
.. 

. .. . 

- Sectia? 1. Auuobntfng -4uthorit.y: "he City Council, the Library 
B o z d  or 'the City Niager 2s stated in Section b of the Persornel 
a'. e. 

p-crozmnce of S e c t i Z  b o f  the Personnel ordinancz.. 
Section 2.. Board: Tbe Personnel Board of .  R e v i e w  e s t a l i s h e d  in 

SectiL? 3. Class: A l l  positions sufficiently s5mYLar i n  duties, - 2:tfi~rrity, responswiuty,  and xorldng coxlitions t o  pemd.t grou2irg 
under a camon t i t l e  and the ag?lication with equiky 03 om,on stan&7?&3 
d selection, transfer, pro?.otion and salary. 

nine %he qu&Ycat,ions l'or employnext v i th  the C i t y .  An exaTaation may 
ca?Sist or" oral m-d/or vr i t t en  a?6/or physical tests. 
be asseninled or unassenbled. 
anear a t  a common location at a def in i t a  tine. 
are given vhen it i s  hadvisabie or  5mpractical. t o  
to quaI3Cied applicants a t  a comon location 2t a speciiYed %Lie. 

 an:---^.^^^.^ a cmbination of tests t o  de"&r-. ~ ~ ..~ 

Jn exmination may 

Unasszrhlad exarratior,s  
If asse~bied, applicants 1 . U  be notified to 

testing p rocezms .  - 

Section 5. Penarent hpioyee: An erployee who has s x o c e s s r v  
ccmpleted bis probat iona i  period a d  has been retained according t o  the ' ., 

provision of these ru les .  

c!edptc?d ~ by .. 

" ,  .. ~ .~ .. ., . .. 

Section 6, Personnel Oificer: The city xanager or any employee 
.~ . . .  . ---.-.--..- .- - ~~ 

..~.. . ~ .... ~ 

Sed ion  7. Personnel Ordinance: Ordinance No. b74 1.7hich creates a 
persornel system for t i e  C i t y .  

I. 

"Section 8. SteD Increase:-A salaryincrease tnthin the W t s  of 
pay rang3 estab-hed ,for a class. .. 

. .  '. 
Q 

-..-- .. --.,----. *...--.-. . - 
I __, , ...- 
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RmtE n \ 

GEWER!U PROVISICKS 
. . . . . . . . . . . . . . . . .  .... ", 

Section 1. I,m-cisI.ative Intent: AU n i ~ s s   ax^ regulatiw ktereirr 
contained shall be construed l ibera l ly  t o  the end tha t  the employee b- 
volved and the City be effectively and equitably sewed. 

Section 2. Amendment and Revision of R u l e s :  hemben t s  to 2nd 
revisions of these rules s h a l l  b e p i i i i c l y  posted on a City bullet- . .  

-board f o r  at  l ea s t  f ive consecutive days. Any City employee or official 
may request a hearing on propwed amendments or revisions . m a r d i n g  t o  
tha procedures o u w e d  by Section 3, Rule  E, oxcept that such mwst 
maybe made during the time the notice of pending change is posted. 

. ~ .  ~~. ~ 

RULE III 
. ,  . ~. 

' ' ORGANIZATION AM, PROCEDURES OF THE PERSONNELBW 

Section 1. Organization: The Personnel Board s b ? ,  as Often as 

The minutes sha l l  be certif ied by a major i ty  of 

. necessary, e lec t  a chairma. An employee designated by Lle Personnel 
Officer sha l l  seme as secretary t o  the Board and sha l l  prepare the min- 
utes of each meeting. 
the Board and sha l l  be open for public inspzction except for those par- 
tions, .~deter~ed-by.auun;Larous-.vote-of-the..Board,.. deerred detrimen~.tto,---. . 

Section 2. Meetings: The Board sha l l  meet on c a l l  of the ch-, 
two members of the Board, or  the appointing authority and all msrbers O f  
the Board sha l l  be given notice i n  advance of .the r ie t ing  by the appoin"p 
ing authority. Two members .shall constitute a quorum fo r  the transaction 
of business. All reetings of the Board SM be open t o  the public, unless 
the Board by unanimous vote sftall determino tha t  a private hearing is re- 
quired or desirable. -Whenever such a fir-g i s  made, the  Board itq' 3 i m i %  
attendance a t  the bar-w t o  the employee requestingthe hearing, the 

the interests  . . . . . . . . . . . . .  of ,... tho ........... employee,,.,.tho pL?lic and/or the City. . . . . . .  ~. 

officer or  officers fran whose action tfie a p a l  was taken, and smh 
, .. 

. .  nesses %KC ....... r . , l  other ,..,-. j . ) .  per30G .... -, ''is ................ t h y  Board ay require t o  be present. 

or the Personnel Ordiruu?ce . 
~ . .  

. ,  . .  , .... 
Seation -3. -Board ..... m2ipprorl.de rules ........ of arder 

@ions: Hearings t h a t  the.-Board 
is nuthorizcd to.  conduct .shall..bo conducted .by...the   board .as a-body, .but 
6pec ia l . invas t ig~t~ons  .and detailed..wo.rlc m a y  be delegated t o  a..single 
member nr.to.-the--~nppointlng authortty.-'The procedure of any hearing or - j -  

investigation shall be infonnal and shall not be restricted so as to deny 

not otherwi.sapr 

',~ ~' 

, .  . . .  
3 

. . .  .:. 
_11_,-* 1u 

~ ..... 

... , . .' 
..'.* 

. . .  
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the introduction of any evidence tha t  the Board &y deem pertinent, 
Unless incapacitated, a person pressing a claim or defending a priv- 
i lege before the Board shall appear p e r s o w  and sha l l  not be 
excused from answering questions and supplying informtion except upon 
claim of constitutiocal privilege with respect t o  self-incrimination. 
A l l  decisions, opinions, and recononendations a r i s ing  from a hearing or 
investigation by the Board s h a l l  be written and subscribed t o  by t h e  
members concurring. 
report which shall be f i l ed  as a matter of record. 
ion, o>inion, and recmmendation sha l l  be f i led  7nth the appointing 
authority and one copy sha l l  be f i led  as a penment  record. 
of an employee appeal, one copy s h a l l  also be furnished the employee. 

kny member may submit a minority or supplemental 
A copy of  any decis- 

In  the case 

RULE Iv 

CLASSIFICATICN OF POSITIONS 

Section 1. Preparation of Plan: The City PIanager sha l l  ascertain 
or cause t o  be ascertaified, and record the duties and responsibilities of 
a l l  positions i n  the classified service and af te r  consulting rrith the 
appropriate appointing authorities, sha l l  submit a classil lcation plan 
f o r  such positions. 
t i t l e s  for each class of positions, describe the typical duties and I?;- 

. sponsiblities of the position in each class, and spec5fy the training, 
experience, and other qualifications which are necessary and desirable 
for successful performance of the duties of positions i n  each class. The 
classification plan sha l l  be so developed and maintained tha t  iL1 positions 
substantiaIIy simiIZF witFi rFspect €0 tine kind, difficulty,  and responsi-- 
b i l i t y  of work are included wi th in  the same class, t h a t  the same means of 
recruitment may be used f o r  f i l l i n g  all positions within the class, and 
tha t  the same schedule of compensation maybe made t o  ap7lyIiith equity 
under l i ke  working conditions t o  all positions i n  the same class. 

The classification plan s h a l l  establish approgriate 

Section 2. Adoption of Plan: The City Hanager shall submit the 
proposed plan t o  the City Council for  adoption. 

Section 3. Allocation of Positions! After the classification plan 
has been adopted by the City Council, the City Kanager sha l l  allocate 
every position i n  the classified service t o  one of the classes established 
by the plan. Any employee sha l l  have the r ight  t o  appeal t o  the Board 
concerning the allocation of his position, i n  accordance with Section 7 of 
the PersonneL Ordinance. - __._-__ 

section h. Maintenance of  Plan: Whenever a new position i s  created 
by the City Council, o r  whenever a change i n  organization, functions, or 
duties of an individual position makes it necessary, the City Mvlager s h a l l  
recornend t o  the C i t y  Council the creation, abolition, subdivision or con- 
solidation of classes and shal l  prepare the new c h s  specifications for 
the classes affected. 

L _ _ I  ^ -  - ” - I ”- _, --~ ---_-- .1 ._ I 

I 
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When a now position i s  created, the appointing 'authority szwll  not 
fi l l  any such position u n t i l  the position has baen allocated t o  a elms, 
o r  tho classification plan sha l l  have been amended t o  prwido therefor. 

Reclassification shall not be used for  the purpose of avoiding re- 
s t r ic t ions surrounding demotions and promotions. 

COMPA~SATION 

Section 1. Preparation,of Plan: The Cityiranager sha l l  prepare 
or  cause t o  be prepared a proposed salary and wage schedule showing fo r  
each class of position i n  the classified service minimum and m-m 
sd.ary o r  wage rates, and such intermediate ra tes  as he deems advisable, 
I n  arriving a t  such rates, he s h a l l  take in to  consideration p r e v u n g  
r a t e s ' fo r  comparable positions i n  other public employment and privzte 
business, internal relationships, diff icul ty  and responsibility of the 
work, the usual prepara2ion required, work hazards, conditions of work, 
the current cost of living, and the financial condition of the City. The 
City iianager sha l l  subimit the proposed plan t o  the City Council for  
approval. 

a q -  range shall be made through the appropriate administrative channels 
i n  vrriting t o  the City IGmager f o r  transmission to the City Council. 
increases..~uithin .the .... salary .ranges ,established by the City Council nay..be-"- . . 

department head, but such increas&shall not be granted t o  the sa~% '." 
employee i n  the classified service more often thv l  once each year, except 

, tha t  each probationary employee sha l l  be enti t led t o  a one-step increase 
upon completion of sjx months' service and upon attainnent of prmanent 
s ta tus  a t  a l eve lbe la r  the top step of the appropriate range. 
increases shall not be autcmatic, but s h a l l  depend upon increased service 
value of the employee as exemplified by length o f  senrice, perfom-ca. 

Section 2. Application of P lan : '  !;ll requests :or increase i n  s d -  

Step 

authorized by the City Ihnager upon the reconanendation of the apropr ia te  
~ .. 

S a l a r y  
.,.:-- 

.record, special training undertaken, or other pertinent evidence. 

I 
, . .--,,'. ._,I..I "_,..,.._ .I, ..-,-.... -c..: ,.-.I - . ,. .. .. ,. .. .,. ... x w m  ....'..~~...*~.-...,-.. -.,,.. ": /""b,_Fn.,r=-.FI~I~ 

! '  . . .  -."_*"___ --&PLICATIG? .. ~l._ AND I 'WCINATICN ...... .* ..,= ~ -_._ '.--.-.,~s,*. .,... 
Sectian 1. Announcement of Vacancies: All examinations sha l l  be 

Announcements sha l l  specify the t i t l e  o f .  
edvertised -in-such .places and.by -such means' as' t o  a t t rac t  as many quali- 
fied applicants as possible. . 

the class,. *the nature of ,,the work~to be performed, the mininUm qualifica- 
t ions required -for admission-to the-,-exanrination; the, final .date upon" ' 
which applicants will be accepted, the probable 
pertinent information consistont with the provisions of these r u l e s .  

. .' 
sdLary-range, and other 

.,-" -.I___ u ---- 
Section 2. Applications: Application s h a l l  be mada on forms pre- 

scribed.by. the ,Personno1 Officer. 
covorin~ training, experience, references, and other pertinent infarmation, 
and may include cer t i f icates  of one or m o m  examnin . gphysicians. All 
applications m u s t  bo mado out and signed by the person appkying. 

Such forms s h a l l  require information 

, .  

\ '  
~ . . I , -  



Defective applications may be returned t o  tho applicant with notice t o  
amend same, providing tha t ine linrit for  receiving applications has not 
expired. 

Section 3. DisqualFfication of Applicants: The Personnel Officer 
sha l l  refltse t o  acceot or. af te r  acceptace. s h a l l  re ject  any applicaticpn 
or, af ter  examination, s h d  disqualify a candidate whenever-it- is found, 
beyond any reasonable doubt, t ha t  the applicant or e l igible  is not a c i t i -  
zen of the United States, or does not possess mirfimutn qualifications 
established for the class of position, or is  physically unfit f o r  the pr- 
fornance of required duties, or is addicted t o  the use of drugs or int&- 
cating liquors i n  excess, or  has been guilty of any infamous or notoriously 

' . .disgraceful conduct, or  has been disnissed from public service f o r  delir.- 
quency, or has made a fa l se  statement of material fac t  i n  his application 
or has practiced deception or fraud i n  securing el igibi l i ty ,  or has other- 
vise violated the provisions of the l a w  or these rules. 
m y  such action s h a l l  be entered upm the record of the application filed 
in confornitywith these rules and shal l  not be publicly revealed. 
person affected shaU be notified of the action taken and the reasons 

. 

The cause f o r  

T h e  

. theref or. 

Section 4. Scope of xxaxinations: . tions nay be assembled 
or unassenbled, and may incluie investigai5ons of tr-g and experience, 
t e s t s  of aptitude, particular a b a i t i e s ,  general and technical knmrledge, 
manual skill, physical and mental fitness, and such other t e s t s  as  are 
required t o  discover the capabilities of applicants re la t ive t o  the dcties 
of the position fo r  which the exaninations are conducted. 

Section 5. Conduct of B a ~ n a t i o n s :  The Personnel Officer shall 
arrange f o r  the use of public buildings and equipment fo r  the conduct of 
examinations. He sha l l  designate the person or agency t o  conduct and 
score the examination and may deputize any qualified person, persons, or 
agency fo r  tha t  purpose. 

I 

Section 6. Qual i fy ing  Grades and R-tinn &&nations? In all 
examinations the passing grade of  each p a r t  and of the rrhole shall be 
determined and made available as a public record p r io r  t o  the examination. 
Failure in. the written, oral, or physical par ts  of the examination may be 
grounds fo r  declaring the applicant as  fa i l ing i n  the en t i re  examination, 
or as disqualified f o r  subsequent parts of the examination. 

r _. - . __-- _."_ _--- , 
Section 7. Notificatz& of Besults: Each competitor s h a l l  be given 

In i t ten  notice of t h o  resul ts  of the exanination and, if successful., of 
his earned rating and his relative order on the list of successful candi- 
dates. 
except when standardized t e s t s  are used. 
i f  called t o  the attention of the Personnel Officer r&thin one week after 
announcement of examination results, shall be corrected. 

Any competitor sha l l  have the r ight  t o  inspect his own t e s t  papers 
An error i n  grading or rating, 



- 
’ Section 8. Eligible L i s t s :  After each examination has bean 

‘scored, rated and corrected, the namcs of successful candidates s h a l l  
t o  recorded in the ordcr of their  standing i n  the ex3snination. I n  the 
event of identical  ratings, nams s h a l l  be arranged in the order of 
application date, and if the same, then arranged alphabeticdly. T h i s  
l ist s h a l l  be certified by the Personnel Officer znd shal l  continue i n  
effcct  for two pars unless the City Manager approves abolishing it 
sooner for reasons consistcnt with the principles of merit and competence. - 
h’ames of eligibles may be removed from the List i n  the event that  they 
refuse appointment under conditions trkich they kad previously stated tiere 
acceptable, o r  i n  the event that they are certii’ied t o  three diflerent 
vacancies and are not appointed, or in the event t ha t  the eligible re- 
quests i n  writing that his name be removed, o r  f o r  reasons contained i n  
Section 3 of Rule VI. 
who resign from the senrice sha l l  automatically be dropped from such3ists .  

‘.___ 
’. 

The naiies of persons on promotional. eli-le lists 

R r n  VII 
. .  . ... . . ,... ~. . .. , . . , 

CERTJI?ICATION AND APTOIN’PENT 
’ .. . 

Section 1. Types of Appointmnt: Vacancies i n  the classiilied 
service sha l l  normally be f i l l e d  by re-enplopnent, o r i g i d  appointzent, 

I n  the absence of available persons for appoint- 
ment through these means, a temporary appointrcent may be made. 

. transfer or promotion. 

I-  
. .  . .  

Section~-2. -,~ethod.,.o~-~*--AaDoin-tment: -.In the event of a vacancy, yI,.,,__ 
persons eligible f o r  re-employment s h a l l  be given a preference. 
persons are available for re-employment i n  accordance with Section & of 
th i s . ru ie ,  the appointing authority shall determine the method of appoint- 
ment t o  be used. 

If no 

Section 3. Re-emplopent: The name of  each em9loyee who is  l a i d  
off i n  accordance wi th  these rules s h a l l  be placed a t  the head of a? 
eligible list for the class of positions which he held, which eligible 
list s h a u  be given pr ior i ty  over any eligible list created urdor the 
provisions of Section 6, Rule VI. 

: I n  the event an appointjmg. ’ 

y by original appointment, the- 

and .any appointments shall be made 

If insufficient qualified and eligi.ble persons are available on any 

ropriate administrative head with. ~.. . 

from such l ists  or list. 
. ~ , . .  . . .. l_l . .  . . ., .~ ., .. , 

el igible  ,... list, . .the. appropriate .department head may request additional 
certificatLonS’,’whQreu$on tIie Pers67iWl Off icersha l l  schedula and coaduct 
an examination or.examinations t o  provide the.additional eligibles. 

, .. 
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Section 5. Transfer: An cmployee may be transfcrred from a class 
i n  one department or organization uni t  prwided that  the CityI4maGer 
sha l l  determine in his discretion that  such transfcrree is competent t o  
do the work and pcrform the duties of a position, class, department, o r  
organization unit t o  which he is so transferred; and said City P!anager 
may m a k e  such decision regardless of any rules, standards, qualifications 
or requirements which have heretofore or hereafter may be adopted or pro- 
vided for, except t h a t  any such transfer must be t o  a class involvbg re- 
la ted duties and a t  the same s a l a r y  range. If such transfer involves a 
change from the Jurisdiction of one appointing authority t o  another, both 
such authorities and the said employee must consent thereto before such 
transfers become effective. Permanent transfers SKU not be made unless 
the employee transTerred shall have been in the City's employment a t  l e a s t  
six months prior thereto. 

Section 6. Promotion: I n  the event an appointing authority desires 
t o  f i l l  a vacancyby pronotion, the Personnel Officer s h a l l  prepare and 
administer an examLnation t o  those permanent employees who m e t  the quali- 
fications estsblished. Fromotional exaninations sha l l  be employed insofax 
as i s  practiczble and consistent with the best interests  of the service. 
The preparation of the examination a?d the certif ication of eligibles shall 
follov the procedue outlined i n  these rules f o r  original appointnent. 

Section 7. Demotion: In  tho event of  a necessary reduction i n  per- 
sonncl due t o  lack of work or funds, an employee may, i f  offered, accept 
demotion in-preference t o  being la id  off. 

Section 8. Regular Apvointvent: A f t e r  interview and investigation, 
the appropriate deparzment head s h a l l  recommend ap9ointnents from anong 
those certif ied and sha l l  irrmdiately notify the Personnel Officer who 
sha l l  notify the pcrson t o  be appointed and the appointing authority. It 
i s  the express policy of the City Council that  all considerations and 
quaLfica'uions being equal, residents of tho  bth Supenfrsorial Distr ic t  
sha l l  be given preference i n  61l appointments. 
report for dnty within the tine prescribed by the appointing authority, he 
sha l l  be deemed t o  have refused appohtnent under the  mevling of Sect im 8, 
Wule VI. 

If the appointee does not 

_- - - _ -  I 

Section 9. --Tefmorjr-y Anpointment: Any person meeting the minimm 
qualifications for the class cay be appointed temporarily, upon app?ovdl 
of the appoifiting authority, pendmg the qualification of applicants by 
othcr nears. No temporary appointment shal l  continue longer than ninety 
days i n  any fiscal year or exceed a t o t a l  of ninety days i n  any f i s c a l  
year, except as prwided i n  Rule VII, Section 10. 
temporary appointment wder t h i s  section sha l l  be given credit  i n  evzlu- 
a t in5 expcrience i n  any ex&xination;-or credited t o  a probationary pericd, 
or used for  computing any privileges accruing under the.Personnel ordinaxe 
and these rules. 

No t h e  s p - t  i n  

" ._ -1 -" 



Section 10. Duration Appointment f o r  Leave of Absence: I n  the event 
an employee i s  granted a leave of absence, an appointment may be made f o r  the 
durat ion of the permanent employee's leave of absence. 
upon his r e tu rn  from leave, s h a l l  be e n t i t l e d  t o  replace such appointee. 

The permanent employee, 

RULE V I I I  

PROBATIONARY mRI(D 

Section 1. Objective of Probationary Period: A l l  o r ig ina l ,  t r ans fe r ,  

The probationary period s h a l l  be regarded as  an i n t e g r a l  p a r t  of the 
o r  promotional appointments s h a l l  oe subject  t o  a probationary period of six 
months. 
examination process and s h a l l  be u t i l i z e d  f o r  c lose ly  observing the employee's 
work, f o r  securing the most e f fec t ive  adjustment of a new employee t o  his 
posi t ion,  and f o r  r e j ec t ing  any probationary employee whose performance does 
not  meet required work standards. 

Sect ion 2. Permanent bpointment:  The Personnel Off ics r  s h a l l  n o t i f y  
the  appropriate departmenz head two weeks p r i o r  t o  the te rn ina t ion  of any pro- 
bationary psriod. 
head des i r e s  t o  make a permanent appointment of t he  employee on probation, he 
s h a l l  f i l e  with the Personnel Officer a wr i t ten  statement t o  the  e f f e c t  t h a t  
t he  employee's services  are sa t i s fac tory .  
head t o  f i l e  stich a statement a t  the end of the probationary period s h a l l  con- 
s t i t u t e  a r e j ec t ion  of the probationer as  defined i n  these ru l e s .  

A t  t he  end of the probationary period, i f  the dmartment 

Failurs on the part of the department 

Section 3. Rejection of Probationer: A t  any time during the probationary 
' pe r iod  an employee nay be re jec ted  by the appropriate department head. Any 

employee re jec ted  during the probationary period following promotion s h a l l  be 
r e ins t a t ed  t o  the..posi$.tion. frmn_yhich he was pronioted unless charges a r e  f i l e d  
and he i s  discharged i n  accordance with the provisions of the Personnel Ordinance 
and these rules. 

RULE IX 

HOURS AND LEAVE3 

Section 1. Hours of Work: 
.~ 

a. All  Employees except Police Personnel and Uniformed Firemen: 
The 

egin..at.~8.:0i) a.m,. each day,and s h a l l  end a t  5:OO p.m., 
ionsSKaT1 -ii?o€Xn'.'ixiy 'zase-interf sre with e s s e n t i a l  scr-  

Office and f3XT8 enployees s h a l l  work .a'"ninimum of f o r t y  hours a week. 
regular  work.week-for--tt-rese emplo@es--shzll .be f i v e  days and the regular  hours 

. .,., 

vices  t o  be rendered by any department. 
, . ~. , . . ' ~ . .  . , . . . ., ~---",."." ...--. ..~_^_._ .... 

(As amended by 
. .  

k a m i n i m u m  of f o r t y  hours 
7; twenty-four-hour 

S -Of,,luty..for the .members 

...,I- 
C. Alternative schedules of work may be prepared by the department 

head and approved by the appointinz authority.  

- 0 -  
, .  



Section 2. Overtime: 

a. Overtime s h a l l  e i t h e r  be paid f o r  at  one and one-half the  hourly 
r a t e  equivalents established i n  the Salary Schedule, or by compensatory time off 
as agreed upon by the appointing authority and the employee. 

b. Any employee reporting f o r  prearranged work wholly outside of h i s  
regular  hours on a regular work day s h a l l  be compensated at  the overtinn rate f o r  
ac tua l  time worked, but in no event s h a l l  he be paid f o r  less than two (2 )  hours, 
except t h a t  if the  employee continues t o  work i n t o  or beyond h i s  regular  work hours 
he s h a l l  be paid overtime compensation only f o r  ac tua l  work hours. 

c o  Hours worked on a holiday as pa r t  of an employee's regular  work 
schedule s h a l l  be compensated a t  the r a t e  of time and one-half compensatory t i m e  
off.  

d. Police Officers required t o  make court  appearances during off-duty 
hours s h a l l  be compensated f o r  such duty a t  the  r a t e  of time and one-half pay f o r  
ac tua l  hours involved i n  such appsarances, but i n  no event s h a l l  they be paid for 
l e s s  than two (2)  hours. 
lar work day s h a l l  be compensated a t  the time and one-half r a t e  only f o r  ac tua l  
hours worked. 

Such appearances which represent an extension of a r e y -  

Section 3. Leave Without Pay: "ha appointing authori ty  may grant an 
employee leave of absence, other than f o r  extended active mi l i t a ry  duty, f o r  a 
p r i o d  not t o  exceed on? yzar whensver such leave i s  considered t o  be in  the bes t  
i n t e r e s t s  of the  service. Such leave s h a l l  be requested i n  wri t ing,  by the employee 
and s h a l l  require  wri t ten approval by the departmant head and the appointing 
authority.  
exhausted w i l l  be-eonsidered an urgent and subs tan t ia l  reason f o r  the grant ing of 
such leave. The conditions under which an employee w i l l  be restored t o  employment 
on the termination of a leave of absence s h a l l  be s ta ted  as  c l ea r ly  as possible a t  
the time sa id  leave i s  granted. 

I n a b i l i t y  t o  re turn  t o  work a f t e r  an employee's s i c k  leave has been 

Section he M i l i t a r y  Leave: 
Guard or Naval Militia, or a member of the reserve corps of the f e d e r a l  mil i tary,  
naval, or marine service and is ordered t o  duty s h a l l  be granted a max imum of t h i r t y  
days' leave a year w i t h  pay w h i l e  angaged therein,  i n  conformity w i t h  applicable 

An employee who i s  a member of the National 

state law, 
Section 5. Leave Without Pay f o r  Sxtanded Active Yulitary Duty: Any 

emDlovee who volunteers f o r  act ive dutv w i t h  the armea forces  of the  United S t a t e s  " ~~ ~ ~ r - ~ "  ~~ ~~~ 

.. . 

during a period 'of declared .national emer@ncy or who i s  ordered t o  act ive duty 
i n  the organized reserve, ~~~ National Guard .- or .~ se lec t ive  .. service system a t  any time 
s h a l l  be granted.~a-ie'ave of absence without pay ?or the period of mi l i ta ry  serv ica  
required of him. On complstion of his tour of duty he s h a l l  be e n t i t l e d  t o  rSturn 
t o  his former posit ion or t o  one in t h e  sm3 class .  

.~ . 

 in the casa of t h i s  type of leave, application t o  r e tu rn  t G  work 
must be made within s ixty~ 'days a f t e r  re lease  or discharge  from the armed forces  o r  
from a Veterans Administration hospi ta l .  .The veteran s h a l l  furn ish  h i s  separation 
papers as proof of e l i g i b i l i t y  and s h a l l  be given such medical examination by a 
physician d e s i e n a t e d , , b ~ - ~ h e , a p p o ~ t ~ ~ u t h o r i ~ ~ ~ . e . , " n e c . e s 5 a r y - _ t Q . d e t e r m i n a  ,. ,~ __.__ 
h i s  f i t n e s s  f o r  the job he i s  t o  perform. 

. 
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Sick leave and v a c a t i a  s h a l l  not accrue during this type of 
mi l i t a ry  leave, but a v e t e r a n  who returns  t o  work s h a l l  be e n t i t l e d  t o  any s ick  
leave and vacation he may have earned and not used befUre enter ing the m i l i t a r y  
service,  as wel l  as a l l  benefi ts  and privileges,  including pay adjustments, 
granted t o  other employees during the mi l i ta ry  leave, but s h a l l  receive no 
sen ior i ty  or merit benefi ts  f o r  the period of absence. 

Section 6. Holidays: The following s h a l l  be observed as holidays during 
which City off ices ,  except those providing emergency and e s s e n t i a l  services,  
s h a l l  be closed: 
November 11, Thanksgiving Day, and December 2so 
w i l l  be observed on the Monday following. 
a l l  employees w i l l  be granted t h a t  holiday time off t o  be taken a t  a l a t e r  date 
and a t  such time, within one year, as  i s  mutually agreed t o  by the individual  
employee and h i s  department head. 

January 1, February 22 ,  Nay 301 July k, Labor Day, September 9 ,  
Holidays which f a l l  on Sunday 

When a holiday f a l l s  on a Saturday, 

RULE X 

TRAINING OF EMPLOIXES 

Section 1. Respcmsibility f o r  Training: Rasponsibil i ty f o r  developing 
t ra in ing  programs f o r  employees s h a l l  be assumed jo in t ly  by the appointing 
authori ty  and department heads. 
courses, demonstrations, assigmnent of reading matter, or such other devices 
as  may be available f o r  the  purpose of improving the eff ic iency and broadening 
the knowledge of municipal of f icers  and employees i n  tine performance of t h e i r  
respective duties., 

Such t r a in ing  programs may include lectures ,  

Section .Z-Credit-Xor .Training : .-..The work of employees who e n r o l l - i n  *., ..._ 
and successfully complete extension, correspmdence, or other spec ia l  t ra in ing  
courses s h a l l  bs noted on employees' record cards and s h a l l  be considered i n  
making sa la ry  increases and promotions. 

RULE ' X I  

DISGIPLIN/$Y ACTIONS AND S4;PARATIONS 

Section 1. Demotion o r  Reduction i n  Pay: 
of reasons with-the appa in t ing~-au tha r i tp  w.ci the  employee concerned, an appropriate 
department head.may.reduce,the-pay of or.demote a subordinate employee whose ab i l i t y  
t o  perform the ositiop. , f a l l s  lgw standard, fo r  d i sc ip l inary  purposes 
or f o r  other g 
not subject  t o  review or  appeal. 
may be made . in  .accordance..with .prolrisiom...of. .Rule. X I I .  

By f i l i n g  a wri t ten statement 

actfons-*tk l?mi ta t ionof  t h i r t y  days or- r e s s  ' n e  
Appeals from such actions exceeding t h i r t y  days 

. . . . . , . . . , ... . 
Section 2. Suspension: By f i i i n g  a '%i t ten  statement of reasons with the 

appointing. author.&y. and. the - e m p l Q y ~ - ~ o o ~ c e ~ d ~ . ' ~ .  appropriate department.. head ma$ 
suspend a subordinate. employee without pay 
f o r  a discipl inar j~ 'purpose,  'or f o r  any ot5E 
f i v e  working days. 
posed u i i d G F - % m m o T %  upon a p p r o v ~ ~ y ~ n ~ i  
employees who are.suspended f o r  more than f i v e  working days may f i l e  appeals i n  tho 

hearings of charges against an employee s h a l l  not  ba subject  t o  the time l imi ta t ions  
herein provided. - 10 - 

.any time f o r  thc  good of the service,  
u s t  cause;'for a~ period not t o  exceed . ,.- . . . 

-_Ix 

Suspension f o r  an addi t ional  f i f t e e n  working days may be i m -  

manner provided.byRulc.XI1. Suspensions,of employees panding invest igat ions and . ,. 



Section 3. Dismissal: By f i l i n g  immediately a wri t ten statement of 
reasons, a department head may at  any time recommend dismissal  of a subordinate 
permanent employee t o  the appropriate appoin tkg  authori ty  f o r  t he  good of the 
sonrice or f o r  good causes. 
furnished the employee involved. 
such recommendation and i f  the ru l ing  i s  i n  accord with the recommendation of 
t h e  departmmt head, the employee s h a l l  be dismissed as of a date  f ixed by the  
appointing authority,  subject only t o  the appeal procedure provided by Rule X I I .  

A copy of my such statement of reasons must be 
The appo3inting authori ty  s h a l l  rule on any 

Section h .  Resignation: An employee wishing t o  leave the c l a s s i f i ed  
service of t he  City i n  good xanding  s h a l l  f i l e  with h i s  department head and the 
Personnel Officer a t  l e a s t  two wesks befrrro leaving, a written resignation, 
s t a t i n g  the da te  it s h a l l  become ef fec t ive  and t h e  reason f o r  leaving. 
comply with t h i s  rule s h a l l  be entered on the s e n i c e  record of t h s  employee. 
sence from duty, without approval i n  accordance w i t h  thesa rulee,for a period of 
more than three working days s h a l l  be considered as  a res ignat ion and any such 
employee s h a l l  not be e l i g i b l e  f o r  re-employment f o r  a period of one y-ear there-  
a f t e r  * 

Fai lure  t o  
Ab- 

Section 5 :  Lay-Off: Any employee may be l a i d  off on recommendation of 
h i s  department head i n  the event of the abol i t ion  of h i s  posi t ion or  i f  a shortage 
of work or  funds requires  a reduction i n  p r s o n n e l .  Permanent employees s h a l l  be 
no t i f i ed  a t  l e a s t  one pay period before the  e f fec t ive  date  of the lay-off. 
not ice  of lay-off i s  required f o r  probationary employaes. Lay-off i n  a l l  cases due 
t o  lack of work or funds w i l l  be determined by an employee's length of service.  
An employee whose job i s  being eliminated may elec% t o  d i q l a c e  an employee i n  a 
lower c l a s s i f i cz t ion ,  if he i s  deemed by the Ci ty  t o  be qua l i f ied  t o  perform t h e  
du t i e s  of the lader  c lass i f ica t ion ,  and if h i s  length of service i s  grea te r  than 

No 

t h a t  of t he  the  lower c la s s i f i ca t ion .  ...... -~ . - .  

R m  X I I  

APEA3.S 

Section 1. - Complaints: Any employee having any grievance a r i s ing  out  of 
h i s  employment s h a l l  f i rs t  seek an adjusfmnt, of it by h i s  immediate superior.  
If the i m ~ a i a t e  superior is mable  or w w i l l i n g  t o  naka satisfactory adjustmant 
or  should bP- a par ty  t o  tho grievance, the. emplcyee miy seek adjustment through 
h i s  departmmt head. 
ment, or  i s  a pa'ty t o  the  grievance, the employee may seek adjustment through the 
appropriate appointing-.authority. . . . . . . . . . . .  

If the department head i s  unable or unwilling t o  make adjust-  

. .~ 
a1  3Gc&hure:.- .-- ~lny-pnnanent  employee may f i l e  an appeal 

with the P-rsonnel Dfr'iczr f o r  r e f e r r a l  t o  the Board within three days of n o t i f i -  
cat ion of m y  act ion taken by an appointing authority,  exc?pt f o r  those act ions not  
subjec t  t o  revi5w or  appeal. A l l  appeals must be i n  wr i t i ng .  

Section L.+ Hearings.:._. .!imen. the.  Board dsams it advisable t o  hold a hearing, 
Within ssven it s h a l l  hold such hearing within. t en  days a f t e r  the appeal is f i l e d .  

days a f t e r  the hearing, the i3oa.rd-shdll submit xs ta tement  of f indings and such 
recomendations as it considers appropriate t o  the appointing authori ty  and the 

authority.  
.~ .__.. employces c o r r c & ~ i m I - d e c ~  '-7 ; = w r t h % m  

~. 
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RULe XI11 

RZPORTS AND RSCORDS 

Section 1. Roster Card: The Personnel Officer s h a l l  maintain a service - 
record or ros t e r  card f o r  each employee i n  the  c l a s s i f i ed  service of the  City 
showing the name, t i t l e  of posi t ion held, the deparzment t o  which assigned, salary, 
changes in employment s ta tus ,  and such other information a s  may be considered 
pertinent.  

Section 2. Reports t o  the Personnel Officer: Evwy appointment, t ransfer ,  
promotion, demotion, chang  i n  salary,  and any temporary or permanent change i n  
s t a t u s  of employees i n  the c l a s s i f i ed  service s h a l l  be reponed  t o  the Personnel 
Officer a t  such time and i n  such manner as  he may prescribe. 

Section 3. Access to Administrative Records: The Board, the appointing 
*authori ty  and the Tersoniial Ofiicer m a l l  E v e  access t o  a l l  departmental records,  
documents and papers of the City, the examination of which wi l l - a id  i n  the d is -  
charge 03 t h e i r  duti6S- 

Section II. Destruction of Recorda: 3mployee ros t e r  cards s h a l l  be kept 
for f ive  years a f t e r  permanent separation f rm City employmgnt. 
per ta ining t o  persomAa15 including correepondencs, applications,  exaninations and 
repor t s ,  nay be destroyed a f t e r  f i ve  yearst re tent ion.  

All other records 

..... ........ ..... ,- .... ..-- . . :,--.,~ , 

Resolution No. 1718 s e t s  the. 'effect ive date of the above r u l e s  and 
regulat ions a s  Fsbruary 20, 1953. 
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