RESOLUTICN NO. 87-13
PERSONNEL SYSTEM RULES
CITY OF ARVIN, CALIFORNIA

WHEREAS, the City Council is authorized and directed under the provisions of
Ordinance No.87-2/5to adopt rules for the administration of the personnel
system created in said ordinance; and

WHEREAS, the objectives of these rules are to facilitate efficient and
economical services to the public and to provide for an equitable system of
personnel management in the municipal government; and

WHEREAS , these rules set forth in detail those procedures which insure similar
treatment for those who compete for original employment and promotion, and
define many of the obligations, rights, privileges and prohibitions which are
placed upon all employees in the competitive service of the City; and

WHEREAS, at the same time, within the Timits of administrative feasibility,

considerable latitude shall be given the City Manager and/or the designated
Personnel Director in the interpretation of these rules; now, therefore be it

RESOLVED, that the City Council of the City of Arvin does hereby adopt the
following rules:

RULE I. DEFINITION OF TERMS

The terms used in these rules shall have the meanings as defined below:

Sec. 1.  "Advancement": A salary increase within the limits of a pay range
established for a class.

Sec. 2. "Allocation": The assignment of a single position to its proper
class in accordance with the duties performed, and the authority and
responsibilities exercised.

/
Sec. 3. "Appointing Authority": The City Manager or other designated
officers of the city who, in their individual capacities, or as a becard or
commission, have the final authority to make the appointment to the position
to be filled.

Sec. 4. “Class": A1l positions sufficiently similar in duties, authority,
and responsibility, to permit grouping under a common title in the application
with equity of common standards of election, transfer, demotion and salary.

Sec. 5. "Competitive Service": A1l positions of employment in the service
of the city except those excluded by the personnel ordinance.

Sec. 6. "Days": Means calendar days unless otherwise stated.
Sec. 7. "Demotion": The movement of an employee from one class to another

class having a Tower maximum base rate of pay.



Sec. 8. "Disciplinary Action": The discharge, demotion, reduction in pay, or
suspension of a regular employee for punitive reasons and not for any
non-punitive reasons.

Sec. 9. "Eligible": A person whose name is on an employment 1list.

Sec. 10. "Employment List":

(a) Open employment list: A 1list of names of persons who have taken an
open-competitive examination for a class in the competitive service
and have qualified.

(b) Promotional employment Tist: A 1list of names of persons who have
taken a promotional examination for a class in the competitive service
and have qualified.

Sec. 11. "Examination":

(a) Open-competitive examination: An examination for a particular class
which is open to all persons meeting the qualifications for the class.

(b) Promotional examination: An examination for a particular class which
is open only to employees meeting the qualifications for the class.

(c) Continuous examination: An open competitive examination which is
administered periodically and as a result of which names are placed on
an employment list, in order of final scores, for a period of not more
than one year.

Sec. 12. "Lay-Off": The separation of employees from the active work force
due to lack of work or funds, or to the abolition of positions by the city
council for the above reasons or due to organization changes.

Sec. 13. "Personnel Ordinance": Ordinance No.215 which creates a personnel
system for the city.

Sec. 14. "Position": A group of duties and responsibility in the competi-
tive service requiring tbe full-time or part-time employment of one person.

Sec. 15. "Probationary Period": A period to be considered an integral part
of the examination, recruiting, testing and selection process during which an
employee is required to demonstrate fitness for the positon to which the
employee is appointed by actual performance of the duties of the position.

Sec. 16. "Promotion": The movement of an employee from one class to another
class having a higher maximum base rate of pay.

Sec. 17. "Provisional Appointment": "An appointment of a person who possesses
the minimum qualifications established for a particular class and who has been
appointed to a position in that class in the absence of available eligibles.
In no instance shall a provisional appointment exceed six months.

Sec. 18. "Regular Employee": An employee in the competitive service who has
successfully completed the probationary period and has been retained as
hereinafter provided in these rules.




Sec. 19. "Reinstatement": The restoration without examination of a former
regular employee or probationary employee to a classification in which the
employee formerly served as a regular non-probationary employee.

Sec. 20. "Relief of Duty": The temporary assignment of an employee to a
status of leave with pay.

Sec. 21. "Suspension": The temporary separation from service of an employee
without pay for disciplinary purposes.

Sec. 22. "Temporary Employee": An employee who is appointed to a non-regular
position for a limited period of time.

Sec. 23. "Transfer": A change of an employee from one position to another
position in the same class or in a comparable class.

RULE TI. GENERAL PROVISIONS

Sec. 1. Fair Employment Practices: Any technique or procedure used in
recruitment and selTection of employees shall be designed to measure only the
related qualifications of applicants. No recruitment or selection technique
shall be used which, in the opinion of the City Manager or designated Personnel
Director, is not justifiably Tinked to successful job performance.

RULE ITI. CLASSIFICATION

Sec. 1.  Preparation of Plan: The City Manager, designated Personnel Director,
or a person or agency employed for that purpose, shall ascertain and record the
duties and responsibilities of all positions in the competitive service and shall
recommend a classification plan for such positions. The classification plan
shall consist of classes of positions in the competitive service defined by
class specifications, including the title. The classification plan shall be

so developed and maintained that all positions substantially similar with
respect to duties, responsibilities, authority, and character of work are
included within the same class, and that the same schedules of compensation

may be made to apply with equity under similar working conditions to all
positions in the same glass.

Sec. 2. Adoption, Amendment and Revision of Plan: The classification plan
shall be adopted by the City Manager and may be amended from time to time.
During the process of consideration, any recognized employee organization
affected shall be advised. Amendments and revisions of the plan may be
suggested by any interested party, including any recognized employee
organization, and shall be submitted to the City Manager.

Sec. 3. Allocation of Positions: Following the adoption of the classification
plan and consultation with any recognized employee organization affected, the
City Manager or designated . Personnel Director shall allocate every position in
the competitive service to one of the classes established by the plan.

Sec. 4. New Positions: A new position shall not be created and filled until
the classification plan has been amended to provide therefor and an appropri-
ate employment 1ist established for such position.




Sec. 5. Reclassification: Positions, the assigned duties of which have been
materially changed by the city so as to necessitate reclassification, whether

new or already created, shall be allocated by the City Manager or designated
Personnel Director to a more appropriate class. Reclassifications shall not be
used for the purpose of avoiding restrictions concerning demotions and promotions,
nor to effect a change in salary in the absence of a significant change in
assigned duties and responsibilities.

RULE IV. APPLICATION AND APPLICANTS

Sec. 1. Announcement: All examinations for classes in the competitive

service shall be publicized by such methods as the City Manager or the designated
Personnel Director deem appropriate. Special recruiting shall be conducted,

if necessary, to insure that all segments of the community are aware of the
forthcoming examinations. The announcements shall specify the title and pay

of the class for which the examination is announced; the nature of the work of
the class; the manner of making application; and other pertinent information.

Sec. 2. Application Forms: Applications shall be made as prescribed on the
examination announcement. Application forms shall require information
covering training, experience, and other pertinent information, and may
include certificates of one or more examining physicians, references, and
fingerprints. A1l applications must be signed by the person applying.

Sec. 3. Disqualification: The City Manager or designated Personnel Director

may reject any application which indicates on its face that the applicant does not
possess the minimum qualifications required for the position. Applications may be
rejected if the application indicates facts that show that the applicant is
physically or psychologically unable to perform the job applied for, and no
reasonable accommodation can be made for such disability; is addicted to the
habitual excessive use of drugs or intoxicating liquor; has made any false
statement of any material fact, or practiced any deception or fraud in an
application. MWhenever the application is rejected, notice of such rejection

shall be mailed to the applicant by the City Manager or designated Personnel
Director. Defective applications may be returned to the applicant with notice

to amend the same, providing the time 1imit for receiving applications has not
expired. '

Sec. 4. Criminal Conduct - Ineligibility For Employment: Conviction,

including pleas of guilty and nolo contendere, of a felony within seven (7) years
of application for employment shall be prima facie disqualification of an applicant
for employment; provided, however, that the appointing authority may disregard

such conviction if it is found and determined by such appointing authority that
mitigating circumstances exist. In making such determination, the appointing
authority shall consider the following factors:

(a) the classification, including sensitivity, to which the person is
applying or being certified and whether the classification is
unrelated to the conviction;

(b) the nature and seriousness of the offense;

(c) the circumstances surrounding the conviction;

(d) ~ the Tength of time elapsed since the conviction;



(e) the age of the person at the time of conviction;

(f) the presence or absence of rehabilitation or efforts at
rehabilitation;

(g) contributing social or environmental conditions.

An applicant who is disqualified for employment under this section may appeal
the determination of disqualification. Such appeal shall be in writing and
filed with the City Manager within ten (10) days of the date of the notice of
disqualification. The City Manager shall hear and determine the appeal within
ninety (90) days after it is filed. The determination of the City Manager on
the appeal is final.

Nothwithstanding the foregoing, an applicant for a peace officer position shall
be automatically disqualified, without right of appeal, from employment if the
applicant shall have been convicted of a felony, regardless of the length of
time between such conviction and the application for employment.

RULE V.  EXAMINATIONS

Sec. 1. Examination Process: The selection techniques used in the examina-
tion process shall be impartial and relate to those subjects which, in tie
opinion of the City Manager or designated Personnel Director, fairly measure
the relative capacities of the persons examined to execute the duties and
responsibilities of the class to which they seek to be appointed. Examina-
tions shall consist of selection techniques which will fairly test the
qualifications of candidates such as, but not necessarily Timited to,
achiévement and aptitude tests, other written tests, personal interview,
performance tests, physical agility tests, evaluation of daily work
performance, work samples, medical tests, psychological tests, successfyl
completion of prescribed training, or any combination of these or other tests.
The probationary period shall be considered as a portion of the examination
process. Examinations shall be designed to provide equal opportunity to all
candidates by being based on an analysis of the essential requirements of
the class, covering only factors related to such requirements.

Sec. 2.  Promotional Examinations: Promotional examinations may be conducted
whenever, in the opinion of the City Manager or designated Personnel Director,
the needs of the service require. Promotional examinations may include any of
the selection techniques menticned in Section 1 of this rule, or any combination
of them. Only regular or probationary employees who meet the requirements set
forth in the promotional examination announcements may compete in promotional
examinations.

Sec. 3. Continuous Examination: Open-competitive examinations may be
administered periodically for a single class as the needs of the service
require. Names shall be placed on employment lists, and shall remain on such
lists, as prescribed in Rule VI.




Sec. 4. Conduct of Examination: The City Manager, with the authorization of

the City Council, may contract with any competent agency or individual for the
preparing and/or administering of examinations. In the absence of such a contract,
the City Manager or designated Personnel Director shall see that such duties

are performed. The City Manager or designated Personnel Director shall arrange
for the use of public buildings and equipment for the conduct of examinations.

Sec. 5. Notification of Examination Results and Review of Papers: Each
candidate in an examination shall be given notice of the results thereof, and
it successul, of the final earned score and/or rank on the employment list.

A1l candidates shall have the right to inspect their own test answer sheet

within five working days after the notifications of examination results. Any
error in computation, if called to the attention of the City Manager or designated
Personnel Director within this period, shall be corrected. Such corrections

shall not, however, require invalidation of appointments previously made.

RULE VI. EMPLOYMENT LISTS

Sec. 1. Employment Lists: As soon as possible after the completion of an
examination, the City Manager or designated Personnel Director shall prepare
and maintain an employment list: consisting of the names of candidates who
qualified in the examination.

Sec. 2. Duration of Lists: Employment 1ists other than those resulting from
a continuous examination shall remain in effect until exhausted or abolished
by the City Manager.

Open-competitive lists created as a result of continuous examinations shall
remain in effect for not more than one year after the last administration of
the examination, unless sooner exhausted or abolished. Names placed on such
Tists may be merged with any others already on the list.

Sec. 3.  Removal of Names From List: The name of any person appearing on an
employment, re-employment or promotional 1list shall be removed by the City
Manager or designated Personnel Director if the eligible requests in writing
that the name be removed or if the eligible fails to respond to a notice of
certification mailed to the last designated address. The person affected

shall be notified of the removal of the name by a notice mailed to the last
known address. The names of persons on promotional employment Tists who resign
from the service shall automatically be dropped from such lists.

RULE VII. METHOD OF FILLING VACANCIES

Sec. 1.  Types of Appointment: A1l vacancies in the competitve service shall

be filled by transfer, demotion, re-employment, reinstatement, or from

eligibles certified by the City Manager or designated Personnel Director from

an appropriate employment 1ist, if available. In the absence of persons eligible
for appointment in these ways, provisional appointments may be made in accordance
with these personnel rules.




Sec. 2. Notice of Vacancy: If a vacancy in the competitive service is to

be filled, the appointing power shall notify the City Manager or designated
Personnel Director in the manner prescribed. If there is no re-employment list
available for the class, the appointing power shall have the right to decide
whether to fill the vacancy by reinstatement, transfer, demotion, appointment
from a promotional employment Tist, or appointment from an open employment list.

Sec. 3. Certification of Eligibles: If the appointing power does not
consider it in the City's best interest to fill the vacancy by reinstatement,
transfer, or demotion, or if it is not possible to fill the vacancy by
re-employment, certification shall be made from an appropriate employment
1ist, provided eligibles are available.

When the appointing power requests a vacancy be filled by appointment from a
promotion employment Tist or from an open employment list, the City Manager or
designated Personnel Director should certify from the specified 1ist the names
of all individuals willing to accept appointment. Whenever there are fewer than
three names of individuals willing to accept appointment on a promotional
employment Tist or on an open employment 1ist, the appointing power may make an
appointment from among such eligibles or may request the City Manager or
designated Personnel Director to establish a new Tist. When so requested,

the City Manager or designated Personnel Director shall hold a new examination
and establish a new employment 1ist.

Sec. 4.  Appointment: After interview and investigation, the appointing power
shall make appointments from among those certified, and shall immediately

notify the City Manager or designated Personnel Director of the persons appointed.
The person accepting appointment shall report to the City Manager or designated
Personnel Director or other designated vrepresentative, for processing on or
before the date of appointment. If the applicant accepts the appointment and
reports for duty within such period of time as the appointing authority shall
prescribe, the applicant shall be deemed to be appointed; otherwise, the applicant
shall be deemed to have declined the appointment.

Sec. 5. Provisional Appointment:. In the absence of there being names of
individuals willing to accept appointment from appropriate employment lists, a
provisional appointment may be made by the appointing authority of a person
meeting the minimum training and experience qualifications for the position.
Such appointment may be made during the period of suspension of an employee

or pending final action on proceedings to review suspension, demotion or
discharge of an employee, and such vacancy may be filled by the appointing
authority subject to the provisions of this ordinance and the personnel rules.
A provisional employee may be removed at any time without the right of appeal
or hearing. No provisional appointment shall exceed six months.

A provisional appointee shall accrue the same benefits as probationary
employees. If a provisional appointee is selected for a full-time position
with the city, the time served as a provisional appointee shall be counted as
time toward the fulfillment of the required probationary period.

No special credit shall be allowed in meeting any qualifications or in the
giving of any test or the establishement of any open-competitive promotional
lists, for service rendered under a provisional appointment.



RULE VIII. PROBATIONARY PERIOD

Sec. 1. Regular Appointment Following Probationary Period: A1l original and
promotional appointments shall be tentative and subject to a probationary
period of not less than six (6) months, actual probationary service period to
be determined for each class by the City Manager. The appointing authority
may extend such probationary period up to six additional months. The City
Manager or designated Personnel Director shall notify the appointing authority
and the probationer concerned two weeks prior to the termination of any
probationary period. If the service of the probationary employee has been
satisfactory to the appointing authority, then the appointing authority shall
file with the City Manager or designated Personnel Director a statement in
writing to such effect and stating that the retention of such employee in

the service is desired. If such a statement is not filed, the employee will
be deemed unsatisfactory and his employment terminated at the expiration of
the probationary period. Where a statement of satisfactory service has not
been filed, notice of the termination shall be served upon the terminated
employee by the City Manager or designated Personnel Director after the
expiration of the selection period.

Sec. 2. Objective of Probationary Perjod: The probationary period shall be
regarded as a part of the selection process and shall be utilized for closely
observing the employee's work and for securing the most effective adjustment
of a new employee to his position.

Sec. 3. Rejection of Probationer: During the probationary period, an
employee may be rejected at any time by the appointing power without cause
and without the right of appeal. Notification of rejection by the appointing
authority shall be served on the probationer.

Sec. 4. Rejection Following Promotion: Any employee rejected during the
probationary period following a promotional appointment, or at the conclusion
of the probationary period by reason of failure of the appointing power to
file a statement that the employee's services have been satisfactory shall be
reinstated to the position from which the employee was promoted unless charges
are filed and the employee is discharged in the manner provided in the
Personnel Ordinance and these rules for positions in the competitive service.
If there is no vacancy in such position, the employee may request to be placed
on a re-employment list.




RULE IX. TRANSFER, PROMOTION, DEMOTION, SUSPENSION AND REINSTATEMENT

Sec. 1. Transfer: No person shall be transferred to a position for which
that person does not possess the minimum qualifications. Upon notice to the
City Manager or designated Personnel Director, an employee may be transferred
by the appointing power or designee at any time from one position to another
position in a comparable class. For transfer purposes, a comparable class is
one with the same maximum salary, involves the performance of similar duties,
and requires substantially the same basic qualifications.

If the transfer involves a change from one department to another, both
department heads must consent thereto unless the City Manager orders the
transfer. Transfer shall not be used to effect a promotion, demotion, advance-
ment, or reduction, each of which may be accomplished only as provided in the
Personnel Ordinance or these Rules.

Sec. 2. Promotion: Insofar as consistent with the best interests of the

service, all vacancies in the competitive service shall be filled by promotion

from within the competitive service, after a promotional examination has been given
and a promotional Tist established.

If, in the opinion of the City Manager or the designated Personnel Director, it
is in the best interests of the municipal service, a vacancy in the position may
be filled by an open-competitive examination instead of promotional examination,
in which event the City Manager or designated Personnel Director shall arrange
for an open-competitive examination and for the preparation and certification

of an open-competitive employment Tist.

sec. 3. Demotion: The appointing power may demote an employee whose ability
to perform the required duties falls below standard, or for disciplinary
purposes. Upon request of the employee, and with the consent of the appointing
power, demotion may be made to a vacant position. No employee shall be demoted
to a position for which the employee does not possess the minimum qualifications.
Disciplinary demotion action shall be in accordance with Rule X hereof.

Sec. 4. Suspension: The appointing power may suspend an employee from a
position at any time for a disciplinary purpose. Suspension without pay shall
not exceed thirty calendar days, nor shall any employee be penalized by
suspension for more than thirty calendar days in any fiscal year. Department
heads may suspend a subordinate employee for not more than three working days at
any one time, and not more than once in a period of thirty calendar days, except
as provided for in the "Supervisor's Guide to Disciplinary Procedures® contained
in Policy Statement No. 100-11. Intended suspension action shall be reported
immediately to the City Manager or designated Personnel Director, and shall be
taken in accordance with Rule X hereof.

Sec. 5. Reinstatement: With the approval of the appointing power, a regular
employee or probationary employee who has completed at least six months of
probationary service and who has resigned with a good record may be reinstated
within two years of the effective date of resignation, to a vacant position in
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the same or comparable class. Upon reinstatement, the employee shall be
subject to the probationary period described for the class. No credit for
former employment shall be granted in computing salary, vacation, sick leave,
or other benefits except on the specific recommendation of the appointing
authority at the time of reinstatement.

RULE X.  DISCIPLINARY ACTION

Sec. 1. Policy: Prior to the suspension, demotion, reduction in pay, or
discharge of a regular employee for disciplinary purposes, the procedure set
forth in this Rule and the Policy Statement entitled "Supervisor's Guide to
Disciplinary Action" shall be complied with.

Sec. 2. MWritten Notice: Written notice of the proposed disciplinary action
shall be given to the employee. Such notice shall include a statement of the
reason(s) for the proposed action and the charge(s) being considered.

Sec. 3. Employee Review: The employee shall be given an opportunity to
review the documents or materials upon which the proposed disciplinary action
is based, and, if practicable, the employee shall be supplied with a copy of
the documents.

Sec. 4.  Employee Response: In all cases of proposed disciplinary action other
that Short Term Suspension, and within five (5) working days after the employee
has had the review opportunity provided above, the employee shall have the

right to respond, orally or in writing, at the employee's option, to the
appointing authority concerning the proposed action.

Sec. 5. Relief of Duty: Notwithstanding the provisions of this Rule, upon

the recommendation of the department head or the designated Personnel Director,
the City Manager may approve the temporary assignment of an employee to a status
of lTeave with pay pending conduct or completion of such investigations or
opportunity to respond as may be required to determine if disciplinary action

is to be taken.

Sec. 6.  Appeal: Regular employees may appeal disciplinary actions to an
administrative hearing before the City Manager by filing a written request
with the City Manager within five (5) days of the imposition of the action.

Further appeal may be made by a regular employee to the City Council by filing

a written request for such appeal with the City Clerk within five (5) days of
the findings of the administrative hearing held by the City Manager.

RULE XI. LAYOFF POLICY AND PROCEDURE

Sec. 1. Statement of Intent: Whenever, in the judgment of the City Manager,
it becomes necessary to abolish any position or employment, the employee
holding such position or employment may be laid off or demoted without
disciplinary action and without the right of appeal.

Sec. 2. Notification: Employees to be laid off shall be given, whenever
possible, at least fourteen (14) calendar days prior notice.




Sec. 4. Employee Rights: An employee affected by layoff shall have the right
to displace an employee in the same department who has less senority in a
Tower class in the same class series or in a lower classification in which the
affected employee once had permanent status. For the purpose of this section
and Section 5, seniority includes all periods of full-time service at or above
the classification level where layoff is to occur.

Sec. 5. Seniority: In order to retreat to a former or lower class, an
employee must have more senority than at least one of the incumbents in the
retreat class and request displacement action in writing to the City Manager
or designated Personnel Director within five (5) working days of receipt of
notice of layoff.

Employees retreating to a Tower or similar class shall be placed at the salary
step representing the Teast loss of pay. In no case shall the salary be
increased above that received in the class from which the employee was laid off.

Employees retreating to a Tower or similar class shall serve a probationary period
in the new class unless they have previously successfully completed a
probationary period in the class or a class in the class series.

Sec. 6. Employment Status: 1In each class of position, employees shall be
Taid off according to employment status in the following order: temporary,
provisional, probationary and regular.

Temporary, provisional and probationary employees shall be Tajd off according
to the needs of the service as determined by the appointing authority.

In cases where there are two or more permanent employees in the class from
which the Tayoff is to be made, such employees shall be laid off on the basis
of the last evaluation rating in the class, providing such rating has been on
file at Teast thirty (30) days and no more than twelve (12) months prior to
layoff as follows:

First, all employees having ratings of “"improvement needed;" Second, ail
employees having ratings of "competent;", Third, all employees having
ratings of "satisfactory;", Fourth, all employees having ratings of "outstanding.”

Employees within each category shall be laid off in inverse order of seniority
in City service.

Sec. 7. Re-employment List: The names of persons laid off or demoted in
accordance with these rules shall be entered upon a reemployment 1ist. Lists
from different departments or at different times for the same class of

positon shall be combined into a single 1ist. Such list shall be used by
every appointing authority when a vacancy arises in the same or lower class of
position before certification is made from an eligible 1ist.

Sec. 8. Duration of Re-employment List: Names of persons laid off shall be
carried on a reemployment 1ist for one year, except that persons appointed to
permanent positions of the same level as that which laid off, shall, upon such
appointment, be dropped from the list. Persons who refuse reemployment shall
be dropped from the 1ist. Persons reemployed in a lower class, or on a
temporary basis, shall be continued on the 1ist for the higher positions for
the one year.




RULE XII.  SEPARATION FROM THE SERVICE

Sec. 1. Discharge: An employee in the competitive service may be discharged
at any time by the appointing power. Whenever it is the intention of the
appointing power to discharge an employee in the competitive service, the

City Manager or designated Personnel Director shall be notified. Disciplinary
discharge action shall be taken in accordance with Rule X.

Sec. 2. Resignation: An employee wishing to leave the competitive service in
good standing shall file with the appointing authority a written resignation
stating the effective date and reasons for leaving at least two weeks before
lTeaving the service, unless such time Timit is waived by the appointing

authority. A statement as to the resigned employee's service performance and

other pertinent information shall be forwarded to the City Manager or designated
Personnel Director. Failure to give notice as required by this rule shall be cause
for denying futher employment by the City.

RULE XIIT. ADMINISTRATIVE LEAVES, REPORTS AND RECORDS

Sec. 1. Attendance: Employees shall be in attendance at their work in
accordance with the rules regarding hours of work, holidays and leaves. All
departments shall keep daily attendance records of employees which shall be
reported to the City Manager or designated Personnel Director in the form and

on the dates he shall specify. Failure on the part of an employee, absent
without leave, to return to duty within 24 hours after notice to return shall be
cause for immediate discharge, and such employee automatically waives all rights
under the personnel ordinance and these rules. The depositing in the United
States mail of a first class letter, postage paid, addressed to the employee's
Tast known place of residence shall be reasonable notice.

Sec. 2. Military Leave: Military leave shall be granted in accordance with
the provisions of state lTaw. A1l employees entitled to military leave shall
give the appointing power an opportunity within the Timits of military
regulations to determine when such leave shall be taken.

Sec. 3.  Leave of Absence Without Pay: The City Manager, in his unrestricted
discretion, may grant a regular or probationary employee leave of absence
without pay or seniority for a period not to exceed three months. After three
months, the Teave of absence may be extended if so authorized. No such leave
shall be granted except upon written request of the employee, setting forth
the reason for the request, and the approval will be in writing. Upon
expiration of a regularly approved leave or within a reasonable period of time
after notice to return to duty, the employee shall be reinstated in the
position held at the time leave was granted. Failure on the part of an
employee on leave to report promptly at its expiration, or within a reasonable
time after notice to return to duty, shall be deemed to be discharged. The
depositing in the United States mail of a first class letter, postage paid,
addressed to the employee's last known place of residence, shall be reasonable
notice.

Department heads may grant a regular or probationary employee leave of absence
without pay for a period not to exceed one calendar week. Such leaves shall be
reported to the City Manager, or designated Personnel Director, in writing.
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Sec. 4. Jury Duty: Every classified employee of the City who is called or
required to serve as a trial juror, upon notification and appropriate
verification submitted to his/her supervisor, shall be entitled to be absent
from his/her duties with the city during the period of such service or while
necessarily being present in court as a result of such call. The employee's
normal pay shall be Towered by the amount of pay received for jury duty.

Sec. 5. Personnel Records: The City Manager or designated Personal Director
shall maintain a service or personnel record for each employee in the service
of the city showing the name, title of positon held, the department to which
assigned, salary, changes in employment status, and such other information

as may be considered pertinent.

Sec. 6. Change-of-Status Report: Every appointment, transfer, promotion,
demotion, change of salary rate, or any other temporary or permanent change in
status of employees shall be reported to the City Manager or designated
Personnel Director in such manner as may be prescribed.

RULE XIV. VIOLATIONS

Sec. 1. Violation of Rules: Violations of the provisions of these rules
shall be grounds for rejection, suspension, demotion, dismissal, or other
disciplinary action.

PASSED, APPROVED AND ADOPTED THIS 8th day of June, 1987, by the
following vote.

AYES: 5 (Mayor Owens, Couucilmen Burkett, Giese, Lopez, Moody )
NOES: 0
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cinting  authority,  without  pay, for up to vhiety (30) days,

: el or ¢ wmrged  Tor the good of the servics, dizsoiplinary
ourposes, of for othase just oause.

B

Grounds for Msciplinary Action:

fhe grounds for disciptinary action shall dneluds, but are not
Timited o

AL Fraud dn securing employment
7. Incompetency or cinabd ity to perform wopk satisfactoriiy.

G, Ineffioianny.

(1, Inexcusable neglect of duty,

=, Insubordinst

B Nshonssty,

G, Intoxdo

under the influence of drugs.

woiotieon of 5 Faelony or migdsmsanon,
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ent of the sublio or other annlovees,

LI TEOL s T

S WiV TFuT ddsrabedienne,

. i

. Misusea, theft, damags or destruntion of

ol Habitusl tardinsssg,

B Abugse of leave priviies

with opr without

Q. Vighation of safety rules

P, Falatfioation of records,

fe ity driving recard,

T Violation of departmental or City rules and regulations,

U, Other failure of good behovior sither durdng or outsids :
duty  hours which s of such a reture that 1t causes discredis
e the Oty o Blg empTovment

W, Ay other

e

3, raseiplinary Procedure:

Prior  to suspension, demotion or dismissal of a permanent emploves
in the City service for disciplinary  purposes, the following

A Wrditten Notiose of  Proposed  Action: Written notioe of the
ooy fmciplinary  action shall be givern to the smplovee,

eopcmadd o

IR

- s=hsll inciude o
i, & statement  of  the resson(s)
satiorn, and the ob Pedesrad

2

= Emoloyes  Reyiow:
T e aw
g Tirnary  aotion s based,
supn Hied with a copy of the doo

and  the  emoloves
SRS
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afrer ths
thea

Wtk Five (53
The peview opRoRT
tify the department
oro i wWriting, o

o1ty

ez
o thes  appair

i1, Hepragentation: In  the pre-discipl %warp

O Y C:@% Iy =

amplovess may  be  represented by

employes  group undsr whoge ﬁﬁnﬂm«&nanfxmﬁ i

ey s

emploves’ s olaseifioation falls

Writtern Notdeoe of  Final Action: AFrer considerstion of the
; ragnonsa, or in the absencs of a regoonge, written

the  notd 3
@xa@pﬁ that s loyes s Formal mﬁp@’;
sraved,

s

Emergencies: When, in tThe opindon of the Deoartment Hesd,
smmeiiatre disciolinary action de required, the smoloves may

be suspended, without pay, for up 1o Five (5) dave rerding

the processing of the notices reguwired in Seotdon 2 of this
rute or o may be suspended with pay pending conduct on

aompletion of such Cinvestioationg op hearings as mey ba

aoirad to determine 1F diascioTirary aotion g to be talken.

I the event the dnvestigation develops in the favor of the

mmn lOves or the notioss ars not processed, the employes
uspended without pay shall be entitled to reinstatement with

Full back pay ared benefits,

SBuspension Appesls:  In the event a 9@%mxﬁ@ﬁf amts loyes iR
the ity service s susoended, be may file a wr%??mm r -
the ity Clerk  for &  hear o o Thes wedt
L Fided  within  Five dave afrer the
amp loves's recsint of The notios of susos

b

The bt «%ﬁ?ﬁ
before  the Uit i ‘
SAMG IEANTET A% ?hﬁm& hﬁ d in the osse mf e mﬁmma% et ﬁ@mﬂf?ﬂm m?
@ OVees The ity Councdl she prement s whitten o
in the avent the employes 9z found to bave been suspsnd

\/-v";

ust oause,  he shall be dmmediately restored o his pogition and
57 “F ES

shall be entitied to ks reguisr pay for the period during wh
) stimpsncead The decision of the Oty

Fina

wion of an emploves, or perding Final aotdion
o procesdings to review a suspension, demotion, or dismiezal of
ar amployes  The wvacancy  oreated may be F177ad by the apoointing

HRMERT mmav [ I f@mﬁﬁﬁ?ﬁf mmmm%mfmmnr

fharing the susoen
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Dmmotion or [Mscharge Appeais:  Any psrmanent emploves
e bheen demoted or diachs
working davs atrer the emp ;{’)‘s!ﬁm@”’” pacetipt of
oy or dischargs, £y t?ﬁ{éme?f%:nd with
review such

ity mareios who From ofFios

withvin

wamsting Th s

ar iz E"*E wirce, i which caze @ erk sball, without

rartmEnt M regusst  and  The

é@i&yf ﬂﬁ“ﬁ?y e Ie g
Department Head shall, wivthout delsy, Fle a ooy of

i

%nﬁ ?h@ arawer  of the emoloyes, voosther  with

b presided Tor dn these rulss and regulstions

11 held » h&%rwa& At which tTime 4t

The ity en ey |

:

haar evidencs Tor and asgainst the agorieved party,

I any ¢
Conined mh&?é Fove fh@ nower To axaming witnesses under oath and
oompel their attendances, or the production of evidence, before 4t
by subnoenas  Cssued  In the nams of ; &tt@ﬁ?@d by the
ity Cherd, It sbwll be the duty of ths zh?ﬂ% of Polioe to oausse
#11T  such subposnas to be served,  and  refuss’ of a ﬁ?“? Wy T
srtvend,  or to  testify, €dn answer to such subnoens, shall subject
such  person To prosecution  dn the same manner as set Tﬁﬁ?ﬁ %mﬁ
Fatlure to appsar before the
desumd by the  Council. The ity Clark g
admindgter osths o withosses,

s heardng s oonducted,  the (Mty

et 1 oin respongs To A ’“Uf"{f}{‘)ﬁ?@%’“’!&‘%
w il heve the power to

ATT Findings  shall be based solsly on evidence presentesd ar
the hearing.  Wreitten conclusions of findings by the ity Councd
shall  be rendered within ten (10} working dave after the matter s
submitte 3 ]

Such  findings  and  conclustions of  the City Councdl
ahall be final and effective on the date rendering.

In THeu of Suspension:  Department Heads may, In THeu of

%UQﬂﬁﬁQtﬂﬁ Hllow = subordinate ennioyss to voluntarily rwwémquﬁgh
their dave off Ffor a period of not more then three (3) days,
Vﬂ?mw approna |l shall bae reosdved from the Chedrmen Qf The
mpittes  of the 9ty Council bhaving supervision of the d%m%w?mmﬁf
ﬁﬁ wivich  the amploves g emploved, Ay sy my@m vm!Uﬁ?~§ Ty
A &w%nﬁ o such  relinocishment shall agree o owr or & Form

To e furnis by the [

P tmenT Hemd

The  wvoluntary  relipourizbment of  dave  off s
racuiarly  assigned  dave ofF, No relinouishment of vacation :
op compenaatory  tima off  will be  allowsd, Moy wamcatiory  or
sompensatory Timg of T owil] be allowsd durdng the penalty period.
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ARTICLE XI - LAYOFF POLICY AND PROCEDURES

.mi%v wor A oosition no Tongse exig 2
st any pogition or empioyvment may be Tadd off or demoted
wrirhout oised ;’) }r’m;’*u metier and without the r**zrxh‘ o3

appea |

20



