiving temporary disabillity paymenta under the
workman'®s compensation lews may use accumulated sick leave in

order to continue to maeintain his regular income. However,

all employees receiving full saleries in lieu of tenporary dise
sbility payments pursuant to Section L850 of the Labor Code are
entitled to accumulate sick leave during such periods of disebility.

SBEC. 3. Military Lesve: Military leave sghall be granted in
accordence with the provisions of astate law. All employees
entitled to military leave shall give the appointing power an
opportunity within the limits of military regulatioms to
determine when such leave shell be tsken.

SEC. 4. Leave of Absence Without Pay: The City Administrator
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may grant a permenent or probationary employse leave of absence
without pay or seniority for not to exceed three months. No
such leave shall be granted except upon writtem request of the
employee, setting forth the reason for the request, and the
approval will be in writing. Upon expiration of a regularly
approved leave or within a reasoneble period of time after
notice to return to duty, the employee shall be reinstated in the
position held at the time leave was granted. Failure on the
part of en employee on leave to report promptly st its expirs-
tion,; or within a reasonable time after notlce to return %o
duty, shall be cause for discharge.

Depariment heads may grant e permanent or probastionary employee
leave of absence without psay for not tc exceed one cslendar
week. ©OSueh leaves shall be reported %o the Personnel Officer
on & change of status report form.

SEC. 5. Jury Leave: Every classified employee of the City who

is called or required to serve as & trial juror shall be entitled

to absent himgelf from his duties with the eity during the period
of such service or while necessearily being present Iin court =8 a
result of such call. Under suech circumstences, the employee

ghall be paid the difference between his full salary and any payment
received hy him, except travel pay, Tor such duty.

SEC. 6. Attendance: Employees shall be in ettendance at their
wvork in accordance with the rules regarding hours of work,
holidays, and leaves. All departmenits shall keep daily sttend-
ance records of employees which shall be reportsd teo the Persounnel
Officer in the form and on the dates he shall specify. Failure

on the part of en employee, absent without leave, te returan to
duty within 2% hours after notice to return shall be csuse for
immediate discharge, and such employee automatically waives gll
rights under the Personnel Ordinance and these Rules.

SEC. 7. Holidays: The holidays to be observed inm this City are
as follows: Jaenuary 1lst, Februnary 22nd; May 30th; July Mthj;

the First Monday in September; Sentember 9th; Hovember 1lthj
Thankagiving Day; December 25th; evevy day on which an election
is held throughout the State; and every day proclaimed by the
President, Governor, or Mayor of this City as a public holiday.

Every permanent and every probatlionary employee in the competi=
tive service shall not be requirsd to be on duty on holidays
unless the employee's services are needed and required in the
interests of the pubiic health, safety or general welfare, in
whiech latter event any such employee shall be entitled to com=
pensatory time off (at such time as in the discretion of the
department head his services are not needed and required.)
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When a holiday falls on & Sunday, the following Monday shall be
observed. When & holidey falls on s Saturday, the preceding

Friday should be observed. If e holidgy fslls on an employee's
regularly scheduled time off, compensatory time off shall be granted.

SEC. 8. Good Friday: WNo employee shall be required to be on duty
on Good Friday beiveen the hours of 12:00 nocn and 3:00 p.m. unlenss,
in the opinion of the department head, the employee's service are
needed and requlired in the interests of the publie health, safety

or general welfare or for reasons of emergency, in which latter
event the employee shall not be entitled to compensstory time off,

RULE XII, PAY ADJUSTMERTS

SEC. 1. Application of Rates: Employees occupying & position in

the competitive service shall be paid a salary cr vage established
for that position’s class under the pay plen as provided by Rule V.
The minimum rate, if provided, for the class generally shall apply

to employees upon originel eppointment. However, the City Counecil
may, when circumstances warrant it, suthorize originsel appoinitment or
reinstatement at other than the minimum rate.

SEC. 2. Advancement: No selary sdvencement shall be made so as to
exceed any maximum rate estsblished in the pay plan for the class to
which the advanced employee's positicn is allocated. Advaencenents
shall not be autometic but shell depend upon inerceased sevrvice

value of an employee to the cliy =28 exemplified by recommendatiocns
of his supervising official, length of service, performance, record,
special training undertaken, or other pertinent evidence, within

the advancement pelicy esteblished by the pay plan.

RULE XIII. TRANSFER, PROMOTION,

II. NSFER, PR DEMOTION, SUSPERSION
ARD REINSTATEMENT

SEC. 1. Transfer: No person shall be transferred to z position
for which he does not posgess the minimum qualifications. Upen
notice to the Personnel Officer, an employee may be transferred by
the appointing power et any time from one position to another posie
tion in & comparable class. For transfer purposes, a comparable
class 1is one with the same maximum selary, involves the performance
of similer duties and requires substantially the same basie
qualifications.

If the tranafer involves & change from one department to smother,
both department heads must consent theretoc unless the City Admini-
strator orders ithe transfer for purposes of economy or efficiency.
Transfer shall not be used to effectuate a promotion, demotion,
advancement, or reduction, each of which may be accomplished only
as provided in the Personnel Crdinance pay plan or these rules.
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SEC. 2. Promotion: Insofar as consistent with the best interests
of the service, all vacancies in the competitive service-shall be
filled by promotion from withinm the competitive service, after a
promotional examination has been given and a promotional list esta-
blished.

If, in the opinion of the Personnel Officer, a vacancy in the posi-
tion could be filled better by an open—competitive examinetion in-
stead of promotional examination, then he shall arrange for an open-
competitive examination and for the preparation and certification of
an open-—competitive employment list.

SEC. 3. Demotion: The appolnting power may demote an employee whose
ability to perform his required duties fall below stesnderd, or for
diseiplinary purposes, Upon reguest of the employee, and with the

consent of the appointing pover, demotion may be made to a veacant position.
No employee shall be demoted to & position for which he does not possess
the ninimum quelifications. VWritten notice of the demotion shall be

given the employee before or within three days after the effective

date of the demotion, and e copy filed with the Personnel Officer.

SEC. k. Suspension: The appointing pover may suspend an employee
from his position at any time for e discliplinary purpose. Suspension
without pey shall not exceed thirty calendar daye, nor shell any em-
ployee be penalized by suspension for more than thirty calendar days
in any fiscal year., Department heads may suspend a subordinate en-
ployee for not more than three vorking days at eny one time, and not
more than once in a thirty calendar dey period. Suspensions shall be
reported immediately to the Personnel Officer.

SEC. 5. Relnstatement: With the approvel of the appointing pover
and the Personnel O0fficer, & permaneant or probationary empoyee who
has resigned with a good record may be reinstated within two years
of the effective date of resignation, to & vacent position imn the
gsame or comparable class. Upon reinstatement, the employee, for all
purposes, shall be considered as though he had received an original
appointment.

RULE XIV. SEPARATION FROM THE SERVICE

SEC. 1. Discharge: An employee in the competitive service mey be
discharged at any time by the appointing power. VWhenever 1t is the
intention of the appointing power to discharge an employee in the
competitive service, the Personnel Officer shall be notifled. Any
employee who has been discharged shall be entitled to recelve a
vritten statement of the reasons for such actions and to & hearing
if he so requests, as provided in the Perscnnel Ordinance and these
Rules.
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SEC. 2. Lay-off: The appoiniting power nmay lay off an enployee
in the competitive service because of materdal chenge in duties
or organization or snortage of work or funds, Ten worklng days
before the effective date of lay-off, the appointing authority
shall notify the Perscnnel Offlcer of the intended aetion with
repsons therefor, and a statement certifying whether or not the
services of the employee has been satisfactory. A copy of such
notice shell be given the employee affected. If certified as
having given satisfactory service, the name of the employee laid
off shall be placed on the eppropriate re-~employment list as pro-
vided by these Rules,

If not certified as having given satisfeactory service, the em-
ployee leld off may interpret the scition as a dlscharge and re-
quest a hearing es provided by the Personnel Ordinance snd thege
Rulen.

SEC, 3. Resignaiion: An employee wishing to leave the com-
petitive service in pgood standing shall file with the City Ad-
minigtrator a written resignation stating the effeective dats and
reasons for leuaving At least tyo weeks beflfore lesnving the ser-
vice, unless such time limit is weived by suech official. A ztate-
ment as to the resigned employee's service performance and other
pertinent information shkall be Torwerded t¢ the Persomnel Officer.
Failure to give notice as required by this Fule way be cause for
denying future employment by the eity.

RULE XV. RULEE OF APPEAL TO PERSONNEL BOARD

SEC. 1. BRight of Appesnl: Any employee in the competitive service
shall have the right 46 appesl %o the Persoanel Beard any dis-
ciplinary ection, interpretation or alleged violation of the Perw
sonuel Ordinance cr these Ruleg execept in instences where the right
of asppeal is specifically prohibited by the Personnel Ordinance

or these Rules.

8EC. 2. Method of Appeal: Appeals shall be in writiang, sub-
scribed by the appellant, and filed with the Personnel Officer,
who shall, within seven days after receipt of the appeal. inform
each membexr of the Personnel Board, the appointing power end

such other persons or officeraz anamed or affected by the appesl

of the Iiling of the appeal. The appeal shall be & written state-
nent, addressed to the Personnel Board, explaining the matier
appealed from and setting forth thereln a statement of the action

desired by the appellant, with hia reesonz therefor. The Tfor-~
mality of s legel pleading ia not required.

SEC. 3. Hotice: Upon the filing of en appeesl, the Personnel
Officer shall set a dpote Tor & heering on the appeal not less
than ten (10) days, nor more than thirty (30) days from the date
of filing. The Personnel Officer ahell notify all interested
parties of the date, time and vlace of the hearing at such places
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SEC. T. "Damotion": The movemesnt of an esmployes from one class to
enobthey olasa having a lower maximum rate of nay.

SEC. 8. "Bligible": A person whose name ip on an employmwent listb.

8EC. 9. "Employment List™:

{a) Open employment list: A list of nanmes of persons vwhe have
teken an open~conpetitive exsmination for a class in the
competitive gservice and have gualified,

{v) Promotional employment list: A liet of names of persons who
have takan e promotional exsmination for =z class in the com~
petitive service and have quallfied.

SEC. 10, "EBxaminstion’:

(n) Open-competitive examination: An examination for a perticular
elass whieh 1 open to all persons meeting the gqualifications
for the celaes.

(b) Promoticnel examination: An examination for » psrticulsar
class, sdmission to the examinetion belug limited to perma-~
nent and prebationary employees in the competitive service
wvho meet the gralifications for the eclaue.

(¢) Continucus wxaminstion: An openwcompetitive examination which
ig sdninistered pericdically and sz & vesult of which nemes
are pleeed on &an employment 1ist, in order of finel scores,
for & period of not more than one year.

SEC. 11. "Permanent Emgloxee": An employee who has successfully completed
his probationery peviod and has been rateined es hereafter provided in
theose rulesn.

$EC. 12, "Personnel Ordinance”: Ordinance No, Eéiz which crested a par.e
gonnel system foy the eity,

SEC. 13. "Probationary Peried”: A working test period during which an
amployee is required to demonstrate hisg Tltness for the pozition %o
vhich he is appeointed by mectuael performance of the duties of the posi~
tion.

SEC, 14, "Promotion"' The movement of an emploves from ons e¢lass Lo
gnother class having & higher maximunm rate of pay.

SEC. 15. "Provisienal &Egointmant”: An appointmert of & pevsen who
possegses the minimum gualifications established for = particular clars
and wvho has been eppeinted to = position in that cluae in the absence of
available eligibles.

8ECG, 16. "Reinstatement”: The re-smpleoyment without examinetion of a
Fformer permanent or proebatlionsry employesa. %
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8EC. 17. "Suspension™: The temporary separation from the ser-
vice of an employee without pay, for disciplinary purposes.

SEC. 18 "Transfer”: A change of an employee frow one pesition
Yo snother pogiflon in the same clese or in a comparable class.,

RULE II. GEHERAL PROVISIOHNS

SEC. 1. Fair Employment: HNo question in any test, or im any
application form, or by any appointing autherity, shall be so framed
82 to atteupt to elicit Iinformation concerming race, color, an-
ceatry, national origin, political or religious opinionz or affilia-
tions of an applicant. No appointment to or removal from a posie
tYion in the conpetitive service shall be affected or infiuenced

in any menner by sny comsideration of race, coler, encestyry, na-
ticnal origin, political or religious opinion or affiliastion.

SEC. 2. Violastion of Rules: Viclation of the provisions of these
Rules shell be grounds for rejection, suspension, demotion or dis-
nissal.

BEC. 3. Amendment and Revision of Rules: Amendments and revisions
may be suggested to the City Couneil by any interested pariy and
ghall be submitted to the City Council through the Personnel Officer
or Perscnnel Boaxd at the option of the proponent. Proposed amend=
ments or revisions to these Rules sghall be publicly posted for at
least five consecutive days prior to consideration by the City
Counecil. At the time of consideration, any interssted party may
appear and be heard. Amendments and revislioneg shell beconme effec-
tive upon adoption by the City Council,

RULE III. PERSORNEL BOARD

BBE. 1 Meeting: The Personmel Board shall hold regulsr meetings
at such time and plece within the city a2 zhall be designated by
the Chairman of the Board. Aany regular meeting may be adjourned

to a tinme certain and to a place designated by the Chairman. In
addition, the Board may hold special neetinge uponm the call of the
Cheirman or a majorlty of the members of the Board. A majority of
the members of the Board shall constituie a quorum for the trans-
action of business. Meelings shall be econducted in esccordamuce with
such rules and procedures sa may be adopted by the Personnel Board.

SEC. 2., Public Hearings: Hearings conducted by the Personnel

Board shall be ﬁublic and subject to the "Brown Act", Goverament
Code Sec¢tions 54950 et seq., and shell be conducied in private

if they pertain to the appointment, employment or dismissal of a
city esmployee or pertain to the hearing of a complaint or charge
brought ageinst an offlicer or employee of the city, unless such
officer or employee requests a public hearing. Szid body also nmay
exclude from any such public or private mesting, during the examina-
tion of a vitness, any or all other witnesses in the matter dbeing
investigaeted by the legisletive body. The hearing need not be con=-
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ducted according Lo technicel rules relating t¢ evidence and
witnesses,

RULE IV. CLASSIFICATION

SEC. 1 Preparation of Plan: The Fersomnnel Officer, or a person

or agency employed for that purpese, shall sscertain and record

the duties and responslbllities of all poslitions in the competitive
service, and, after consulting with appointing autherities and
heeds of depertments affected, shall recommend a.clapsification plan
for such positions. The B8lassificatlion plan shall consist of
clasges of pogitions in the competitive service defined by class
specifications, inclfiding the title. The classification plan

shall be so developed and mainteised that all positions zubstan-
tially similar with respect to duties, responsibilities, authority,
and character of work ere included within the same c¢less, and that
the same schedules of compensation may be made to epply with equitly
under like working conditions to all positions in the same class.

BEC, 2. Adoption, Amepndment and Revislion of Plan: The classifll-
cation plan shall be adopted snd may be amended from time to time
by resclution of the City Council. At the time of consideration
any interested party may appear and be heard. Amendments and re-~
visions c¢f the plan may be suggested to the City Council by any '
interested party and shall be submitted to the City Council through
the Personnel Officer or Personnel Board at the optiom of the
proponent. Notice of City Council conslderastion of the propogsed
classification plan, amendments or revisioms shsgll be publiely
posted at least five days prior te Clty Council actien.

SEC. 3. Allocation of Positicns: Following the adoption of
the classification plan, the Personnel O0fficer shall allocate
every position in the competitive service to one of the ¢lasnes
established by the plamn.

SEC. 4, New Positions: When a new position ies creeted, before
the same may be filled, the appointing autherity shall notify
the Persounel Officer, and, except es otherwise provided by Or-
dinance o» these Rules, no person shall be appointed or employed
to i1l sny such position until the classification plan shall
have been mmended to provide therefor end anm appropriaste employe
ment list estgblished for such vosition.

SEC. 5. Reclassificetion: Poaitions, the duties of which have
changed materialliy 60 as %o necessitate reclessification, shall

be allocated by the Personnel Officer to & more eppropriaste class,
whether new or already created. Reclaszifications shall anot be
used for the purpose of avolding restrictiorns concerning democtionsa
and promotlions.

RULE V. COMPENSATION

SEC. 1., Preparation of Plan: The Personnel Officer or the person




C e e
JE RNIRA X -1

SRR

sy 54

Aven B

[P
N

swleld kv

Pdtane Lisn

netd

pepdulcald

e
Indd

exo b2 iF

'ra‘?wé“;w £ ((."Jt 2
agifr"“diwnraw@ﬁ
Yogqys 3Ev puliloenos yuiva Lo
e hadoatl !

L M oAl 37

=Yy A4ow Te =2
ﬁrm od vsn xoldsensgmas Yo nofube
Dign sakdvoew

LEG

ed s og

a2y 45i

s

Gad g g

G

a8

IR S

B ETRN




Resolution lo. 123

or agency employed fTor that purpose shell prepaere a pay plan
covering a1l classses of positions in the competitive serwvice,
In arriving at ssalsry retes or ranges, consideration shaii be
gliven to preveiling rates of pay and considerstion of working
conditions for comparable work in other public¢ and in private
enployment, to current costs aof living, to suggestions of departe
ment heads, to0 the oity's financial condition and policies, and
to other relevant factors. The Personnel Officer or the person
or agency employed for that purpose shall thereafter maeke such
further gtudies of the pey plaa as may be requesied by the City
Council.

SEC. 2. Adoption of Plan: The pey plan shall be adopted and may
be amended from time to time by action of the City Counecil. At
the time of consideratlon any interested party may appear asnd be
heard, Amendments and revisions of the plen may be suggested

tc the City Couneil by any interested party end shall be submitted
to the City Couneill through the Persounel Officer or Personnel
Board at the option of the proponent., Notice of City Countil
conaideration of the proposed pay plan, amendments or revisions
shall be publicly posted at least five days vriortc City Counecil
action, Thereafter, no position shell be essigned a salary not

in conformance with the salary schedule unliless the salary schedule
for the dass is smended in the zame manner as herein provided for
ite adoption.

RULE VI. APPLICATIONS AND APPLICANTS

SEC. 1. Anncuncenent: All examinations for classes in the com-
petitive service shall be publicized by posting announcements in
the Clty Hsll, on official bulletin bomrds, mnd by such other
methods as the Perscnnel O0fficer deems advisable., The snnounce=
ments shall apecify the title and pey of the class for which the
examination is mnnounced; the nsture of the work teo be performed;
preparation desirable for the performance of the work of the class;
the manpner of making spplicatiocns; and other pertinent inlTormaticn.

BEC. 2. Application Forms: Applications shall be made as pre-
seribed on the examination announcemeni. Application forms shalil
require informetion covering training exzperience, and other per-
tinent informetion, and mey include certificates of ome or more
examining physicians, references and Tingerprinting. All applica-
tions must be signed by the person applying.

SEC. 3. Disgualification: The Persconnel Officer shall refect any
application which indicates on its face that the applicant does nci
possess the minimum qualifications required for the pesitiorn or is
not & eitizen of the United States, except when citizenship 13 not
required by state law., Applications shall be rejected if the app-
iicant is physically nnfit for the performance of duties cf the
position to which he seeke appointment, is addicted to the habitual
execeasive use of drugs or intoxlcating liquor: hes been comnviectad

of a erime involving noral turpitude; has mede any Talse statement
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of any materisl faci, or practiced any deception or fraud in his
application, Whenever am applicetiom ls rejected, notice of such
rejection with statement of resson ghall be mailed to the =spplicent
by the Personnel Officer. Defective applications may be retarned
$o the applicemt wiith notice to amend the sane, providing the
tire limit for recelving aspplications hee not expired.

RULE VII. BYAMINATIORS

8EC. 1. Nature and Types of Examinstion: The seleection technigues

used in the examinastion process shall de impartiasl, of & practical
nature and shall relata to those subjectis which, im the opinioun of
the Personnel 0fficexr, fairly measure the relatlive capscities of
the perscns examined %o execute the duiies and respomsibilities

ef the cless to vhish they seek to be appointed. Bxemiaatione sheril
conaliat of selaction techniques whiech will tezt falrly the
qualifications of candidstes such eg but aot necessarily limitad
to achievement end aptitude tests, other wrltdten teots, personel
interviews, performance testa, physical asgility tests, evaluation
c¥ dally vork performanc¢e, work samples, medicel tests, or any
combination of these or tther tests,

SEC. 2. Pyromoptional Exsuinations: Promctional esxeminations nay

be copnducted whenever, in the opinion of the Persomnel COfficer,

the needes o the nervice regqulre, Promoflonal exaninations may
rl\include sy of the selectlon teochniguca mentionsd in Seetion I of

this ERule, or any comhipation ¢f them. Only permanent or probation-
ary employees who meet the reguirenments set ferth in the promwoe
tionsl) exeminstion sunouncements may compeies in promotloncl
exeminations. |

88C. 3. Contincus Exomination: Open~competitive examinations wey
be administered periodicelly fTor a signle clage me the paeds of
the service requivre. Wamez shall be placed on saplovmeat 1liste,
end chell remzin on such listes, ss preseribed ig Rule VIII.

SEC, b, Conduet of Exanipation: The City Couneil may contract

wvith any competent z2gency or individual for the preparing and/or
adninistiring of exsminotions. In the abseuce of zuch a contract,
the Fersomnmnel O0fficer sghell see that such dutiecs are performed.

The Fersosnel Officer ghall arrange for the zse of public buildings
and equipment for the conduect of examinstions.

BEC. 3. Scoring Examinations and Qualifying Scores: A Candidate’s
sgore in 8 gilven exeminabtion shaell be the aversge of his scores

on each competitive part of the examination, weighted as shown

in the exeminetion punouncement. YFailure in oane part of the
exanination may be grounds for declaring such applicents as falling
in the entire examinetion or me disgualifled for subsenuznt parisz
of an examinetion.

r-kme Personnel Officer may, &t his diseretion, inciuds 25 a part of
¢ the exanination tests whioh are gqualiifyiag only.
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SEC. 6. Hotification of Examination Results and Reviey of Papers:
Esch candidate in an examinaticn shell be given writien notire of
the results thereof, and if successful, of hisz fipal earned score
and/or rank of the employment list.

Any candidate sghall have the right to inspect his own examination
papers within five working days efter the notices of exaninetion
results vere mailled. Any error in computation, if eallad to the
attention of the Persornel Officer within this period, shall be
corrected. Such corrections shell not, however, Iinvalidete asppoint-
ments previounsly nade.

RULE VIII. EBMPLOYMERT LISTS

8EC. ). ZEmployment Listsz: As goon &8s pessible after the somple-
tion of an exemination, the Fersonnel O0fficer =hall prepare and
kesep avallable an employment list consistiag of the names of
candidates who gquelified in the exemination, errenged 1In crder
of final scores, from the highest to the leweal qualifying score.

S8EC. 2. Duration of Lists! Euployment liztas other than those
resulting from a contingous examinetion shell remain Iin effect

for one year, unless soonexr exhausted, and nay be extended, prior
to thelyr explration drtes, by action of the Personnel OfTficer

for additional periods, but in no event shall an enplaywment list
remncin in effeet Tor more than two vears,

Open~competitive liotas croated as the resuly of continuwoue exami-
natlons ghall vemain in effect for not more than one ysar after

the loegt edministration of the examinstion, unless sconer exhausted.
Names placed on such l1lists shall be merged with any others already
on the list in ovrdey of final scores and ghell remain oa the list
for not more thez one yecar,.

8EC. 3. Re-employmeni Listzs: The names of probetionary and perw
manent employees who have been laid of¥f shgll be placed on approe
priate re-employment lists in the oxrder of totzl contimpus cunu~
lgtive time served in probetionary and permanent status. Such
names shall remein thereon for a pericd of ome yesr umless such
persons are sooney re-eumployed,

When a re-employment list ios to be used %o fill vacancies, the
Personnel Officer shall certify -from the top of such 3jist the



w3 Ived Donso .'g s
Ibsan

W . G0 g
sadiine
arae fsull




-

~ -~

Resolution Heo. 123 ee Do

number of namss equal to the aumber of vacancies to be Flilled,
and the appointing power shall appolnt such persons to £111 the
vacancies,

88C. h. Removal of Names ?rom_&iat: ‘The neme of any person appeer-
ing on an employment, re-employment or promotional list shell be

remeved by the Personnel Officer il ithe eligible requesis in writing

that his name be removed, if he fails to respond to & notice of
certifications melled to kis last known address, or for any of the
reasong specified in Rule YXI, Section 3, of these Rules. The
person affected shall ve notified of the removal of his name by &
notice mailed to his last known address. The anames of persony

on promotional emplaoyment lists who resipgn from the servieces shall
automatically be dropped from such lists.

RULE IX, METHOD OF FILLING VACANCIES

8EC. 1. Types of Appecintment: All vecancies in the competitive
gservice shall be filled by transfer. demotion. re-ecmployment. re-
inptatement, or from eligibles certified by the Fevsonnel Officer
from an approprlate employment list, if available., In the abe
sence of personz =21ligible for appointment la these ways, pro-
visionael appointmentc may be made in accordance with the Pere
sonnel Ordinance and these Rulaes.

SEC. 2. HNotice to Personnel Officer: Wherever s vacuney in the
competitive sexrvice is to be filled, the appointing power shall
notify the Personnel Officer in the manner preseribed. 17 there’
igs no re-emplovment list avelleble for the clams, the appointing
power shall heve the right to decide whether t¢ 111 the vecaney
by reinstatement,; transfer, demotion, appointment from & promo-
tionul employment llist, ox eppointment from an oren employment
liﬂt-

BEC. 3. Certification of Eligibles: If the appointing pover does
not considsy 1t in the City‘'s best interesi te fill the vacaney by
reinstatemnent, transfer, or demotion, or if it g not posgsible to
£111l the vacaney by re~employment, certilflication shell be uwade
from an appropriate employment list, provided elligibles are avall=-
able.

When the appointing pover requests a vaasancy be fiiled by appolinte
ment from a promotionsl employment ligt or from an cpen employment
liat, the Personnel Officer ahould certify from the specified l1list
the name of all individuals willing to seccept sppointment. When-
ever there are fevwer thanm thre2 names of individuals willing 4o
accept appointment or a promotion emvloyment list or on an open
employment list, the eppointing pover may make an appointment

from among such elipibles or may requeset the Fersonnel 07ficer to
establish a new list, When so requested, the Persocnnel Officer
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snall hecld s new exahination and esteblisk & nev employmant list.

SEC. 4. Appointment: After interview and investipetion, the
eppointing power shall make eppeointments Ffrom among those cere
tified, and shaell inmmedlstely notify the Personnel O0fficer of

the persons appointed. The person accepting appointment shall
present himself to the Persomnel Officer, or his designeted repre-
sentative, Tor prcceseing on or before the dete of appointment.

If the applicent zaccepts the zppeintment and presents himself for
duty within such period of time sz the appointing auvthority shall
prescribe, he shall be deemed to be sppointed; ctherwise, he

shall be deened Lo have declined the appointment.

S58C. 5. PFProvisloazsl Appointment: In the absence of there velng
names of three individuals willing to accepnt appelinimnent on apnro-
priate employment lisgts, a provisional sppolintwment may be made

by the appointing a2uthority of & person mesting the minimum train-
ing and experience qualifications for the position. An employ-
ment list shall be established within six months for any perma-
nent position fililed by provisional eppointment. The City Ad-
ministrator with the approvel of the City Council, nmay extend

the period for any provisional appointwment for not more than
thirty days by any one action. VWhen » proviaionael apvointuent

is to be extended, the City Counecil shall direect the City Clerk

to record such sction in the minutes of the nmeetiap of the
Council.

Ho specinl credit shall be zllowed in meeting any qualification
or in the giving of any test or the esteblishment of sny onenw
competitive promeotional lists, for service rendered under a pro-
visional appeintment.

RULE X. PROBATIONARY PERIQD

S8BC. 1. Repulsx fppointment Following Probatiopary Period., AIl
original and promotional appointments chell be tentatlive and sube
jeet to a probritionary perlod of xnot less than six months aciual
service. The City Council may, by resolution, esteblish a longer
probationary period for speciified classes. 'The Personnel O0fficer
shall notify the appointing suthority and the probationer con-
ceruad two weekg prior to the termination of any probationsry ner-
iod. If the service of the probaticnary employee has been seticgw
factory to the appointing suthority, then the appointing auvthority
shall file with the Personnel O0fficer a statement in writing teo
such effeet and stating thaet the retentlon of such employee in

the service is desired, If such a statemendt 1s not filed,; the
employee will be deemed %o be unsatisfactory and his employnment
terminated at the expiratiorn of the probationary wmeriod.

SEC. 2. Objective of Prchbationary Periocd: The wprobationary pneriocd
shaell be regarded as & part of the itesting phocess and shall de
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53 the Pezsonnel Bomrrd sball prescribe.

SEC. L, Invesiigations: Upon the filing of an appeal, the Par-
sopnel Board may make such independent investigotion of the
matter gy it may deem necvessary. The result of such investigation
zhnll be mede & part of the record of the proceedings and the
appellant shall heve the right to heve & reasonable time wiithin
vhich to ansver or to present evidence in opposition %o the find-
lnge of this independent investipgatvion.

SBEC. 5. Hearxings: The nppelland shell appear personally, unless
physically unable to do so, before the Personnel Board st the
time and place of the hearings. He may be represented by any
peraon or sttorney as he mey select and nay ot the hearing pro-
duc¢e on his behelf rvelevant orszl or doecumertary svidence. Appe-~
llant shall stets hls cese First amé, &t the conciusion, oppo-
zitior matier may then e presented. Hebuittal matter neti re-
petitive may be allowed gt the discretlion of the Personnel Board.
Cross examineition of witnesues shell be permnitted. The comduct
and decorum of the hearing shell be under the control of the Pere
sonnel Board by lts Chalirmen, with due regard %o the rights and
privileges of the perties appearing before it. Hearings need not
be comducted according Yo %echniecal rules relsting to evidence
and witnesses. Hearings shell be open uwnless the sppellant, in
writing, requests a c¢lozed hearieg.

SEC, 6., PFindings apnd Recommendutions: The Personnel Board snhall,
within ten (10) deys after the sonelvsion of the hearing, cer-
tify 4%s findings and decision in writing Yo the appellant and
%o the person, cffiver or body from whose =zction the apveal wes
teken. The perason, officer or body frem whose aetion the sppesl
wvase taken shall review the fladings end recommendations c¢f the
Peraonnel Board snd may then affirm, revoke or modify the scticn
taken ns, in 1%tz Jjuvdgment, seems warranted, and the action taken
nshall be final. Auy member of the Personnel Bosrd mey sudbmlit a
minority or supplemental findipg and recommendatlion.

RULE XVI. GRIEVANCE PROCHFDURES

8EC. 1. Purpose of Rule:s

{a) To promoie ilmproved employer-employee relations
by establishiag grievance proceduares on natters
for which apoeel or hesaring is not provided by
other regulations.

{b}] To afiord empleyees individuelly or through
gqualified employee organlizations a systematic
neens of cbtaining further cconsidernticoans of
problems after every rsasonasble effort has failed
to resolve them through discussicus.
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Resolution Ho. 123 o i

(e} 7o provide that grievances shail be settled
a3 near as possible to the point of origin.

{(d) To provide that appeals shall be conducted as
informally as possibvle.

SEC. 2. Mattexs Subject to Grievance Procedure: Any employce

in the competitive service shall have the right to appeal, under
this Bule, a2 decislion affecting his employment over which his
appointing power has partial or complete jurisdiction and for
which appeal is not provided by other regulations or is not
prohibvited.

8EC. 3. Informal Grievence Procedure: An employee who has =
problem or complaint should firxst try to get it settled thrcough
discussion with hia immediamte supervisor without uadue delay.

If, after this discussion, he does not believe the problem has been

gatisfactorily resolved, he shall have the right to diccuss it
with hias supervisor’'s immediate superior, if eny, in the edmini-
strative service. Every effort should be weade %o find an accept-
able golution by informal meanms ot the lowest posgidble level of
supervision., If the employee iz not in agreement with the de-
cizsion reached by diseumsion, be shall then have the right to
file a formal appeal in writing within ten {(10) calendar days
after recelving the informal decision of his Jmmediate supesrlor.
An informel appeel shall not be teken above the appointing power.

SEC. h, Formal Grievance Progedure:

{a) First Level of Revievw: The appeal shall be pree
sented in writing to the empleovee’s department
head, who shall render his declision anéd comments
in writing end return them to the employee within

i 15 celendar days after receiving the appeal. I
the employes does not agree with his depsrtment
head's decision, or if no answver hes been received
within 15 calendar days, the employee may present
the appeal in writing to the City Administrator.
Failure of the employee to take Turther actloxn
within 10 ealendar days afiter receint oi the
wvritten declsion of his department head, «r within
a total of 25 calendsy deys 1f no deciszsion lsa
rendered, will constitute & dropping of the sppeali.

(b) City Administrator: The City Administretor receliving
the appeal, or his designated representative, should
diseuss the grievance with the employee, his revure-
seatative, 1if any, and with other appropriste per-
gong. The City Administrator shall render his de-
cinion and comments in writinmg, asnd return them to
the emplioyee within 15 calendar dayw after reoceiving
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Resolution No. 123 -i0w
r‘ the appesal., If the emnloyee doos neot agree witah the
devieion reached, or if no smsver has been received

wisbin 15 calendar deys, he may praesent the appeal
iv» writing to the City Council. Fuillure of the
eployee to teke further sction within 10 ecaliendar
lays after receipt of the decision, ot with g total
of 25 caleandar days if no decision is reudered, will
congtitute & dropping of the appesli.

(c} City Council: The City Council receciving the appeal
should discuss the grievance with the employee, his
representative, if any, snd with other sppropriate
persons. The Clty Council may designate s Tactfinding
committee, officer not in fthe normel line of super-
vision, or Personnel Board to advise him concerning
the espponl. The City Council shall vender 3 decigion
in vriting to the smployee within 2C calendrr daras
after recelving the appeal.

SEC, 'L Conduct of Grievence Procedure:

{a) The time limits specified sbove may be extended to
a dafinite dets Dy mutusel agreement of the employee
r‘ . and the veviewer corcerned.

{b) The employee may request thé asgistance cof ancther
pergon of his owr choosing in preparing asnd pre-
gsenting his appeal at any level of review.

{e¢) The employee und his representative may de privi-
leged to use a ressonable amount of work tine =me
determined by the approprieie depariment head in
conferring about and presenting the appsal.

(a) ZEMPLOYEES SHALL BE ASSURED FREEDOM FROM REPRISAL
FOR USING THE GRIEVANCE PROCEDURES.

RULE XVII., TRAINISG OF EMPLOYEES

BEC. 1 Responeibility for Training: The City Ccuncil encourages the
training of enployeea. Responsibility for developing itreining pro-
grams Tor enployees shall be asaumed Jolntly by the Personmel Officer
and department hesds. Such training programs may include lecture
courses, depcnstraticons, assigoment of reading metter of such other
devices ar nmay be avallable for the purposz of inpyoving the affectivew
neas and broadening the knovledge of municipal officers and enployecs
in the parformence of their regpective duties.

-
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r‘ Resoclution No. 123 «20=

S8EC. 2., Credit fTor Training: Participation in and successful
completion of specigl training ccocurses may be considered in making
advancements and promotions. Evidence of such activity shell be
filed by the employee with the Personnel Officer.

RULE XVIII, REPORTS AND RECORDS

SEC. 1. Roster Cerds; The Personnel O0fficer shall mainteln a
service or roster card for each employee in the service of the ecity
showing the name, title of position held, the department th which
essigned, salary, changes in employment status, and such other in-
formetion as may be considered pertinent.

BEC, 2. Change-of-Status Report: Every appointment, transfer,
promotion, demotion, change of salary rite, end sny other temporary
or permanent change in status of emplsvees shall be reported to the
Personnel Officer in such manner as he may prescribe.

r APPROVED AND ADOPTED THIS 17th DAY OF FEBRUARY, 1966.

AYES: Councilmen Jules, Krauns sznd Acting Mayor Webdb
NOES: HNone

ABSENT: Councilmaen Gilmer and Mayor Hugo

MATHIAS HUGO, JR
Mayor

ATTEST : By M%
/{57 ;;;Zé;jz? Acting-Mayor L. Neal Webb
u///ﬂ} Clerk

r
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