
A BILL FOR AN ORDINANCE ADOPTING ) 
PERSON:tl""EL RULES AS THE ADMINISTRATIVE ) 
POLICY GOVERNING CI TY EMPLOYEES, AND ) 
ESTABLISHING AND REGULI-\ TING THE SALARIES, ) 
COMPENSATION AND EMPLOYMENT REQUIRE:MENTS, ) 
PRACTICES, CLASSIFICATIONS, PAY, DISCIPLINE) 
AND OTHER PERTINENT MATTERS; AND DECLARING ) 
AN EMERGEI'rCY. ) 

ORDINANCE BILL NO. !J 
for 1966 

ORDINANCE NO. ):J..o3 

BE IT ORDAINED BY THE PEOPLE OF THE CITY OF LEBANON: 

The rules, definitions, regulations, practices, prohibitions, 

classifications and salaries of, for, by, and governing city 

emplo:yment and employees, shall be as follows: 

/3 
Sectl o. t . Inasmuch as the provisions of this Ordinance 

are necessary for the immediate preservation of the peace, health 

and safety of the people of the City of Lebanon, an emergency is 

hereby declared to exist, and this Ordinance shall be in full 

force and effect immediately upon its passage by the Council and 

approval by the Mayor. 

Passed by the Council and approved by the Mayor this 1st day 

of February, 1966. 

ATTEST: 



PERSONNEL RULES . ~OR CJTY OF LEBANON, ~EGON 

SECTION I DEFINITIONS 

I. Permanent Employee & Officers: 
An employee who has worked in a ful I time position for 12 months of continuous 
service either on a monthly salary or hourly wage. If a permanent employee 
is terminated for reasons not discreditable to him, and he is reemployed within 
6 months, he shal I be reinstated as a permanent employee. 

2. Probstionary Employees: 
An employee who is hired for a ful I time position and who has not completed 
the probationary period of 12 months. 

3. Intermittent Employee: 
An employee who is hired for a season's work only and/ or who has no fixed 
number of hours to work per week. 

4. Temporary Employee: 
An employee who is hired for less than a 12 month period. This classification 
shal I include those who work ful I time on assignments of nonrecurring nature 
and those who work part time less than 12 months. 

5. Personnel Committee: 
Means a coomittee appointed by the Mayor with the approval of the common council 
whose membership ~hal I be - two councilmen and one lay member whose normal work 
encompasses personnel practices. 

SECT I ON I I EMPLOYMENT REQUIREMENTS 

I. Application of Rules: 
The personnel rules and regulations shal I apply to al I employees of the City 
of Lebanon. Al I appointments shal I be made solely on merit, efficiency, fitness 
and impartial investigation. 

2. Qualifications: 
To qua Ii fy for employment with the City of Lebanon applicants must be 
citizens of the United States of America, or must have filed application for 
citzenship. There wil I be no discrimination as to race, color or creed. 

3. ~dence: 
Preference shal I be given those applicants I iving inside the City of Lebanon 
and who have equal qualifications. Employees I iving outside the city I imits 
wil I not be al lowed to I ive at such a distance from the city as to seriously 
impair their accessibility in case of emergency need of their services. 

4. family Relationshi_J?: 
Upon the effective date of this Ordinance no person may be an appf icant 
for permanent employment with the City of Lebanon: 

I. Who is a member of the irrmediate family (Mother, father,brother, 
sister, son, daughter or their respective spouses) 

A. Of the appointing power 
B. 0 f the Mey or or Corrmon Counc i I 

2. For a position in the same department in which there is already 
an employe who is a member of his irrrnediate family. 

An exception to this regulation could be made with the approval of the 
de par tmen t head, personne I corrm i 1· tee and the Corrmon Counc i I. 



SECTION I I I ATTENDANCE 
I . Hours of \'fork: 

Each department head shal I establ i°sh and submit i·o the personnel corrmittee 
a schedule of regular working hours for his department. 

2. Hof i days: 
Holidays shal I be New Years Day, Memorial Day, Independence Day, Labor 
Day, Veterans Day, Thanksgiving Day and Christmas. Compensatory time 
off shall be allowed for work done on holidays by permanent and 
probationary employees. The compensatory time off must be within 90 days 
of i"he holiday worked. However when equal time off is impractical the 
personnel commitiee may approve t:-:e employees recieving an additional 
days pay,(8 hours} for the holiday worked. Intermittent and temporary 
employees shal I receive no compensation for holidays on which they do 
not work, but if worked they shal I receive compensation. Holidays which 
occur during vacation or sick leave shal I not be charged against such leave. 

3. Absence without leave: 
Any unauthorized absence of an employee from duty shal I be deemed to be 
absence without pay and may be made grounds for disc ip linary action by 
the department head. Any employee who absents himself for two 
consecutive days without authorized leave shal I be deemed to have resigned. 
Such absence may be covered however, by the department head by subsequent 
grant of leave with or without pay when extenuating circumstances are 
found t o have existed. 

LEAVES OF ABS ENCE 

SEC-1-I ON IV 
I. Authorization for Leave: --------- ------·-No leave of absence with or without pay shal I be granted unless a request 

on the prescr i bed form is submitted by the employee and approved by the 
depari·menr head and/ or Personnel Corrmit t ee in accordance with these 
rules. Approval of l e ave shall be obtained prior to the beginning of Leave 

periods, except as may be o t herwise provided in these rules, and no payments 
for leave of absence shal I be made until Leave has been properly approved. 

2. Vacation Leave: 
A. General Polic\~: Ii is the intent of the c'i'ty, that all full ti me 

appoin·i·ive officers and employees shall be entitled to a vacation 
from duty and service with pay after 12 months of continuous work for 
the city, and that said vacation be taken annually by al I permanent 
employees. Vacation shal I be taken at such time in the case of heads 
of departments, as the Personnel Committee may approve; and in the case 
of the other ful I time employees entitled thereto, as the heads of 
their respec t ive de partmen t s may approve. 

B. AMOUM2_: lntermitteni, h?mporary and probationary employees shall not 
be eligible for vacai· ion, but if later qualified as a permanent 
emploiee, they shal I be credited with one week vacation from the date 
i~itial ly beginning 12 months continuous service. Ful I time employees 
wi !h more than one year but less than 10 years service shat I be 
credited with two weeks vacation. Empl oyees with more than 10 years 
s ervice shal I be cre di te d with three weeks vacation. 

C. A_~c_u_m~l~tion__£f__J(_~c.-9..tion: Vaca1· ions shall be i·aken yGarly except where 
unusual circumstances prohibit. In these cases, vacation time may 
accrue to a maximum of ~hree weeks wit h the approval of the personnel 
commi ; .. ;·ee . and ·i·h0:1 vaca i· ions shall be scheduled as soon as practicable. 

2 



3. 

D. tment heads shal I establish staff schedules 
to prov de vacat on leave for employees at regular annua• ~eriods, 
and employees shal I take· on leave at the time scheduled. Such 
schedules may be amended by the tment head to meet work ies 
or grant requests of individual employees. In establishing regular 
schedules, d0partment head shal I give due consideration to the desires 
of individual em~loyees within I imits of work irements of the 
department, Holidays which occur during vacation shall not be charged 
against such leaves. 

E. ti An employee who terminates during the 
twelve moni"hs his employment shal I not be entitled to 

vacation leave. Those employees who have (I J served an initial twelve 
month period, 12) qua! ified as a permanent employee, and (3) are 

i-ed from the cih/ in standing, shall be entitled to payment 
of accrued vacaiion leave upon recommendation of the department head 
and/ or personnel corrmiitee. In no case shal I "the payment be for more 
than three we:ks. In case of death, compensation for accrued vacation 
leave shal I be paid in the same manner that salary due to the decedent is 
paid. 

cy: Sick leave shal I be granted for the fol lowi reasons: 
I I ) Persona I i I I ness or physical incapacity resu It i ng from causes beyond 
the employee's control; (2) enforced quarantine of the employee in 
accordance wii"h community heal i·h regulations. An employee on sick leave 
shal I inform his imrnediai·e superior of i·he fact and the reason therefor 
forthwith, and failure :o do so rra~' be cause for denial of sick leave 
with pay for the period of absence. Absence for a fraction or a part of 
of a dav ~hat s chargeable to sick leave in accordance with those 
provisions shal I be charged proportionately in an amount not smal fer than 
one half of a day. Hali and other normal days off during the week 
shal I not be ed against sick leave. Normally sick leave with pay 
in excess of three consecutive working for reasons of personal 
i I lness or ical incapacity shal I be granted only after presentation 
of a written statement by a reputable physician certifying that the employees 
conditions prevented him from performing the duties of his position. 
However, the Department Head and /or Personnel Committee may require said 
ceriificate for sick leave taken under three days. A Ful I time employee 
who is terminaied from his position for reasons that are no1· discreditable 
to him may if reappointed within six months, have available for his necessary 
use any unused sick leave existing at the time of his termination. 
However, if the employee resigns on his own volition, and is reappointed, 
he shal I not be credited with his previous unused sick leave at the time 
of his resignation. Under no circumstance shal I any employee who is 
terminating employment be paid For any accrued sick leave. 

8. : No sick leave shal I be granted at termination of employment 
for reasons of preqnancy. 

C. Sick leave with pay shal J accrue at the rate 
of leave for each ful I calendar month of the employee's 
service and any leave accrued in any year shal I be accumulative for 
succeeding years up to a maximum of ninety working loyees who 
an: 0ranied a leave of absence wiih pay for any purpose shal I continue 
to accrue sick l2ave at ih2 regularly prescribed rate. Al I sick leave 
wil I accrue at ~he above rate, and wi I I be accumulai"ed to 90 Each 

of sick leave shal I be consi·rucd to be the equivalent of a regular 
0 hour \Jork 1 no 
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D. Probationary Employees: Probat.ionary employees shal I be, eligible 
for 12 days of paid sick leave after completing 12 calend~r -months 
of continuous employment~. Thereafter they shal I accrue sick leave 
a1· i·he rate of I working day pe·r calendar month worked not exceeding 
90 days. 

E. lntermiti"ent Employees: Intermittent employees shal I not be eligible 
for paid sick leave, but if later qualified as a permanent employee, 
they shat I be credited sick leave from the date initially beginning 
continuous service at the rate of one working day of leave for each 
ful I calendar month worked. 

F. Temporary Employees: Under no circumstances shal I temporary employees 
be eligible for paid sick leave. 

4. Di sab i I i ty Pa·y: 
In most cases sickness or injury incurred as a result of employment is 
compensable pursuant to the laws of the State of Oregon. When an employee 
on I eave receives di sab i I i ty payment under such I aws, such emp I oyee sha I I 
receive and there shal I be paid to such employee, the difference between 
his regular salary and the disability payment by the State or private 
insurance company. For each workin9 day the employee is absent and the 
City pays a portion of the ful I salary, 1/2 day of sick leave shal I be 
deducted from the employee's accrued sick leave. He shal I report to the 
City Treasurer's office the amount of the payment rece ived from the State 
or private insurance company and the per iod for which payment is 1made. 
The City Treasurer shat I then prepare an additional check in favor of the 
employee for the difference between his normal monthly salary and the 
amount paid by the State or private insurance company (Provided the 
employee has sufficient accrued sick leave). When an employee's accrued 
sick leave is depleted he shal I then receive· only the monies from the 
State or private insurance company. 

5. Si ck I eave without~: 
Upon appl icai· ion of any fut I time employee, sick leave without pay may 
be granted for the remaining period of disability after earned sick l eave has 
been exhausted. From i·ime to time, the department head or the Personnel 
Commiti"ee may require that ·ihe employee submit a certificate from the 
ai"t ending physician. In the even1 of a failure or refusal to supply such 
certificate, or if the certificate does not clearly show sufficient 
disability to preclude the employee from the performance of duties, 
such sick leave shal I be canceled and the employee's service terminated, 
Upon application of probationary, intermittent or temporary employee's 
sick leav~ without pay may be granted for reasons stated in Section 3A. 
In no case shat I sick leave without pay be granted for a period to 
exceed one calendar year. 

6. Resi"rictions: Nothing herein containe d shal I be construed as vesting 
the respective officers and employ ees of said city affected thereby 
any vested right, or interest in, or to the benefits herein provided for, 
so as to prevent the Personnel Corrmittee from revoking or discon t inuing 
such benefits or sick leave at any time as to any incapacities occuring 
after such revocation or discontinuance. 

7. ~L[itarv Leave with Pay: Military Leave shal I be granted as specified 
by :ede ral regulation. 

8. Other Leave of absence with Pay: 
Any ful I time, probationary, intermittent, or temporary employee shal I be 
granted a leave of absence wilh pay for (II service with a jury; provided 
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. . 
that the salary paid to the ~mployee for the period of absence shal I 
be reduced by the amount of money he receives for jury serv ice, 
(2) ·appearance before a cou·r·t, legislative committee or judicial body 
as a witness in response to a subpoena or other direction by proper 
authority, provide d that the salary paid to him shal I be reduced by an 
amount equal to any compensation he may rece ive as \'J i tness fees. 

9. Other Leaves of Absence ~ ithou t Pay: 
A ful I time 2mploy2c may be gran·i·ed other leave wit hout pay for the fol lowing 
reasons only: d0a i·h in his irrmediate family; serious accident involving 
a member of his irrmedia i"e family; ser ious i llness of a member of his 
immediate family: (immediate family shall be a person as defined i n 
Section I I, subsection 4), Request for such a leave must be in wri t ing 
and must establish reasonable j ustification for the approval of the request. 

CLASSI F ICATION 

SECT I ON V. 
I. Gene!"~~ icy: The City uses position class if ications as a guide t oward 

"equal pay for equal work." The classification plan defines the nature 
of a position in the City, Job titles are so defined that equal work 
can be identified no matter in which department it fal Is, There are three 
aspects of the position classification; 

I. It has been !=)rouped in a cl~ with positions of approximately 
the same difficulty and responsibl i ty for purposes of pay range 
deve I opmen -;· • 

2. l'r has a class tit_~ - a descript ive name as an iden ti fier­
which is used in all personnel, budgetary, appropriat ions 
and financial records. 

3. A class specificaJ-io~ descr i ptive of res ponsib il ites and duties 
of the positions, wi t h ski I Is, education and experience desired. 
The specificaiion takes into consideration the requirements of the 
_iob, noi· abiliti es. ;he position specif ication is merely descri p-i·i ve 
and 0xpl anatory of rhe work to be performed. It may no t incl ude a l I 
duties. Unless the natur e of the demands upon the position 
significantly change, t he j ob spec i fica ti on wi I I not change. 

·.-he personnel Commiti·1ee is responsible for keeping the classifica ti on up 
to date ~h rou9h periodic studies of the pos iti on and others similar to it. 
Based on these si·udi es, recomm2nda:-ions are made tha t a new pos ition be 
eslabl ished or ~hat old ones be modifi e d. 

2. Promoiion from one Depar tment to Another : It is the City po l icy to encourage 
promoi· ion from v1ii'hin th <? City or9aniza~ion. '."!hen a vacancy occurs, first 
opportunity wil I be to city employees presen tl y in c l asses requ i ring less 
responsibilii"~', provided rhey are qualified i·o perform rhe duties of the 
vacant position. Notif ication of th e vacancy shal I be given to the 
Personnel Commihe~ who will furnish the departmen t information on Ci ty 
employees in lesser classes located in other departments. When an employee 
is i"ransferred i he departmeni head of t he departmen t f i 11 ing the vacancy 
sha I I n_ot i f~, rhe Personne I Comm i ;- ree who is being 1-rans f erred, from wha t 
de par ·;·ment, the new position and the recorrmended salary of the employee in 
the new posi t ion. :mploye0s t ransferre d to h igher c l asses wil I receive the 
minimum salar\' of ·i he nevi class. In the event th e employee is presentl y 
making mor 2 t han or as much as, the minimum for the new class, he may 
r eceive an increase in amoun t as determined by the department head and the 
Personnel Commi·:-Cee . r:::mployees transferred to Lower classes, will continue 
to rece ive their pr2sen t salary prov i ded it does not exceed the maximum of 
the Lovver cl ass. Employees lransferred to a new cl ass wi 11 not receive 
a probationary increase in salary after six months service in the new class. 
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3 •. ~ion of Nev~Pos!_tions: Whenever a·new position is created in a _department, 
_the department head shal I file~ written notice with the Personnel Commiftee. 
Such notice shal I contain a detafled description of the duties and responsibil ites 

of the position and a statement of s11ggested minimum en t rance qualifica t ions 
for the position. After analyzing l·he statement, the Personnel Committee may 
al locate the position to an existing class. If there is no appropriate class, 

the personnel Committee shal I prepare an appropriate class specification, 
including min imim and maximt.:m salaries, and submit it to the City Council 
for consideration. The act of adoption, by the City Counci I, shal I be 
recognized as the official and legal manner of creating a new class. 

SECTION VI PAY PLAN 

I. General Pol~: Each class in the city is al located to a particular salary 
range which has a definite minimum and maximum. The salary ranges vary as 
to the percent of spread between the minimum and maximum. Those positions 
requiring a lower level of ski I I and education at the time of entrance, 
have 1-he lowest percentage of range. 

2. Starting Sala.c~: Normally the minimum of the salary range wil I be the starting 
salary for an new employee. In instances where a new employee has experience 
or ski I Is which are above those required for a starting employee, it is 
possible io hire above the minimum salary. The department head and Personnel 
Commi Uee wi 11 examine the credentials of an employee who may be considered 
for entrance above the minimum. 

3 . .!_n~~e~:- Generally the pol ic~, for increases wi 11 cal I for consideration to 
be made on the employees anniversary each year if monies are budgeted and made 
available. At this time Department Heads wil I consider each employee for 
increases in his salary range . Such increases shal I be based on merit. As it 
is impossible to forecast accurately the amount of money that wil I be available 
each year , very probably increases within the range wil I vary through the 
years. In no case will an employee be advanced to a salary above the maximum 
for his posi t ion. Those employees presently receiving more than the maximum 
for his class wit I receive no further increase while they remain in that class; 
nor wil I they receive a salary cut. Instead, these employees are to be encouraged 
to prepare themselves for higher level work. 

4. Probationary Review: If a probationary employee successfully completes the 
initial six months of his employment period the department head and the 
Personnel committee shal I conduct a reve iw of the job performance and if 
found to be warranted, an ad j ustment of salary may then be recommended. 

5. Salary Date Studies: To insure that the pay is reasonable salary data studies 
wil I be made a minimum of every 3 years. Salary informat ion wil I be collected 
from governmental and private employers in this area. The resultant information 
wil I be considered with fringe benefits, and when applicable salary ranges 
wil I be changed by city council, The Collect ion of the data wit I be by the 
Personnel Committ ee or his designated r e pres entative . Department heads shal I 
notif\' the Personnel Commii"ree when conditions warrant a study of special 
classes. Studies for budgetary purposes shal I be conducted annually 
by Departmen t Heads and Personn e I Commit tee nol· I ater than Apr i I I, of each year. 

SECTIOl'l V1 I OUTS I DE E!v\PLOY/AE NT 

I. GenE:_r_al Pol ic.Y..:. It is i·h e Cil~1 pol icy to discourage employees working for 
cit\' on a full time basis, i"o engage in addi t ional employmeni· from another 
source . How:)ver , in cer ;· a i n situations occasional and part time work outside 
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city employment will be allowed, wherein the hours and days of work are no t 
fixed, and if prior approval has , been received. 

2. Approva I: 
A. If it is not incompatable with the employee's city work. 
B. If iJ- in no way detracts from the efficiency of t he employee i n his 

city work. 
C. lf there is no conflict of interest between the city work, and the 

outside work. 
D. If it is not discreditable l o his city employment. 
E. If it does not conflict with those persons who are on emergency cal I s. 
r=. If the 0mplo~1 ec is not committed to specific scheduled hours and days 

or work. 
G. If it is clear to the employee that in any situation wherein extra 

duty wil I be in preference to his outside work. 
H. If the proposed work will not adversely effect the city's public 

relations by seriously competing w ith other taxpayer's employment 
opportunities. 

3. Definition: Part time work shal I be defined as any work for another employer 
or for himself for which pay is received whether by salary, wages, comnission, 
or by sale and which work is carried on in add iti on t6 ful I time city employment 
regardless of the number of hours worked on a part time basis. 

4. ~xception~: Any employee of the city who i s hired on a part time basis wil I 
not fal I under the provisions of these rules on outside employment. 

SECTION VIII POLITICAL ACTIVITY 

The term "political " as used herein refers to partisan politics, or nomination 
and election ro public office. The fol lowing pol iticat activity is prohibited: 

(I) No employee shal I use his influence to further the cause of any 
Political party, or candidate for nomination or elect i on to 
pub! ic office other than exercis i ng his or her right to vote. 

(21 No employee shal I seek or accept nomination, election or appointment 
as an officer of apolitical party, club or organization, or serve 

as a member of the corrmittee of any such club or organization. 
(3) rJo employee shal I be a candidate for apolitical office. 

(41 No employee shal I solicit money, service or other valuable things, 
or in any other way further the cause of any political party, or 
candidate for nominaiion or election to public office. 

SECT I ON I)~ TRAVEL 

Occasionally department heads and other employees will be required to travel 
on ci :~, business. ff 1-he emplo,·ee is required to use his own car in traveling 
out of ·i own, mileage wi 11 be paid ai· the rate of 104 per mi le. Reasonable 
lods ing, meals, and other expenses will be paid by the City. Prior to trave li ng 
fr0r.1 thc.e cit~, approval of l·he trip will be required from ihe Common Counc il . 
Immediately upon return, expense sheets shal I be filled out by the employee, 
approved by the department head and forwarded to the Treasurers office. 

SEC"i" I OM X CITY TOOLS AND EQUIPMENT 

Every i·ool has its proper use. In the .=ase of City equipment this use is 
I imited to ·city purposes. Employees wil I be responsible for the care of 
al I cii"'/ equipment, and supplies v1hich aid them in the performance of their 
duties. Any equipment breakage or loss must be reported to their irrmediate 
superior at once. 
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SECTION XI TERMINATION AND DISCIPLINE 

I. Performance and Conduct: City employees are expected to maintain high standards 
of performance and conduct. They are subject to removal, reduction, or 
reprimand for various reasons, among which are the fol lowing: 

A. Inability to perform the duties of the positon. 
B. Failure to pay just debts or make reasonable provision for 

future payments. 
C. Conviction of a criminal offense involving morel turpitude. 
D. Damage to pub I ic property or waste of public supplies. 
E. Conduct unbecoming an officer or employee. 
F. Absence without leave from one's position. 
G. Consumption of, or having in one's possession any alcoholic 

beverage while on the job. 
H. The department head, subject to the approval of the proper 

Council corr.mittee, shall have the right to make any addi t ional 
rules and regulations governing his respective department, which 
he may deem necessary for the better conduct of the department, 
and for more efficient operation for the City of Lebdnon and any 
rules and regulations so made by the department head shal I be 
binding on the affected department to the same extent as if 
incorporated herein and made a part of this ordinance. 

Disciplinary action shal I be administered by the personnel Comnittee and/ 
or Department head. 

2. Resignation: Voluntary resignation must be by notice to the department head, 
stating reasons for leaving at least ten days in advance. Failure to give 
the required notice, may result in a loss of al I unused vacation pay and 
the right to future reinstatement in the City. Improper resignation will 
become a matter of permanent record. 

3. Retirement Age: Retirement age for al I city employees is sixty-five. On 
reaching sixty-five an employee may file with the Personnel ColTYTlittee a 
request for sucessive one year extensions .. The Personel I Committee shal I 
report the request to the Common Council with a recommendation. Two 
factors in the Personnel Corrrnittee's recorrmendation shal I be the evaluatlon 
of the employee's performance and perhaps a phys ical examination. 

SECTION XII VARIANCES 

The Common Council shal I have the power to vary or modify the strict application 
of any of the rules above I ist~d in any case where such strict application 
would result in practical difficulties or unnecessary hardships. 
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