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T' }' EiI OL ..,'f .A. I), '" G lrr;:~ J j' lv' ... (. 0- ~1::O: CI1'Y
OF ilI DGECREST JlDOPT I UG PERS{I : ~ . ! ~~ SYS~~EM RULES
AN D REG ULAT I ON~ O~ ~EE CITY OF RI DGE r Rp.ST

WHEREAS. the City Counci l in aut b ori~ed and di r e c t e d under the
provisi on s o r Ordinance 1jo _.-:::.-;\1 t.o ndop"t: Tule>l ,,-n ~ regu-
lati ons for t h e a dmi n i s t r a t i on o f the pers o~nel synt tm c r e a t e d
in sai d ordin an ce ; e n d

WHE REAS. the objectives of thes e rul es are ~o ?acl1itat,~ e f f i 
c i e nt a~ d economical s ervi ces to ~he publi~ an d to p ~ovi d~ for
a fair snd e qu i t ab l e Hystc~ o f pe r sonn e l manag e me n t i n the
muni~ipal government; and

WHE REAS. theB~ rules sct ~ortb i n detail t h ese p rocedu~e ~ vhi c h
i n9 ur~ ~imi lQr tre atment for t h o s e who c omp e t e ~o r o r iginal
a mploymen t and prorooti o n. a n d define th~ obligat i ons. r i s h ts,
privile g e s. bena~its en d pr oh ib iti on s ~hich arc plBc~d up o n
all emp l oyees in th~ Competi t ive Se r v i c e o f t he City ; ~nd

HHEREAS. a't t h c same t ime . vi thin the ll.m :!: cs cf a dllll nl!ltl"~tivp.

feasibil i ty re~ogniticn shall be given to til. fact that indivi
duals di tfer. t hat n o tvo i n di vi du nl ~ l"e~ct ~li~e to reuer~

an d disc i pli ne o r to mot i Ta t ion and en couraRement and for tbiG
re ae ee , conni de r llb le lo.t1"i~ude ohal). be (liven to t h e !' " r o o n n ",1
Ortlc~r in the i nterpretation of thane rule.; nov, tb~r_'cr~.

b e it

RESOLVED, that the Ci t y Co unc i l of '~h<~ CIt)" of Rldffec r ",. " ';ow.
hareby a dopt the roll~vlng'rulaD:

The folloyiog ~a,..ms , vhane Oo.rer u ner1 Ln these r!Jle::; 2~~ LA..' ~e

datined as fol l ows:

SE C .. 1. "Advc.nc~r:'l(Hlt." t A !:·~la:ry i n c~ .c! 9.~ -e ·:r5.'t.~;, 5. n clJ ~~

a pay range e 9tabli8h~d fo~ a cIag;.
.-

SEC. 2. " Allo~ntion~: The a9signmeut o~ B s i n Rl e pos1 ~ ~~' : t
prope r e1a,;; 1 n-~~e~rdun<!~ tlJ.th the dut Le a p"" f ,,,'m,,, d , ,,"nt, (/
a uthority and rcoponsibilitias exercised.

SEC . 3. ':4.!UJ01n t'ing Fower": '£he City Coun"i:t "h ~, ~r c· '" t. ", f'!
nu't ho r i t y t o make t he Ilppointm",n't. tG the "oRi;;to, co '. ' . ,,(

SEC . 4, "Bo8.:!"d": The P.eJ-90nnel ·Bo e.r d e ~d;s:~li ~<h>20 ' T . ..., T ~

of: the ordinanc'c creating a pa.-sonnel f;y " t"", 1'0; -';1

SEC. 5 .. i'C l an a l1
: All p ou f t.Lon s sui"ric:ler.. 'c l y f> ~\; '\ ' e, \ .\ .0:1

aU'charity, a.n'"d "'r e a p c n s i b j. l i t :r-" to perm:!.+.. c;r'cep -l . .. p,: UI!{\~ r_ - C.:1.:il (Jl1

title an d t he e:pp11catioD \lith eG.uii~:t ot: c omz oz £ Gan 0.i=\ :!...! S j'"

s e le ct i on, t r a n s r e r . promotion, and snlary _

SEC. 6. " Competitive Service": All positions of ernploynten'~ in t h~

service of tbe city except those s peci f i cally e:cluded by o r
dina.n ce _
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util i z e d f o r closaly observin g the cmployee'c work end for se
cur i n g t he most effective adjustme n t at a new emp loyee t o hi s
po s i ti on .

SEC. 3 . Re j e c t i on of P robationer : Duri ng the p r ob a t ion a r y p e r i o d ,
an empl oye e may be r e jected at any time by the appointing po~er

wi th ou t c eus e and wi th out the right of appeal. Notification of
r e jec t i on in writ ing s hall be served on the probationer nnd a
c opy filed wi th the Pe r s on n e l Of f i ce r .

SEC. 4. Rej ec t i on FollowlnB Promot~: Any employee reject ed
during t he p rob a tiona ry pe r i od fo llowing a promoti onal appoint 
ment, o r a t t he con cl us ! on o f the p r ob a t i o n a r y period by reason
o f fai l u re o f t he appointi n g pover to file a st a t e me nt that ;'i9
se ryi c es h a ve be en s a t is f a c t o r y , shall be r ei nstated t o the posi
tion f r om llh i c h h e was p romot e d unl e s s c h arge s ....." .pi led and he
is dis c h arged in the manne r provi de d in t he Pe r s onn e l Ord in a n c e
an d t he s e Rule s f or pos it i ons in t he compet it ive servi ce.

RULE XI. ATTENDA NCE AND LEA VES

SE C. 1 , ~nnual Vacation Le a ve. : The p u r-p o s e o f arm ua L vacat ion
le ave is t o e n a b l e e ach eligible enp l oy ee ennu~lly t o re t u r n to
h i s yo rk mental ly refreshed . Al l City empl oyees s h all be en
title d to talte a n n u a l vac a t ion leave yith pay except t he f ollov
in g l

(a) Employ ees " ho h a ve served the City l ess t han o n" year .

( b) Employe e s v ho " ork o n a provisional b asi s an d a ll employees
vho v o r k 1 0 40 hour s a ye a r or less.

( c ) Elect ive o f f ice rs .

( d) Memb ers o f a p p o in t ive boards, c ommis sions and c omm i t t e e s .

(e) Person s en gage d un de r c ont r a c t to supply expert , pro
fessional , te c hn i cal or other services.

( r) Vol unteer pe rsonnel , such as vo l unteer fire men.

( g) City Tr easur e r .

On J anuary 1 of e a c h ye a r e ac h e l ig i b le emp l oyee s h a ll b e cr e di t e d
with ten (10) wo r k i ng days o f vac ati on;

P rOVided , howeve r , t h at e mp l oyees wh o h a ve l e ss th a n o ne
full ye a r of e lig i b l e servi ce as o f January 1 s h a l l b e
credited v i t h a prorat ed port i on b a s ed on 5/6 vorklng
day s pe r month o r a maj or po r t i on t he re of. S uch p rorated
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n '! _. ~:~.:::c n. .. ) .-l~·~l~ ;!). ..:~ ~ :.(~ ;1d o . u..
"'t: r ..1';2 .'? :'"o!.p j O:' e e h f'.n se r v ed o ne 1'1.'.11 :,e~'{.'.! o f

Commencin g \rith the JC!3Uary 1 follo\ring six (6) yenrs 0; elieibl e
9 ~rv 1 c e~ oecil c~ployoo sh~lJ. be credit~d with tlft0cn ~ 1 5 } y cr k
:' Us an.:" tl of v a c n.t, ion ..

CO .jae r ci ··~ ~ith the January 1 ~olloving sixSe~n (16) y e C)'9 o f
~ '.i3ib le ~ e rvic~ j each cmpL~yee sh&ll be credit d with t~cnty

~20) · ~Ol"~~ :i.ne days vt' v a e a t Lon ,

T'::lic;J.1Jle er.1plo:,ce~ \i h0 ",or's' leno th~!! t'c.ll ti111t.' but no r e tha.n
10 110 hourg per yo ar, ~hql1 be oredit€~ YBcati cn of 2 pro-rdted
1)(,1,3 1 s ,.

Allrn.H'.~ 'Y&ca.t1one. ohuil b e \;. ...~k eu (lu!"in~ t h€: c slenGa..r yea r- sue .....
~ecdi n 8 the yea~ enrnEd a.d 8hall not b e -c umu l a t i v e e x~ cpt e !J
f o l l c't1s:

Th e tiwes durinB ~ ca l e: d n r ye a r ~.t h 1 c~ &0 em
pl oye ~ may t ake his vccstion sh e ! 1 be 'det e rrnt~~d

by' ~h~ department be~d vith due reg~?d fe r tb e
v i c h c s or the ~~ployec en d y!th p~rt ~ c~ll ~r 1 6 ~ ~.~ d

~or the noed of the 3 crvi c c .

rt tbe r BquiromG ~ ~ tt of the oervicu are S UCil t h~t

9,:"'1 err.pl(l~! 'Je e ann o't taY.:e aJ.J. of ld N i:'.:lnu·· 1 ':l::l C ~_""

t io in ~ p ::1.:-rt i e tl l a r cal:H:lidn.'$.· y e n z... !- :'UC:l VH t: lLt i l~:n

may be t e~an in phr~ ~ha~ ~e cr and u~rt t e oue-
::e p. d 1 n ~ y r1 ~..~ 'i o s: t he G n,.i l" ~ 'f!I:. c:...~lon mft.~r (t '~Lk(;:n

t1 e fc J.louir;.g """'./ ........ )... or t~ l l C ·":.\ en.t i "''ltJ ,:I!!1:1' 'o e p ::\id
tor a t the dis ~ ret lvn u f t lte npp)l~it i aR power.

~be d9~u~tmcnt hand shall ob t e in t li«J apn~'o vn l Qi' tl!e
City Adm1.nis~rata~ in writing b ~ forc derer~in~

a~y 2mploy?e~~ vQcntion t o n 3v c c e~d !ll g y e ar~

In the even t th~t ~n l! or more Hl un i c i pc l hol idnYA .f'cl: v i·c.hi n ..~
anll U.ll 'i'D.cation ).c!a -.e., T1 u c h h o Lf d ay s sho l l not. l~ c hli.!"?;ed a s
;~l c ~~iou le~v~ t and tll~ Y~ention le6~4 ~hall b e eX~0nde~ accord~

irJ.e1y j

l~e lS Un G ~~8i~n!t!g ~rOM the n ervi~c o f the CitYt l1 h o shuJl hc~c

boeu' in continuOUd servt ~ e f o r Ofi 3 Y8 R!' 0 _ m or~ ~ r t (~ r tc th e
~.t"f(:.e t "!. v('! duc e o f s u ch ·r e.3 il:;n l:'. "~i oU 9 n h ~: 1 1 h e :H.l l owed ·~·,ermtr.H~':;i ':J
pat Lu lieu o ~ ..ny cnr ., a vaca~ 'o~c

SEG. 2" §J.£l~Y£ ; Bi cl;: ~c e e v ith pay
;.y'ot.:..:..LloiDn& ·... -;:· an d p c r-n.nn o , r e n.p Lov ee a '~.lv

e o ntL ....uo u e Ly '!"''.o r ~'iy~ mo n ..h s eX':::'.H 1:, .... ~!OS

s h o ll l;~ p;r ...r~';:,~d "to til":
have ~\ ..... -re d Ght~ ::i t:::
~hc ~or· ~!UG than :0-,. .. " ....., I ..... . .\, ~
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Sick le a ve s hell not be co n s i de r e d as a right which an emp loyee
ma y us e a t hi s di scret ion but shall be allowed on ly in case of
nec essity and ac t ua l p e r s on a l s i ckness or disab ility.

Sick l e a ve shall ac c rue et t he rate of one work day f or each
cale ndar mon t h o f s e r vice.

Unuse d sick l eave shal l be cumulative to a maximum of ninety
(90) days .

In order t o r ece i ve c ompensation while absent on sick leave,
t he e mpl oy e e sh all not ify h is immediate superior or the Personnel
Of ficer prior to o r wi thi n four h ours after the time set for
beginning his daily duti e s , or as may be specified by the Head
of his department .

When absence i s f or more t han one work day , the employee may be
r e q u i r e d to fi l e a p hy s ici a n ' s certificate or a personal affi
davi t with the Person nel Officer. stating the c a us e of the absence.

Not more than f i ve ( 5 ) days sick leave each calen dar year may
be t aken in cas e o f an employee's presence is re q uired elsewhere
be c aus e o f sickn e s s or disability of members of hi s immediate
family. Th e i mmedi a t e family shal l consist o f t h e spouse,
children, parents. b r othe rs, s is ters or other individuals whose
relations h ip t o t he o mp l oy e e is that of a depen den t o r near
de p endent. In eac h such case, the City Adminis trat or shall
g r an t such sick l e ave only when, in his opinion , t h e re lat ion
s h ip o f t he sick or di sabled person tc t he employee varrants
suc h use o f s I ck le a ve .

An cmp10yee rece iving temp orary disability payments un de r the
wo rkman ' s compensat ion l aws may use a ccumnlated si ck leave in
o r der to continue to mai ntai n his regular in c ome . Howeve r,
all employe es receivi n g ~ull salaries in lie u o ~ t e mpo r a r y dis~

a bi lity p a y men ts p ursuant to Sect i on 4850 o f the Lab o r Code are
e ntitl e d t o ac cumula t e s i ck l e a ve during such periods o ? dis ability.

SEC. 3. Military Le ave : Mi litary leave shall be granted in
a c c o r d a n c e with the pro v i s ion s o f state law. Al l employees
entitle d t o mil itar y l eave shall g ive the appoint ing pover an
oppo r t unity within the limits of military regUlations to
de t e r mi ne vhen s uc h l e a ve shall be taken.

SEC. 4 ... ~~eve o f Abs e nc e Without Pay: The City Admi nistrator
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may grant a permanent o r p rob ati on ary e mploye e l e ~ve of ab3ence
wit h out pay or seniority f o r not t o e xceed three months. No
s uc h l e a ve sh all b e granted except upon written re ques t at the
e mployee, s e t ting forth the reason f o r the request, and the
approval v il l be in writing. Upon expiration o f a regularly
approved leave or wi th in a reasonable period o f time a f t e r
notice to return to duty, t h e employee shall be reins tated in the
p os iti on held at the time l e a ve was granted. Fai lure on the
par t of a n e mploy e e on l e a ve t o report prompt l y at i t s expira
t i on. or wi t h i n a reas onab le t ime after notice to re t urn to
d uty. shal l be c a us e f o r discharge.

Department he a ds may grant a permanent or p:.-obetionary employee
leave o f ab sen ce without pay for not to exceed one calendar
wee k. Such leaves shall be reported to the Personne l Of f i c e r
on a. chan ge of stat us report form.

SEC. 5. J¥ry Le a ve: Every classified employee of the City who
is cal le d o r r e quired t o serve as a trial juror shall b e entitled
to ab s ent hims el f f r om his duties vith the c i t y duri ng the period
o f suc h serVi ce o r whi le necessarily being present in court ~s a
res ul t of s uch cal l . Under auch ci rcumstanc e s, the employee
s hall be p a i d t h e difference be t ve en h i e ~ull salary and an y payme nt
r eceived hy h im. except tra-"el pay. -ror such duty .

SEC. 6. At tendance! Employ ees s hal l be i n attendance at the :!.r
,",ork in acc o r dance with t h e ru1c s regar di ng hours o f v ork.
holidays, and l e ave s . Al l departments sh all k e e p daily attend
ance rec o r ds o f emp l oyees vhich shall be re p o r t e d to the P e rs on n e l
Of f i ce r in the form and on the date s he shall specify, Failure
on tho part o f a n emp loyee . absent vithout leave , to return to
duty v ithin 24 hour s after noti ce to r e t urn shall b e cause fo r
immediat e disch a r ge , and such emp loyee autOlnatically vaive s a l l
r igh ts under the Pe rs on nel Or d i n anc e Bnd th ese Rules.

SEC. 7 . Holi day s ! The ho l i d ay s to be observed in this City are
as f ol l ows ! Janua r y 1 s t . Febr~ary 22nd; May 30th; July 4th.
t h o Fi r s t Monday i n September; Se~tember 9th; No vember 11th ;
Thank s g i vin g Day; De cember 25th; eve,'Y day o n "hich an election
i s h el d th roughout t h e State; and every day p r oclaime d by the
Presi de n t . Gove r no r . o r Ma y or o f t his City as a pUblic h o l i da y .

Every permanent Bnd every probationary employee in the competi
tive s ervice shall n ot b e required to be on duty on holidays
unle ss t he employ e e ' s services are needed and required in the
i nteres t s of the p ub l i c healt.h , safety or general we lfare, in
vhi ch l at t er event a.ny such employee shall be entitled t o com
pensatory t ime off (at e u cn t ime as in the discretion of the
depart men t he ad hie services are n ot ne ed ed and requi~ed _)
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\Then a hol iday falls on & Sun da y , t h e f o l l o>r ii:1g l,ionda~' shall be
ob s e r ve d. Wh en a ho l i day t a l l s on a Sat u r da y . t he preceding
Friday should b e obs e r ve d . I t a holiday falla on a n emp loyee 's
re g ul a r l y s cheduled t i me o f t , c ompe n s a t o r y time off shal l be Ilranted .

SEC. 8 . GOod Fr i day : No e mp l oyee s h all b e ~e q ui red t o be on dut y
on Good ~riday b e t ll e e n th e h o u r s o f 12 :0 0 noon an d 3 : 0 0 p s m, un Le s a ,
in t h e op i n ion of t h e de part me nt head, th e e mp l oy e e 's service are
ne e de d a n d require d i n t h e in terests of t h e pub l i c he alth , s a f e t y
or ge ne r a l welfare o r f o r r eason s o f e merge n c y , i n vh i ch l a t t e r
eve n t t he empl oye e shall not be e nti t le d t o c ompeuset o ry time 0 1.'1' .

RULE XI I. PAY ADJUSTMENTS

SEC. 1 . Appli c at ion o f Ra tes: Emp loyees o c c u py i n g e p oo ition in
t h e c ompet i ti ve s e r vice shall be p a i d a sala r y or v age es t ab l i s h e d
t or that p os i t i on' s cl a s o un der t he pay p lon as pro vi de d by Rule V.
The mini mum rat e . if p rov ide d , for the cl a s s ge nerally s hall apply
t o e mployees upon o r i gi n a l appointme nt . Hov e ve r, the City Co un c i l
may, whe n c ircumstan ces warrant i t . aut ho r i ze ori ginal a p p oin t men t o r
r e i n s t a t e me n t at othe r t h a n the mi n imum r a te.

SEC . '2 . Advancemet!..t : No s alary a d v un ce men t. sh all b e ma de 90 a n to
exc e e d a n y maxi mum rat e e s tab l is he d i n th e pay plan fo r the c l as s t o
whi ch t h e a dva n ced e mpl oyee 's p osi t i on i s a l l ocate d . Adv anc e me n t s
shall not be a ut omat i c b ~t s h e.l l dep~Dd upon i nc r e as e d service
v a lue of a n employee t o t he city 8S e xem pl ifie d b y re c ommen dations
o~ h i . superv i s in g oftici a l . l e n gth o f serVi ce, p erformance , re co r d,
spe c i a l t raini n g unde rtak e n , or other pertioe~t e v i de n c e , v i t h i n
the a dvan cement policy es tab l i s h e d by the p ay pl en e

RYLE XI I I . TRANS FE R~ PROMOTIO~L DEMOTI ON~ S USP ENSIO N
fiND RE IrI STATEMEIfT

SEC. 1 . !!:ane fer : No 'pe r s on s h a l l b e t r an sferr ed t o n p os i ti on
f or vhich he do es not possess th~ mi n i mum qual i ficati ons. Up on
not i ce to th o Pe r eon n e l Of t i c e r, nn emp l oye e may b e t r a n s f e r r e d by
t he appointing power a t any t ime trom ono posi ti on t o a n othe r pos i 
t i on in a comparable clas s . For t r an s f e r p u r p os es , a c omparable
class is one u i th the same ma x i mum s a lary , i n v o l ve e t he perfor ma n c e
of s i mi l a r dut i e s and requi re s subst ant i a lly the same b as i c
q ua l i 1'1cations .

If the trans f er i nvol ve s a change from one de p a r t me n t to an other ,
b oth depa r tment heads mus t con s e n t thereto unles s t he City Admini 
strat or orde r s t h e t r a n s f e r f o r p urpose s o f econ omy or e ffi c iency .
Transfer shall n ot be use d to effectuat e a p r omot i on. de moti on ,
a dva n co mont , o r r educti on, eac h of wbich may b e a c com p l ished on l y
a s p rovide d in t he Person ne l Ordi n a n ce p ay p lan or these r u les .
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SEC. 2 . Promotion: Insofar as <' co lI'a i-s t e n t with the best inte rests
o f the s ervi ce, a11 vacancies in the c ompeti t ive s e rvi ce · ~ h n11 be
fi11e d by promotion f r om within the competitive servi ce, after a '
promoti onal exa mi n at ion has been given and a promotiona1 1 ist esta
blishe d .

If, in the opin ion o f the Pe r non ne1 Officer, a vacancy in the p os i 
tion c o u1 d be fi 11ed better by a~ open-competitive examinati on in
stead of p r omot i onal examination, then he sha11 arrange for an open
compet it ive e xami nation a nd f or the preparati on and certi f i c ation of
an ope n -competifive empl oymen t l i s t .

SEC. 3. Demoti on : The appointing power may demote an emp10yee whose
abi1ity t o pe r fo r m his required duties fa1 1 below standard, or for
dis ci p1ina ry p urpos e s . Upon request of the o mpLoye e , an d with the
consent o f t he a ppointing pover, demotion may be made to a vacant position.
No emp1 0yee sh a 1 l b e demoted to a position for which he does not possess
the min imum qual i fic a t i on s . Written notice o f the demotion sha1l be
given the e mp10y e e b efore o r within three days after the effective
date o f t he demot ion , an d a copy f i 1ed with the Pers onnel Officer.

SEC. 4. Sus pe n s ion: Th e appointing pove r may suspend an employee
fr om his p osi t i on at any time for a discip1inary purpose. Suspension
without pay ah a11 n ot excee d t h i r t y calendar da y s , nor shall any em
ployee be pena1i~ed by suspension f or more than thirty ca1endar days
in any fis cal year. De p a r t me n t heads may suspend a subordinate em
p10yee f or n ot more t h a n three working days at any one t i me , and not
more than on ce i n a th i r t y calendar de-y period. Sus pensions sha11 be
report~d imme diately to the Pernonnel Orfi cer.

SEC. 5. Rsinotatement: With the approvel of the ap pointing power
an d the f ernon n el Off i c e r . a permanent 0 ', · p rob at 1.on a ry em)ioyee 'fho
h a n resigne d with a sood re c ord may be reins tated wi th in two years
of the effective date of reoignation. to a vacant position in the
SBme or eomp a r ab1c c laso. Upon reinstatement. the employee, for a11
purposes, sha1l be con s i de re d as though he had received an origina1
appointment.

RULE XIV . SEPARATION PROM THE SERVICE

SEC. 1 . Disch a~~: An emp l oyee in the c ompetit ive service may be
discharge d at any time by the appointing p ower. Whenever it ia the
inten ti on o f the appointing power to discharge an employee in the
compe ti t i ve service. the Pers onne l Of~icer shall be n otified. Any
emp1 0yee wh u h a s b e en dis charged Bhall be entit led to receive a
written statement o f the reBoona ror such a ctions and t o a hearing
if h e so re questa. as prOVided in the Personne1 Ordinance and these
Rules.
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SEC.. 2 . La;r - o.!.;. : Th €: (l'Ppoiu"c in :; po\.r p =, l~ay ,lay' Q t' '! ~ an er,lplcyf)e
in tbe competitive service becauB. of mat o r i a l changB 1" duties
or o~:zanlzation or anor'~~ge o:i' "ark o r run ds , Ten ,lorking days
bofore tbe erfective date of lay-orr. tbe appointlnR authority
shall notify the Pe r-s enn e L Ol"ficer of the intended action vltn
reuuons therefor, and a st;1telllent certifying whet.ber or 110t the
services of the employee han been satisfactory. A copy of such
notice ahall be given the employee affccted. If certified an
having given aatiofactory service. the name ot the employee laid
otf shall be plnced on the appropriate re-employment list as pro
vided by theae Rules .

If not certitied as having given satisractory service. the em
ployee laid ort May interpret ~he nction a9 a diocharp,e ~nd re
quca~ a hearing &9 provided by the Personnel Ordin~nce and the$ u
Rules.

SEC. 3. Rosignation: An employee vishinc to le~ve the com 
petitive sorvice in good £tandlng ahal1 file ~i t h the Ci~y ~d

minilltrator !1 .rritten ron1308t10n Gt.nt ing the effective date " n d
re a Sone f o r l eaving at least tva veeko before leaving the 3e~

vice. unloaD ouch time limit 10 yaivad by ouch ofticial. A ~t ate

ment aa to tho resigned employee's sc~vice performance and othe~

pertlnent information ahall be tor'H~rded to the ?arnonnel Officer ,.
Failure to give notice as r"''luired by this Rule may be e aun e for
denying future employment by the ci ty.

RULE XV. RULES OF APPEAL TO PERSOlfllEL BOARD

SEC. 1. Bight of Anpc.ll: Any employee ill th" competiti ve s"rvlce
shall have the tight Lo appeal to th e Fereonnel B~ard r.ny di s
ciplinary Bction. interpretation or alleged violation oT t h e Pe~

sonnel Ordinance or these Rules except in instan ces ~here t h e right
of ~ppoal Is epoclrically prohibited bF the Pornonnel Ordinance
er theelc Rulee.

BEC. 2. Method of Appeal: Appeals shall be in ~riting, sub 
Bcribed by the appellant. and tiled vith the Pereannel Ofticer,
vho shall . vithln seven dRyS atter receipt of the appeal , inform
each member or the Personnel Board, the appointin g pove r and
s ucu other persons or otticers nllmed or affected by "the a p p e a L
or the filing ot the appeal. The appeal shrill be s. wr i t t e n state
ment, addressed to the Personnel Board. explaining the mat-t.er
appealed f~om and settin£l forth. therein a statement of tlle ac t.:l.on
de s Lr-e d by the a:ppellan"t, vit,h hill reasons therefor. 'l'hc for
mality of a legal pleadiD£! is not rc~uired.

SEC . 3. Notice, Upon the filing of an a~p~al. the Personnel
Officer .hall set a date tor a. hearin g on the appeal not l es s
than ten (10) days, nor more than thi rty ( 30 ) days f r om the d nte
of filing. The Personnel Office r shall notify a l l in terested
parties of the date, t ime and place o f t l le h a ari n ~ a t s u c h place s
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Rezol uti on No o 1 2 3 .,
"'e.. ~

SEC". 7" n D{u.eo ti o n ": 'rh o moye Ul.B' ::-. t o f a n fjo inpl oyee f r cm o n e ~~l a~: r.-{ t o
e. n o t.h Qr e'T.nS·;-h~;;''';'fn g it lover ma ')t i mul11 1"'!'.tC 0 f r.- .e.y ,;.

S EC,

tal Open e lop J.oll·roent 1 i 9 t : A J. is t c, i" n arae s o f p e r- e o n n "h o h a ve
t ",k"fj "".II ope n·· co:npetit ivl'; eX~J!\ in ...t. ion fO J' a c Laa s i n t ho
competi tt". oe r Ylce and have q u a l i f i e d .

(b) 'promo,tional .e mp l o,.Y~t:...1.L'!.l' A Hat of n a me s of p e r-s o n n " ho
have taken ~ promotional ,,~arnination for a clans I n t he com 
peti tive ee r v!ce and have qua l i fi e d .

SEC . 10 . " Ex a mi n a t i o n " :--
( !'l )

(b)

(c)

O:2.en-coll1oeti.i.~~.:m",inatioll: I\n e:n:s"' inati.on fo r 11. jJ!1. r t 1 c ular
clasG which i n opcn to al l p e r s o n s m~. tinR tho qualifi c a t i on .
for ·t h e alae" .

Promotion al e ~Bmination: Au e x a mi n a t i o n for ~ pRrticul~r

c'itlGs: i"dmi g " i,c;T,tothe f!xnminl1t ion n e ilH!, limited to pe r ma 
nent and p rcbo.tion a ry <! lIlp loyecE in t.h" competi t i ve a e rvi e e
vho meet t he q n aliricatione ro~ the elase.

ContinuouQ '!Xl1milll!.tion: An op'Jn -compet1 tt v!: e:r.amin o.tion " hi ~h
i.-;-;dmlnlnte ~ t!d 'P"'l;W i.e .... ll y a n d as !l result or ..hi ch no.i' <! ')
are plac~d an mn empl oymen t l i vt , in o?de r or fin al Gco rp.~ .

f o r a p 2 X'10 d o f n o t more th an One y e ar.

SEC , 11 . "Perlllan'Hlt E~l!loY'ee": All oll ",ploy e c vho has a uc ce a n fully e o re p Le t e c
h io probatiolllu'Y period "'nd h G.G b een re t a i n e d e.e herenftor provide d in
'tbe c e rules .

SEC . 13 . "Probationary P e ri.a£.:: A v o r ki n p; t.ee't p"'1'1o d d ur i ll ~ ....hich lin
e~p l oye e i s required to d~monatra~e his fitneo" for the positi on t o
" hi e b b e i 9 a p p o i n t e d b y a ctwa.l p er l"oTlIl lUJ a ll of th e dl.\t 1 e9 of t he pos !., ·
tion.

S I C. 1 4 . "Promotion" : The mOV~Ment of all employee trom ann al ass to
~lJ ot h e r cr;Bs having n h ighe ~ m~ximum rnte or pay .

SE C . 15 . "P :r!?""i" i.o" ...l ARPoillt nt~: An a p p o l n t lll " n t o f n 1>er80n " h o
p ca s e s s e s th e ", i n fnlu," qualil'i cation rl e e t "'b l i " h e d 1'01' a parti e u L a r- ",1",; "
and " h " h us b e en a p pointed to a position i n t hat cl atl D in t h e "b s e n c ", o t
a v a i l a b lm e 1 1g111 1e2 .

SEC or 1 6 .. r 1 n ei n 9 t 8.·~ t::! 1i1~ n t n : Th e re- .\'""Hll p l o~"" ]~ c n i; u i th out e xamirl e t 1·on o f Ll
-.--Q'Ot...:>; ---

lo r ffier pe r manen t o r prob a t l on ur y enlp l oyee~
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SEC. 17. "Suspension": Th e: t e mp orary separat ion from the scr
vi c e o f an employee vitbout pay , f o r disci plin ary purposes .

SBC. 1 8 "Transfe r " : A c h an ge of no employee fr o>A on e position
to another p o s Lt i on in t he s amo class o r i n a comp a r abl e clao s .

RULE II. GENERAL PROVI SI OnS

SEC . 1. F~1r EmploYMent: No question i n a ny test, or in Rny
appli cati on f orm, o r b y any a ppointing a uthority. shall be so framed
as t o attempt t o e li cit information c o n aernlnB race, co l o r , an 
cestry, n a t i o n a l origin, political o r reli g ious o p i n ion s or aff ilia
tions of an app licant. No appointment to or removal f rom a p osi
tion in ~he compet l t i Ye ser7ice shall be affected or i n f l ue n c e d
in any manner b y any c on s i de r a t i o n o~ race, colo? encest ry, na
tional origin , political or r eligious opinion or affiliation .

SEC , 2 . Violation of Rules: Vio lll.tioll o f the pr071a ion s of' tho ne
Rules shall be grounds for reject ion. s u s p e ns i on , d mot i on or dis
l:Ii ss al .

SE C. 3 . Amendment and Revision o f Ru lee: Ame n dme n t s a n d rev i s ion s
may b e suggested to the City Council by a ny i nte r e s t e d p arty and
ahall be SUbmitted to t h e Cit:.' Coun cil th r o ul'ib the Pers on na l. Offi c e r
or Personnel Bo a r d at t he opt i o n o f the propon ent . Pr opo s ed ame nd
ments O? revi sions to t hose Ru l es sh a ll b e p ublicly ponte d f o r at
least f i ve cons ecuti ve day s prior t o consi dera t i o n by t he City
Council . At t he time of conside rat ion , nn y intere ut c d p arty may
appear and be he a rd . Amendme n ts an d revis i ons s h&ll bec ome effec
tive upon adoption by t h e City Co un cil.

RULE III. PERs onUEL BOA RD

saa. 1 Meeting: The Pers on n e l Boar d shall b o l d regular meetings
at s~cb t ime and p lace vithi n th e city a s a hall be de s i ~n Ated b y
the Cha1r~an of t h e Board . Any regular meeti ng may b e a djour ned
to a t i me certain a n d to a plac e de o ir;n a t ed b y t h e Ch a i r ma n . In
addi t ion , the Board may bold spec i a l me e t i n g s upon t h e cal l of t he
Chai rman or a maj o rity of t he memb e rs o f the Board . A ma j ori ty of
the members o r the Bo ard shall con s titute a quo rum fo r t h e trans
a ct i o n o r business . Me e i 1 n Ro ghall b e c onducted in accor dan c e with
s uc h rules and proce dur e s 8 0 may b e a dop t ed b y t h e Personnel Board.

SEC . 2 . P~bl!c Hearings : He arings conduc t ed by the Pe r s o n n e l
Do a r d s hall b e public a n d s ub j e c t to th e "Brown Ac t" , Go ve r nme n t
Co de Secti ons 54950 e t seq . , a n d shall be condu cted in private
if they pe rt ain t o th e appointmen t , emp loyment or di smi s sal o f a
city employ ee or p e rtai n to the hearing or a compleint or oharge
brought aaainst a n orrice r o r employee of the city, un less such
officer o r e mpl oy e e request s a publi c hearing. Seid body also may
exclu de from any such pub l ic o r private mcetinr,. du?,in/; the examina
tion o ~ a wi t n e s s , any or all other witnesses in the matter being
ia ve atigated by t h e legislative body . The hearing need not be con-
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ductcd ac c o r ding t o techni cal rules relBtin~ to evidence and
witnes ses .

RUL£ IV. CLASSIFICATION

SEC. 1 Preparation or Plan: The Pe rsonnel Of~icer , o r a pe r son
or agenc)" employed ror that pur-poa e , shall &scertatn an d re c ord
the dutics nnd responsibilities or a ll positions in the compet; t i ve
service, and, after consulting \lith appointing authorities an d
heads of' depertmento affected , shall recommend a .elasol1"ic8't.ion pLan
1"01' s~ch positions. The 61nsslflcatlon plan sha1~ consi st o f
cl~sBeo 01" positions in the competit ive s e r v i c e dofined by c1 nBo
specificationa, incl~ding the title . The classi f'lc at ion p l an
shall be s o developed and maintained that n1 1 pos itions 3 ub s t nn
tially similar with reopect to duti es , rGspons1b iliti e n, a ut hority,
an d ch aracter o~ york are in~luded vithin the 9 a~e class , an d t hat
the same schedUles 01" compensation ~ay be made to apply ~ith equ1t y
under like working conditi ons to all positions in the same clas s .

SEC. 2 . Adopt ion , Ame odta e n t and Tleyision of PI",,: The cle.ssiti 
cat ion p lan shal l be adopted and may be sme n ded fr oT!! t im " to t1"'''
by resolution of the City Council . At the tim e 0 1" c onsideration
any interested party may appear and be heard . Amendment s an d re
visions of the plan may be BU8g~sted to the Ci~y Coun c il by lln y
interested party and shall be submi tted to the City Coun ci l throu~h

tbe Personnel Officer or Personnel Board a t the option of the
proponent . Notice of' City Council consideration o f the ~ropoDed

classi1"icntion plan, amendmen t s o r reYis10n a a h a ll be publicly
posted at least five days prior t o City Council a c t i o n .

SEC. 3. Allocation o ~ Pos ition s : Fo ll owi n g th e adop~ ion of
the classi1"ication plan , t he Pe r sonn e l Of' fi co r s hall a l l o cate
every posit ion in the compet it i ve s e~vi ce t o o~ e o ~ the c l aBs e B
establi shed b y the plan.

SEC . 4 . New P.o 9 i t i on a~ Wh9n a n ew posi ti on 1s r r e Bted . be for e
the s ame may be I'i l1ed . the appointing authorit y sl1nll n ot i fy
the Personnel Of~icer , an d , e x c e p t e9 othervi se p rov ide d by Or 
din ance o r th ese RUl e _ , no pe r s on s hall be appoint e d or cmp l oyen
to fill any s ue a posit ion until th e classi fi cat ion p l an s h all
have been amon de d to provi de there for and an a pp ropri at e emnloy 
meet list establi shed ~or s u ch posit ion .

SEC. 5 . Reclassificat ion: Positions, the dut i e s o f whic h h a ~e

changed materially so a s to llecessitl1te recle. lls i 1"1 co.ti on. oh0.11
be allocated by the Personnel Officer to a more nppropri nt e c lasa .
whe ther new or already created . Rec l assific a t ion s shnl l not b e
used for the purpose of avoid i n g re s t ri c t ions con cerni n B demct ion ~

and promotions.

RULE V. COM PE 11 S AT I OlI

SEC. 1 . Preparation 0 1'_P l a fl.i, Th e Pe r-ao nn e L Offie"r or ;~he ne r s on
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or agency employed fo r th a t p urposc s h a l l prcpare n p ay plan
covering all classes of pooitlons in the competitive serTlce .
In arrivinr. at salary rate s or ranges, consideration s h a l l b e
given to ~revailing rates of pay and consideration of workin g
conditions for comparable vork in other public and in private
employment, to c u r r e n t coste or living, to sug~estions of depart 
ment heads, to tbe ni t y ' s financial condition and polic ies , and
to other relevant factors. The Personnel Ofricer or th e pers on
or agency employed for tbat purpose sball thereafter make s uc h
further studios of the pay plan a8 may be requested by the City
Council .

SEC. 2. Adopti on of Plan: The pay p Lan shall be adopted an d "l ily
be &IlI&nded from time to time by action of' the City Council. At
tbe time of consideration any interested party may appear end bp.
beard . Amendments and revisions ot tbe plan may be euggeat ed
to the City Council by any interented party ~nd shall be ~ ubmi t t e d

to the City Council through tho Personnel Officer or Personnel
Board at the option of the proponent. Notice of City Coun~il

consideration of the proponed pay plan, amendmentn or rnvlsion s
shall be pUblicly posted at leayt five days prlorto City Counci l
action. Thereafter, no position shall be aa~igned a salary not.
in conformance wi ·~h tho oalar)" schedule unlells the salary a ehedul!!
for the dQSS is amended in the S8mo manner as herein provided f or
its adoption .

E,ULE VI. APPLICATIONS "lID APPLICAIlTS

SEC. 1 . Announcement: All examinations f o r c Las s en in tho com-,
petitive service shall b~ pUblioi~ed by posting announcements in
the City Hall , on offioial bullbtin boards, and by such other
methods as the Personnel Ofi'illQ1' de eras adVisable. The ann oun e e «

ments sball opecify the title and pay of the ela09 for wbich the
e~amination is announced: tbe nature o i' the work t o be per~ormo d ;

p reparation desi rable for th e performanoe of the york o f th~ cl UBB ;
the manner of making applications; and other pertinent informat ion .

SEC . 2 . Application Forms : Applications shall b~ made as pre 
scribed On the examination announcement. Application forms s h a l l
require information covering training exporienlle, and other pe r 
tinent information, and may inclUde certlfi':atea of one or More
examining physicians, references nnd finaerprintin~, All appl ica
tions must be sIgned by the person applying .

SEC. 3. Disqualification : The Personnel Offioer shall reject Bn y
application which indioates on its face that the applicant doe s net
possess the minimum qualifications required for the position o r io
not a citizen of the United States, except vhen citizenship Is not
reqUired by state 2av. Applications shall be rejected if the a pp
lioant is physically "un f i t for th~ performance of dutien of th e
position to which be seeke appointment, ill addicted to the hab i t ual
excessive use of drugs or intoxicating 1iquor; h~s been convicted
of a crime involving moral turpitUde; h aD made any falBe st a t emen t
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arc' ::l~"':. .ria.l fact or pr~ct:i.cf~d ;J,uy ' d.eception or f't'Q.ud :5.:0 h i u
gpli _tion. ~h~n~va r a n npplicntion ig rejccted~ notice cf 3 u ch

r e je c t i on vit h 9~Qte~ent of re~30n &~~11 be mnil~d to the ~ppl1c~n+.

b y th" Personnel O:rriclt1'. Dofecti-re e.pplicl\i:,i()n3 r.l~y be retu",n",!
to the applicant vith notice to ame nd the came, p~ovidin~ ~h~

tin:e limit fo r r-.ceiving s.pplicl1tiono bc.s UO·~ exp ired.

RULE VII. EXAMI NATI ONS

asc , 1. ~ture Qng, Tzpea of' lb:nmineti.oll.t The .?election techniq'",a
used in the c>xl1minatiol. proce39 gh all b e irnpnrtis.l, of a prnetl-.:al
nature ",nd shal l l.·e1at~ to thane oubjec'tll ' rh ich. 1n the opinion at
the Pernonnal O1'f i c e r . fairly r.lea~ure the relative cA.~~ei~ic3 of
~h6 pernons examined to ex~cute ~he duties and ~~epou91biliti~~

of the c:le.sG to "h1en 1.;hey seck t.o be a~pointed. BXl".r.d.ilo.tionl: "IIFl:;'l
eonsist of nelceticn t~chniqu0a vhieh ~ill te3t ~~lrl7 the
qualifications or cnndldo.~es 3U0l1 a~ b"~ not neoess arily limit~d

to acbievellIfln t and :spt.1.tuoo ·::'cuto. ot-he .. ..,:ritt.er: t<?cto, perDonal
intet'vicvo. porfort:l",nea tcnto. physical "'l!~.lit.y 1;ust tl. oV'o.luatio"
of dailY york performallco. l1arIt Dll.mplell, medica.l telltu, "1' n.ny
Qombina~ioD of those or cthar ~ests.

SEC. 2. P%'omotionel E::nc!nationo: Pr"",otiona:'. ""aminations '~"7

b!;l ::ondnc"l:ed ....h<:ne"~ in thO? opinion of' tho }'c '·'Hmnc). Orf! ,'C!r'.
the uGeds ur the u~ryice roqulre. Promo~lonal ezamiuatioDD mny
include n.ny of \;11<3 nel.octlon t'l'chnlqu(I!l ment>'OIlOcl in S""cti.on ! of
this RUle. or €lny cOlllhil1lr.tioll c r "them . Only p~,· rnilnp.nt ( ' l ' p .·ob Q:~ ion 

ar y employees vho maet the req,~irenentn ~ et tort )! in tha promo
tion~l exngin£"I:!on announcementa ~ny com~~~~ i~ promotlon~l

cxc.mi" atl c::>"

SF~Co 3. Cont1nous E:cumination: 01'cn-cot::l)n't:1"ti~jll exalJjln~.t.i('il~ ~Lf"~Y

be administered perlodlcnll;-foT R ni e~l~ cl~cs ss th~ r,ec~~ of
tbe 9crv!ee require. llame", !'In,,-ll be pl:ll~ed {til e l~p l oyr.,,, l'J·:; li st~,

and ohnll rem~il1 on au~h listg, an prc9~rlhod In Rule VIII .

SEC. II. COilduct of EIH\t:\lna.tl:£n.: The City COU:;1cU. maY' contzoo.ct
vith ~uy ~pe~ent ~gcnc7 or 1ndi7idual ~or ~ba ~ re~~~ln~ nnd/or
adl!linist:"'ring 01' eX&lUin:>.tiol1s. In the abaen e e of' s ucb a contract.,
the Po raoanel Oftice~ ohell Gp.e that s~oh dutlon ape perf'o~rncd,

The Fcr!lol.lIiel Orri cer lihn:tl &1·1.·..08'" 1'01' the nIH: of "pub l i c bu llCi tn ~ "
and "quil' rnollt for th'lt conduct of' t!x~min"'tio,,~.

SEC. ;;. ScorlngEa!'liDI1>Gions_~.!'d qus.lifti,na £co,~: P. Ca.ndid"t"',,
OCOl'e in & given e~e.ntinQ:~ion shall be the avers.ge ot' his scores
on each e c~petltive part of the examination, weighted aG shown
in the e~&mlnatioD &unouncement. Fn11tre in one part of the
e=tamiIlation m...y be ground!! ter dec1arll.'r. e u ch " l,pll c an b n us f!l.i lin~
in the entire exu:m111P,,'t:l\~'1 oX" ttl! d:1uquo.li.f'1ed fc: ~ tJ ub s ert'U '!nt. 'j. G. l ' t. !?
or 3n oxnmin~tlon.

Th e Pe r s onn e L Oft"1ct!n' may? a t h~ u dj~ sc ... f!.> i:.l"n. ir:cl'l(l~ e·f} S "pH.l""t:. .) f

tb. " exn~inll:il.1on tost" " !l i en itr!!' '!1:L.lify l" l! on Ly ,
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SEC. 6. lIoioii"1cction 01' Ex c.m inat ior. R.,'!.ul t" and ..Revi e~f o f' P ap e~:

E~cb candidnte in an exn~inuticn unal1 b~ givGn vritten eotice o?
the r e s u l t s thereof', ~nd if succcss~ul, o£ his fin nl earned sco r e
and/or r~nk of th~ employcunt list .

Any cnnd1d!>te r;hp.ll h ave the r iRh t t o 1usp<)(:'; his ovn eXl1.Illlnnt. i on
papers vith1n five working days cfter the notices of' e~~minB~:!.on

l'88u1t3 "'ere mailed . AUj' et'rOl' ~.Il comput ation, 1.f' e s, l1~i!. t o t llfc'
&ttention of' the Personnel O~f1cer v i io h i n this period , Shal l b ~

corrected. Such cc~rcctions shell not , hoyever . 1nv~lid~te nppoint
ments previously made .

SEC. 1. EmplQIment List:;: An aOOTl a o p08ai\'ol.. .. fto r the ::Ol!lpl<',
tior. of all e:eminatioll, the P..,rsonneI. 01:' i'ict r ,;hall p r e p a r-o 'md
keep ava11able an employment lil!t. <:onsi:Jting 01" the il ame:! rtf
eandidatoG l(ho qUl\l11'iad in i;110 " "';f<"linl\t1on, al'r. l1.nlJoil I n rde l'
of 1"1na1 o c oee a , f'r olU tb", h igh.::st. . 0 the l OHe s t· q,,~.l~ f~·!llg e ec r-c .

SEC. 2 . Duration of Li::l tll l E,.?loy n:nnt l i t' t o othe :- t !lsn t. h ose
r CGu ltl n n r~om a contilluous ox ~in ation shell r emai n Ln e r f~ ct

fo l:' one year . l.mlallo e ocu e x- e xh e.us t e d , a.n:1 lalt:r b e exter..r.ed . ~ t'i o "

to the ir e~pire:tion dntes , by ncti on of the Pe r n onnel OJ' :I'icer
for- a<ldl ·~lort~l p~ l*l Oll~ " but in 0 0 e ven t 9hal l :?1l c~p l:-,:;mcnt ll ;t
~em~in 1n o1'1'eet for more than tuo y e Brs.

Open-~Qmpet!~iYe 11o~n cr~c~od a~ ~h e l'euul t of ~ on -t ln uuu~ exn~t 

na~ion~ ahA11 romain i n ~t~ect fo r not rnor~ t h a n one ye~r after
the IBuio ~dmin istration or ~he e xamination , un10~o sooner eXhaus ted .
lillll1en placed on such lists "h"ll b e TIJ(H'ged ....ith any other~ alraudy
on ~I", liot. in o?d(~r o f" t'!. .. :>.l s e o r-e s an d oheil remain " JI tho li s t
1"or not more thBn one yco~.

SEC. 3 . ~em2lozmcnt ;J~: The namen o f' prob ationnnr and per
manent cmployeea who have been laid 01"~ s h ~ll b~ p1 &cod OTl appr o
pri"t,e re-<\mployment. liots in t he ord:>r o f to',;"l continw uQ e umu-.
l e:ti Vi> time s e z-ve d in problltionnry un d p e r-a anent stutus . Such
names sha11 re~ein thereon r~r n period o f one year unloos Gueh
pe r s on a are soone~ re-employcd .

When a ra-employment list io to be used to f i l l vneBnciea, the
Pe r-s on a e L Officer shall ccrioil"y · f' r or,l the top of' s ueh ) i ot th a
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n umber o f names equal to thy nUMbe r of VB cnci.s t o be r:l l~a.

u..nd the nppoin~in6 po·"ct> shall C\'PPo:f.nt such p e r s c n s te' t ill t he
vacancies.

SBC 4. Removal or llalOes l"rolll L1ot~ 'rho n ane of' any pe r e on !I.J)pe(,,"··
ing on n;-employm~nt., re-emploTment or prcnotionnl 11st nhall bo
removed by the Pe?Bonn~l Or1'icer ii' ~he oliRible requ~stn In vritfnR
thot his name be r moved. i1' he fails to respond to a notice of
certifleo.tiong mr.l1ed to hie lAst known addresll, or f o r nn~' of' the
rennons upecified in Rule VI. Section 3. of tbese Rules. The
person arrocted shall be notifiad of th~ removal or his name by n
notiCe mailed to his lest ltn0>111 add-reGS. The nenne a of persons
on promotional Qmpl~yment liots vh~ resign from the s ervice shall
automatically b~ dropped from such listn.

SEC. 1. Types or An~J_~~~E!~: All vc~ancles in the com~etitiTe

service shdll be filled bv transfer. "eMotion. re-erll,loJ'm"nt. r e·,
inutatement, or from eligibles certitl~d by the Personnel Orrlcer
frolll an appropriate aNploy;nent list, If avnl'-abl.,.. In the r.h 
eence of persous ell~ible for appointment in thene vnys , pro
visional appoln~menta may be made In accordance vltb the Per
sonnel Ordinance and these RuleR.

SEC. 2. Notice to Personnel Officer: Wheno?er a vncanc:/ In th e
competitive gervice in to be rillnd, the nppointtnK povor shul l
notify the Personnel Orflcer in the Manner proscribed. If tbe re '
Is no re-ellll'loyr.ul:o"t li"t ave.11 ..l1Ie for th .. c Lanu , the o.p,H,.int Irtl\
poyer shall have the r1nht to decide yhe~her to rill the vea ~ncy

by reinstatement , transfer, demotion, a p p o i n t me n t fro~ e promo 
tiooul e~plOTment list, or appolnt~ent froN nn o~en e mployruen t
liat.

SEC. 3. Certificat.i£p ot Eligible-s: 1:1" '~ h o ...ppoint ln ~ " O,, (~.,. d o e s
not consider it In the City's best lnt_Teat to f ill t he Vacun y b,
reinstatement, 1oro.ns1"')1', or demotion . or ii' it io not p o nsI b Le t o
rl.11 the vue ...ncy by r .. -empIOYlllont , r.f!r~in.c a tion sho ll be ,o"<i "
from an appropriate ~~ploy~p.nt liat, p rovided cl~~lbleD UTe ~1 ~i ~ 

able.

Wh"n the app;:>lnting pover requests a v a c ....ne:; be f i l l e d b :l app o in t 
ment from a promotional eruploYIlIl!nt list or rrO!ll nn cp"n emplo.,,:nrm t
list, the Peroonnel Orfi=er should certify frOM the speclfia d l i8t
the name of' all individuals ~11ling to aecept appointme nt. Wh en 
ever there arc rc~er than three nemea of lndlvidu~la v.il11n~ t o
accept appointment on a promotion emyloyment list or on an O ? e !l

employment lint, the appointinr, pover may make an nnpo~ntment

i'rom among such eliRible3 or may request the Personnel orfice r t ~

establish n nev 11st. When so requ~ated. the P~rBonnel O f fi~a r
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S EC. 4. ~nointment: AftE.'r in t.er ..t ie~· a n d in":o s ti p;atioll t t.h o
£ppointina pover nhall make appoin~mentg ~rom among those ce r
tifi ed , and shall immediately notify the Per9DDn~1 Of~ice r of
the persons appointed. The paraon ncceptinR appointmen t sh al l
present himalllf to the Personnel OOfficcr . or his deRign e:ted repr e
sentative , for proce~einB on or be fore the da te o f appointment.
If the applicant accepts the appointment and p~esent3 hi ms elf fo~

uuty I(ithin such period of time ail th" appoi n ting authority aha l l
prescribe, he shall be deemed to be appoi nted ; othervise, he
shell be de~~ed to have declined the np,ointment.

SEC. 5. 1:£o"l5.3J.ooal !ppoin'i:m'Jnt: In the ab s e n c e o f th e l". oein (:
names of three lnuividunls villing to accevt np~ o i nt rue n t 0n app r o 
priat~ employment 11st9. " ~ rovi~ionnl appoin tment may be made
b y the appointing authority o f a pe r son meet ing the mln i ~ um t ~.in

ing an d experience q ue.li f i cat ion" fo r the 1'09 i ti on , lin '!l~? l oy

ment. list shall be ca tabliehed vithin o t x ;~oJl ths f or a ny p cn'nlO.
nent pooition f i l l e d by provl~ lonal appai ntm~n t. The Ci t y Ad
~in1str&~or u1tb th~ approval of th~ Ci t y Co un c il ? ~ ay exten d
the period f o r !1.ny provisional 1l1'Poi n ot Ulent for n ot mor-e t h "-,,
thi rt y d a:' s by a oy on e ac t I on , Hhen I.' pl' o \· in;. o n r..l ap 11 0 in t lllen t
i s to be ext endr.d,. the City co u n c t L " h il l ]. di r",ct the Ci ty Cl "r-i,
to record ~uch s~tion in the mlnut eH o f th e Mc e t in~ 0f ~he

Coun etl .

No special ereult sh all be a llov e d in n e eti n e a n y qualifiuat 10n
ar in the giving of any i; c ~t or t h ~ 'Ost nbli s :tL"" n ';; o f s.ny OPCIJ
c o mpe t i t ive promctionnl l i st G, f or sel'vi c e r e n dere d under a pro
vioiounl appointmen t.

RULE X. PROBATIONARY PERIO D- ...

SEC. 1. Reljular Apn 0 1 0 t~en t l' £ll..?,;i Il f> r £:92..'?:.:':,L<:,!.!?_n r y p,".!l.9l.- All
oriGinal and promotional nppointments chal1 be tentative nnd s ub
j e c t to a prob~tionary pe riod of not le ss t hnn s ix months a c t u al
se r vice . 'the City Counei.l may. by re solution , es tabli sh a lanRe l'
probationary period for ~pecified clns s e s. The Pers onnel Off i c e ?
shall notify the appointine authority a nd tbe probat ion e r ~on

c arl1c d two we e k s prior t o the termi~ation or any pl'o b nt ion a r y Do r 
iod . If the service of tb e probat ionnr y employee h a s b een Bntis
fa c t o ry to the appointin g autl1ority, then th e ap~oi nt i t1 3 aut hority
shnll f ile with the Personnel Officer D s tate ment in v r i t i n R t o
s uc h ef~e ct and ntatinR th ~t the retention o f such empl oyee l rt
t h e s e r-v i.c e is d"si red. I f e uch a s i;"t, ement. I s not fi led, th e
', mp l o.,-e e "ill be d e e mo d t o be unsnti s f a e tor:I' a n d h is e mployment
te r mi n a t ed at th e exp l ratl oc of t h ~ p r o h a t ioll n r y ~l e~ i od .

SBC. 2 .
sh a l l b e

Ob.fccti Ye 0 '"~')a.t ion a ry Pei-. i o!!.: Th e p r-o b a 't Lo n a r-y ':1eri cu.
re~arded a s ~ p s r t o f t h e ~c3tinf. p~occn5 an d ~h~l l b e
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SEC. 4 . !n·,ontiRu,tioli: Upon 'the :l11J15 {)f 6.":1 appC! f l. l , tlh-: P:~r-

GO>l nel ;Jo;r;r-;;\yniili-'BuC!l tnueJl".!ndent invectl;.;ction of' t h e
~Qt%~r a~ it mey deem necessary. The result of 9uch illvu3tigatlo!1
e h t>. l l b e :nede 6. ps.:-i; of th", record of th.:: prcccedi:lr;s an d the
...pp~ll ..nt shal l h ave tbc right t.o h uve a rea.nonBble t:t'.1e ·",H. h 1. l~

"bieh to CUl S"er or t.o pre n<.>n"t evidence in oppositi::m t.o 'vhe finti
iogs of' this ind~pcndent inYcs~i«ll.tion.

SEC. 5- !i!:.arings: The !l'Ppcllal'~ :Jhe.ll r..-ppC'u.r pel"90oally 1- t~111e",~

physically uu ab Le to do s e , bei'orl! the PerlH:mDal Doar.-d at f;;,.,
titlB and place of the hCIl.,.ings . Ho mny be rcprenen·tcn by any
person or ..t.torney as he 1I1C.~- B~lect Imd '"'9.y c.t t,le h earing ,,!"o
duce on IIi!'! behclt l'elev nt oral or dOCUl:: .ntary ,;,Y5.der.ce. Appe
lla.nt cn'l.ll stc.te his Il.SC i'irst. an d , e..t the con c Lu e t on , 0ppo"

31ticn matter nay ~hen b~ pregeu~cd. Rebu~tal m~tt~~ nc~ ~e

pet,1ti ve may be allo"ec. at. tho diAc:retlon of th.~ PnreonnRl Bnnrd.
Cross eXllminr.i:icll o"f v1tuC"!H'5 shall be -permit-ted. The conduct
and decorum of the heerlnc cbll.ll be unde ' tbe aontrol Df tlln Par
Gonnel Board b;i its Chair:n~.n. "i~h duo regll.:!"d to the rights and
privileges of th~ p~r~ie9 e.ppenri~g be~or~ it . HCQ ~ing9 need not
b~ conducted ae~ordiDg to ~e~hl11eal rules rel&tin~ to evidence
and ul t.nessea. He n ll'l n g a 31te.ll. bo open UTll"",,!! th e F.;"ppel1Fl.n'~, ia
vriting. raques'vs n clo~od hearing.

SEC. 6. Findin~s nD~ Neco~eDdlJ.tiouB: Th ~ Pe~eonnrll non~d n h a l l,
vi.-ch 'u t.oUlJ.O} d".y·" nt·tell' th", c cn c Lun f on of' tit.: hCl.u·i"g, ee~
tl ry lt~ findines ~ud dHclsion in vritlnK to the upp.l1 un t und
to the p~rson. officer or body r rom wh o s e ec'vlon the ap n e al ~cs

taken. Th e pC ~90n~ o~~i~ar or h o dy r~on v~ cn e act i o u t he ~ppp ~l

~ aE tukau shall re~icv ~ne flnding~ end recomme ndations of t il e
Per30n::l(~1 BO,"l~U and ~n~t then c.ft'ir!'J t r-e v ok e o r rocdit~.Y' °t; bo ~.:oc t i cn

taken nsp in its jUdgment. gee~8 varT4ntcd 9 ~nd the ~ c ~ i on t~ken

oh,,).l ba finnl. kOlY rJE:l'lbel" of "the P" .. s onn e L n""l'd may cub",; t "
~inority ~~ nQPF1~~en~a~ ~1nd!ng ~ne recomDend8tl~nn

SJ:~C.

(e) To il?Omote Itnpl"oved entploYP'l"-rrm-pJ.O)l·',e l"~l ~t:!.C'i:~a

by ectablishiaYJ grievance proe4!diJrf.?r~ o n 1 u'tter:1
fo~- which apr-eel or hearing ia not "'1'o\7i,lc<1 b:~

othl?l:" regulations.

{bl To afro~! emp10yecs individually or thraURh
qua1iti21 Q~ployee orKnn1znt ions a 9Y9tC!nst!e
maRna of obtainin g fllrthe r con£ l der~t 1 on s of
proble~s after c?ery reaeon~ble effort has feiled
to rC301vE tllcm th roUI~h a i ~ .ussiDfia.
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(c) To provide t ha.t g r'l.,, ~·o.ilCCS s h a l l be 9 ,~'t ·t led

as nea r as posBibla to t he point o f oriKi n.

( d) To provide t hat ap peals shall b e con ducted as
in ~ormnlly as pO Gs l b l e.

SEC. 2 . Mai;ters Sub j ac t t,o Gr i e v a n c e Pro c edure: An y emp Loye e
in the compet i ti ve s e rvice shall have the ri~ht to appeal, under
t hia n ule, a decision a f fecti ng h i s e mploy men t. o ver vhlch h i s
appoin ting po",e r h as p a rtial Or c omp Le t.e ,Jurisdicti on a nd f'or
wh i ch ap peal is not p r ovi de d by other reRulnt i ons o r is not
pl' ohi hite d.

SEC . 3. Informal Gr~van cc Procedure: An e mploye e who hn9 a
problem o r c omplaint s hou ld f'irut t r y to g e t it settle d thrcu~h

discuBsion ~Ith hiB immediate su~ervi90r with out un d ue ue lay.
If, atter t hi s dlscuosion, be doea no~ be lieve the problem has b een
satisfactorily resolve d, he shall have t be right to dl s e us s It
witb hia superviaol."'B Immedia1...: superior, i f e,ns. in t he ,dmlni
8 tl'~t i ve oervice. Every efrort should be made to find an ac c ept 
able 80111tl oo b y Inforl1lsl me an s at '~he lmles'. possib le level o r
supervision. I t t he employee is no t in agreement vlth th~ de
cision reached by discussion, he ~hnll then have the right to
tila a formal il,ppeal in lrriti n g within ten (10) calendar d llY~

after receiving t h e informal decisi on of his immediate Buperlo~ .

An informal a p peal shall n ot be takon above t he ~pp oi n t i n~ pover.

SEC . 4. Forma l Grievance Procedur~1

(nl Fi rst. Le vo l of Reviev: The appe al a h a l l be pre,·
sented I n v r i t:l nIl-tothe emnloyee' g depn.rt",,,nt
b e ad . wh o ghall render hio decis:lon an d comments
in "Tit. l ng and ret\\rn 'them to the e mp l o y e e "ithin

15 15 ce.lendar d a y n after re Ce1.Vhlg the appeal. If
the employee da c e not allree with his de p a rtme n t
bead's de c i s i on . o r if no nns~er hae been recei ve!
"i t hin 15 calendar days, the e~ployee may prenent
the appeal in vritln~ to the City Adminis trator .
Failure of the employee to t ake ~urt.he r nctio~

with in 10 calendar day a after recei"t n x' the
~ritten decision of his departmont b ead, ~ r within
a total ot' 2 ~ calendar deys I? no aecla lou 19
rendered, vill constitute a droppinK o~ tbe avpea l .

( b ) City Admillilltrat or~ Tbe City Adlllill:l.9tretor r e c e i 'r i n r;
t h e appeal , or his de8 i gn a t ed repre~entative. should
discuss the grievance with the employee. hi9 repre
sentative, if any , "lId ..... ith othol' app ropr iate per
Bons. Th e Ci t y Administrator shall render his de
c i oi on and commentn in wr iting , and return them to
the employee wi thin 15 e a Le n dar d ay n "f'tc r rea ci"V i n~
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RC30lution No. 1 2 3 -19-

"th ·! I1p penl. I f t h e eT.pl o)·e~ d.oou n o1: ngr" " vi tn the
deo;ial o n r e a c hed , o r i1' no anav,;r h a a b e e n recr.>lved
vI 'nin 15 calendar d ey" , he Cl ay prasent the IlPP<:!Ql
b v r i t ing to t he City Co uncil. Fat"lu~o o f t he
c ·,p l oyee to teke f urt her acti on within 10 c &l e n da r
l aye a1't ar re ceipt of the <10<:1 ,, 100 , a t· with a total
J1' 25 c~l"ndar day s i f no decis ion is rendered. v! l l
conetitute a dropping o f the a ppeal .

{c } City Council: Th e City Counc il recci~ing th e eppcal
should diacutls the gri e vnnce \l i t h t hc employee , hi a
representative , if a uy , an d \l ith ot h e r app r~prillto

pareons. The City Council mny deui gn~t Q n 1'actfin ding
cODl1nittel~. officor n ot in the n orm!?l l i n e of super
vision , o r Personn e l Board to n dvi ee hi~ c oncerning
the appe al . The Ci ty Counci l shal l ronder ~ Qac ioion
in v r i ti n g t o th e employee vithin 20 calendar dG~a

afte r r e c e ivin g th e appeal.

SEC. '.1 Conduct o f Gri e v an ot!! Procedur e :

(a ) Th o t im~ li~it 8 8peeifi~d abOTe m~y bo exten ded to
n d2finite d c ta b~ mut ual agre ement of the employ~e

cn d t h e re viev e r con c e r n e d .

(b) The emp l oyoe may r equest -che nseistnnce o f a.nother
person of hi s ovo c hooeing in preparing Qnd pre
senti ng hie appe al at any l e vel of raviev.

( 0 ) Th e e mpl 07ee nnd his r e p r e s e n t a t i v e may be privi
lege d t o u s e So r e a a on nble amo un t of -.ark tiRe "8
determine d by th~ appropricte department head in
c on fe r r i n g ah o u t and ?reu9 ut ing t he app~nl.

(d) EMPLOYEES SHALL BE ASS URED FREE DOM FRO!'. REPRISAL
FOn USING TUE GRIEVAn CE PROCEDURB S .

RULE XVII . TRAInING OF EMPLOYEES

SEC. 1 Re8ponBibi~y t or T1'a i n1n 5 : Th e Ci ty Coun c il encouragCG the
1:raining of e~p l oyee8, Re llpotlSl i b ili t y ,'or dev olopin g t1"c1ning ,"·0
gr~m H f o r e ropl oy ee e a h a ll be s ss ume d joi n t l y b y the Pe r o o nn e l Ofrieer
and departme nt h e ~dB . Such t r ain i ng programs may inc lude le e~ure

cour s e s , de mcn st r ati o ua, a8aign~~nt o f r~ading mQt~er of uuch other
devi<lfn...s may be avai lable 1"01" t.h c purpos :'} 0 :1' i r~p royi n R the "l"!'cct1ve 
u e ns and b r o adcming t h e k nov l edp.e of" Ta unie!pal oft'icers and e»ployees
in t b~ p~r1"ormnnee of t heir re&pectl~e duties.
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Resoluti on No. 123

SEC. 2. Cr e di t f o r Training : Participation in and successful
comp leti on o f spec ial training courses may be coneidered in making
advanceme nts and p i-omo t t on o , Evidence of such activity shall be
filed by the employee vith the Personnel Officer.

RULE XVIII . REPORTS AnD RECORDS

SEC. 1. Roste r Ca r ds ; The Pers onnel Officer shall main tain a
servi ce or r os te r card f o r each employee in the service o f the city
s hovi ng t he n ame, title o f p osition he ld, the department th uhich
ass igned, s alary , changes in employment status, nn d s uch othe r in
f ormation as may b e c on si de r e d pertinent.

SEC. 2. Chan ge-of-St a t u s Renort: Every appointment. transfer.
promot i on. demoti on, ch a n g e o f sal ar:; rl ' ·~c. and any other temporary
or permanent ch a n g e i n status of empl~v~es shall be reported to the
Pe r s onnel Offic er in such manner as he may pres cribe.

APP ROVE D AND ADOPTED THIS 1 7th DAY OF FEBRUARY. 1966.

AYES : Coun c i lmen Jules. Kraus and Acting !~ayor Hebb

NOES : None

ABSENT: Counci I man GilJner and r~ayor Hugo

MAT HIAS HUG O, J R
Mayor

ATTE ST:

y Cle r k

B Y : .~~A~£-
Act in g- May or L. Neal Webb
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