
City of Shenruood, Or.

RESOLUTION NO.90-453

A RESOLUTION AMENDING CITY PERSONNEL RULES

WHEREAS, the City Council is authorized by City Ordinance No. 686,
adopted November 9, 1977, to make and amend personnel rules and policies by
resolution; and

WHEREAS, the need for typographical corrections, and procedural
clarifications to the Personnel Rules have been noted.

WHEREAS, the City Council has considered several policy amendments to
the Rules, as explained and debated at the prior Council meetings of January
24,1990, and February 14,1990.

NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS:

Section 1. Adoption: That the City of Sherwood Personnel Rules are
hereby amended, and attached to and made part of this Resolution as Exhibit
,,4u.

Section 2. Effective Date: This Resolution shall become effective upon
approval and adoption.

Duly passed by the City Council on March 28, 1990.

orma Oyler, I
Attest

Polly an nbaker, Recorder
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CTTY OF SHERT,{OOD, OREGON

PERSONNEL RULES & EMPLOYEE HANDBOOK

ARÎTCLE 1

cE[ERår PRovlsJo¡.Ùq

1.1 Title

1. r'. r' This document sharr be entitr.ed "Thesherwood Personnel RuLes and Enployee Handbook"hereinafter be cÍted and referred to ås tne ,,Rules.,,

X,.2 Purpose

L.z.i. T-he purpose of these Rules is to establish a systemof personnel ad¡ninistration for the city of sherwood based'"pãr,the principles of merit and fitness; ana to impiernent fair anduniform procedures and regulations for the recrì¡itment, hiring,development, and retention of an effective and rãsfonsible workforce. The city reserves the right to nodlf,y 
"nd amend theseRuJ.es at any tine in the best bi¡,siness interest of th; ciit:These Rules supersede aLJ. prevlous city personnel rules.

1,.3 Captions

1..3.1 The captions and headÍngs in theseconvenience and reference only, "nã are notinterpret or define the provisions of sections or
L.4 SeverabiJ.ity

L'4'1 If any section or subsection of these Rules shalJ.at any time be deemed inval.id or unenforceable, ih" remaininõprovisions shall not be affected, thereby, âr¡d shall remain validand enforceable to the extent pernitted bV law.
1.5 Adninistratlon

L. 5. L These RuJ.es shalL_ be ad,opted,, and may be nodlf ledand amended, by tle City Councl,l ln the form of a Resol,utfon. Thecity Manager is designated as admfnistrator of these Rules andshall be responsíbre for determÍning any pernitted exceptions tothe Rules, unless another individuat -or uoal is otherwisespecif ically authorized to d,o so. unl.ess ottrerwise perrnitted,all exceptions shall. be made in writlng.

City of
and may

RuLes are for
to be used to
subsections.
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:..6 Equal Enploynent Opportunity
l'.6.1 gensr¡lfy-. The city's poltcy is to treat atlapplicants and enplove-eå _fairly ã"¿ egually, and to recruit,hire, train, pro_note, layoff, dis;ipi;ne, -dismiss, or conduct anyother personner actionÈ w_ithout -regara to the appricant's orempl oyee I s race , coJ.or , reJ. igion, .rËèã, 

"ãti"î"r- origin, êgê ,physicãI handicap, sex, marÍtãL, or veteran status t o? any otherbasis prohibited by federal, state, o" local faw.' No employeewiJ'r be discrimlnated against for exerclsing thelr grlevance andappeal, rights under Section g.ZL of these Rules.
7'6'2 .!aeelr.reÈ-..ee-q--q94$ågl. _ No appricant or emproyeeshal I be subJectéa-îã* Intentiãîar d,e"ããã-t-""v conduct orharassment, based on the .emproyee's ;; appliõant,s'race, corotr,religion, creed,, nationar órig'in, -.;;, !ñysical. handicap. sex,marÍtal, or veteran status, gr ani otfr." Uåsis irohibited byfederal, stater o! local law, wt¡erÀ åucfr conAoci ta! the purposeor ef f ect of , .int-erf ering with the individu;t,; pÀrrormance orcreates an inti¡nidating, hostile, or of fensive 

"rr.ri"orrrent. Forthe purposes of these Rures sexuar harass¡nent includes unwelcomesexual advances, reguests for sexuaJ. ì".ror"r o! other verbal orphysicar conduct of a sexuar nature, when submission to suchconduct is made a term or condition of empl0yment, is used as abasis for employrnent decisions affecting an individuar, or hasthe purpose or effect of ot""""ã""urv interferrng with anindividualts performance or creating an intimidating, hostile, orof fensive worl environm"ri. ¿¡¡Lr¡¡r¿rr'lrrnçJ

1.7 Definitions

A¡_a¿_y_ç1,_q.ary-_¿e_le: The f irst day f otrowingconpletion of three hund,red- srxty-live (-gos) ¿av"-ãrCity service, and, annually thereaft"", 
""f"ss ad,justedin these Rules.

L.7.L
successful
continuous
as provided

t.7.2
submi t ted
Section 2.t

A.pp.Jj_c_a3t :
an application individual

employment
who has cornpleted
with the City, as

An
for and

per

1.7 .
a per€on o
or regular

3 4pæi¡. ssletS :
f a positlon J.n
basÍs.

The offer to, andthe Ctty eervl,ce on
the acceptance by,elther a temporary

t .7 .4 Cha ter The City of Sherwood Charter of 19g4.
1 .2.5 -gl\y: The City of Sherwood

t.7.6 gå!_y_tr{angqsg: The chief executive officer of thec i ty of sherwood ;r that chief exãcutive of f icer , s designee.unless otherwi.se noted,, a-lr r"r"".rr"*" to the city Manager inthese Rules are deemed to include tnã rr¡anaäãr;"=aJJrnnee.
Resolution No. 9O-45A
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1,7.7 Class:
sufficientfV ãffi in
entrance qualifications
steps.

A group of Job positions whichgeneral duties, responslbltities,
to rnrarrant use of the same range of

are
and
pay

1.7.8
each position
of a number.

c.lags .r{*t-LC:
allocated to a

The designation gÍven to a class andcl.ass. ThÍs title may take the form

1 ' 7.9 cLassif icatiqg*p_l_g¡¡: A written statement assÍgningcertain positidG'-"în Tñ;r city-ãärvice into cLasses according totheir general duties, responsibilities, and, entrancegualifications.

1 .7. Lo Ç_Lee-gjl¿e_d_Ae€..1¡-ieç.: Att positÍonsthe city servÏäe*îr¡îãrr-äre not specificaf fyuncl.assified service, as per Section 4.L2.
1.7.11 Comn ensa t i on Plan

compensation f or City employees, asassigning each position to a classsteps, €ts per Section S. 1 .

and offÍces in
included in the

The official schedule of
approved by the City CounciL,

composed of a range of pay

I .7 .72 Demo tion: The assignment of an employee from a
class that has a

position in one class to a position in anotherlower range of pay steps.

1 ' 7 ' 13 Ðçp,sf tme-+t.l!e.d : The chief administrative of f icerof each city department oi --tfrat chief administrative offÍcer'sdesignee. unless otherwise noted, êll references to departmenthead in these Rules are d.eemed to incl.ucie the department headrsdesignee.

L .7 . L4 Ð_¿_+såp.]¿n*e gy__Ere.þsLrs¡
regular employee is pJ.aced ôn probation
as per Sectlon 9.19.4.

1 .7. 15 - Þ.*$Lfå_s."el: a permanent, involuntary separation ofemployee frorn the City service.

: A condition where afor discipJ.inary reasons,

an

including
includes

L .7 .76 Emnl ovee: An incumbent of a City job
status.

position,
This termlndividuals in a J.eave without payall officers in the City servÍce.

L .7 . L7 E_X_rur.¿-ælåg¡1: An oraJ. interview, physicalwritten testr or the resuits of such intervier.r or test, whichused to determi'ne erigibiJ.ity or relative merit, f itness,ability to discharge the duties of the position to whichappli.cant or empj.oyee seeks appointment or promotJ.on, asSection 2.2.

Resolution No. 9O-4S3
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1 . 7 . 1 I F.Xsglsl_fup]eysc :
adm i ni s t ra t i ve , pro f ess j. onal
Section 5. ?.5.

1.7.19 Fu11-tirne Emplovee:

empJ.oyee who holds an exempt
executive positlon, ês per

An
or

work a predetermlned
reg'ular City workweek.

An employee who is híred
forty (4O¡ or more hoursschedule of

to
per

1.7 -2a ggigygæ.: Àny dispute or question concerning theinterpretation or application of these Rules, âs per seðtion3.21.

I .7 .2L
stepchi Idren,
dependents.

_I¡UUgd¿eSe_E,eUL]:: An employee ts spouse,parents, stepparents, siblings, oF other
children,
bona-fide

L .7 .22
the class and
and entrance
service.

,Tgþ.. .De.-pçLie-t.i_o¡: A written statement describingposition, title, general duties, responsibilitiei
qualifications of a job posJ.tion in the City

L.7 .23 &lyplf.: An involuntãry, nondisciplinary separatj,onfrom the city service for any reason which is ln the bestbusiness interest of the City and. necessj.tates a reduction in the
number of City empJ.oyees, as per Section g.S.

t .7 . 24 Le-el¿e__lE¿.!_þqs!__p.er:
absence from the City service for
specific reemploy¡nent prÍvileges,

An approved period of unpaid
a specified period of time with
as per Section 6.6.

who is not
or executive

by an

7 . 7 . 25 lLg.æ¡S.Uæ_t__E-U.p-ley-eS. : Any emp J. oye e
employed in an exempt administrative, profesãionafposition, as per Section 5.?.S.

L.7.26 O.v_eIl_iJiq: The authorized, time workedemployee in exõããã-ãîi'heir regular workday or workweek.

t.7.27
employee for

L .7 .28
work a prede
regular City

L
pay for

Overtí e Pav
authorized overtime

Part-time Emrllovee
ter¡nined schedule of
workweek.

The compensation paid to an
work.

An employee who is hired to
Less than forty (4O¡ hours per

7 .2e Pey_þ!e:a position.
The specific salary or hourly rate of

1. ?.30 Pav Steps:
relationship to one another
as the compensation for tha

Four pay rates having
, and assigned to a class
t cl.ass.

a sequential
of poeitions

Resolution No. 9O-4S3
Effective March 15, 1.990
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J,.7 .31 Pers\.../ Council, as per Section 9.22.

1.7.33 Promotion ; The

onnel B oa rd: The City of Sherwood, City

t.7 .92 LoSå!åeg; The d,utles andto _an enployee, reguJ.ring the f ul L ,empJ.oyment of one (1) person.
responsibilities assignedpart-timer oF temporary

position in
higher rang,e

one class to a
of pay steps, as

assignment
position inper Section g

of an employee
another class

.3.
from a
with a

L .7 .34 al th P de A physician,osteopath, nurse practitioner, physi c¡anrs assistant or any otherheal.th care prof essional deemed gua lified by the City Manager torender a medicaL judgment regard J'ng an employee's abitity toperform the duti es and responsi bilitíe s of the ernployeersposi tion.

1 . 7 . 3s B*e.-q.l-e€sjf &?t¿-9!,a di f f erent class , w-i-th eiffrersteps, due to a materialresponsibilities of the position.

ResoJ.uti.on No. 90-453
Effective March 1S, 1990
Page

The assignment of
a higher or lower
change in the

a position to
range of pay
duties and

1'7'36 &e-egl-eJ-.EsP¿9reej An employee who has successfurrycornpleted his or her triãl e¡nploymeni ieriod.
L.7 ,97 ¡Sf : Grandparents,parents, brothers and s-isterffin are considered

" related by blood or adopt ioni, . - 
irr_laws , co_habi tants andspouses are considered "related by marriage,,.

1 . Z . 38 - s;gjgpeligp: A permanent, voluntary separation ofan employee from tfre Clti service, 
", 

p., Section g.J"Z.

1 . 7.39 .Ss&çl.¿_e.n _p.r-gçs_üåLe: Any written or oraJ. test,physical examinàtión;-ñläñigi^¡, ãr other criteria which is usedto measure an employee rs or applicant rs sktlË; k;"wledge, andability to d'ischarge the dut-ils and responsibil.ities of theposition to which the empro-ye_e or ãpplicani ;";t;- promotÍon orappointment, as per Sectiõn 2.2.
L.7.4o *gs.¡.i_o.g.i..!y: The J,ength of time an employee has beenemproyed by the ci{v,-uv a speci}ic department or in a specificposition, since the date of iñitiat-o, 

"rry subsequent appoint.
r,7.4L Eu-s.!*eg_s¿gg: An enforced unpaid period of absencefor disciptinary reasons or pending investigation of charges madeagainst an employêê, as per Section 3.19.S.
t.7.42 T.ç-¡4p?.Telv. E$elpys_ç: An enployeea position for a 1imited-póñõã of time, notmonths.

who is hired
to exceed six

for
(6)

9



t.7.43
po6ition to
3 .4.

Transfer An assignment of
another position in the same

an employee from one
cLassr ês per Section

the

the
as

7.7.44 ffi:triaJ. employment period, as
An employee
per Section

who has
2.5.

not completed

L .7 .45 : Up to thehundred elghty-two (182) calenaár--ããvs or cãntinuousfor all employees, except for the trial employmentpol.ice officers at alt ranks, which is three hundred(365) calendar days.

L .7 .46 (J*¡sÀcse3Jjsd__99il¡jce.:
City service which are excluaáa

per Section 4.I.2.

All positions and offices in
from the classified service,

City workshift
an unpaid sixty

fírst one
employment
period of

sixty-flve

consists of
( 6O ) minute

L.7.47 Ug.E&&y: The regular City workday consists of aworkshift of eight (g) consecutive wort hours prus an unpaidsixty ( 60) minute -meal period wÍthin any consecutlve twenty-four
!2!r. hour period. Saturdayo, Sundays and recognized Cityhoridays are general.ry not consid,ered regular city workdays,except as otherwise established by these Rutes. These RuJ.es orthe city Manager may establish other normal workdays forindividual city departments providing seven (?) days-å-week,twenty-four (24'l hours-a-day service, anã for exelnpt employees asper Section 5.2. S.

L .7 .4a !¡p¿k_s¡j_tt: The regulareisht ( s) consãõlîiîä*ñorr< hours þru.meal period.

t -7 .49 t{orkweek: The reguJ.ar cÍty workweek is a periodof one hundredãÏÏîÇ-eight ( 16S-) consecutive hours that beginswith the start of the fÍrst workshift after L2:oL a.m. sunday andends at the conclusion of the Last workshift that started beforemldnÍght on saturday. These Rures or the clty Manager mayestablish other normal workdays for indlvid,ual emproyees orcertai.n classes of employeeè, particularry thosê i; citydepartments providing sgve_n (? ) dãys-a-week, twenty_f our (24lhours-a-day service, and for .x"mpi employees as per section5.?.5.

Resolution No. g0-45a
Effectlve March 15, t99O
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ARTICLE 2

RECRUTTMENT POLTCTES AND PR.ACTTCES

2.L.1 cg-Agqa.l f y. The City Manager shall use
means are appropriate to recruit qualified applicants forvacancies, including, but not necessarily -ùnited to,job postings, help-wanted advertise¡nentsr or public andemployment agiencies.

2 . t .2 PJåþJ-;-9_ilL1_g,n . Any pub 1 í shed announcements ofposition vacancies shall include the class and position title,the quarifications, principal job duties, the d,atäs applicationswi 11 be accepted ¿ ôrrd the place and manner of f ilingapplications. All announcements shall state that the City is .ñ"Equa1 opportunity EmpJ.oyer,'. The city Manager may ãaa anyadditional information to the pubrished, announcements, ês deemeåappropriate.

2.1.3 &.:f¡q9.. All applicatíons for open positions shallbe made on the forms provided and/or in the m"nñ.r required bythe City. Any inf ormation submÍtted shal.l be verilied, anåinvestigated by the city Manager prior to appointment to theextent necessary to determine the applicant's qüalifÍcatj.ons forappointnent. Any f al.se inf ormation supplieä as part of anapprication for emproyment may be grounds for rejection of theapplicant or immediate dismissal of ãn employee

2.1 Recruftment

2.2 Selectlon

whatever
any job

internal
private

2.2.1 Merit and Fitness. The city Manager shallestablish proõäãüiËã-tãr trrã ial setection or promotion ofemployees. Atl seJ,ection procedures and rules sfrajt relate tothe applicantrs or ernployeers mer j.t, f itness and ability todischarge the duties and responsibiJ.lties of the position towhich the applicant or employee seeks appointment or promotion.Prior experi'ence and training may be coñsidered when ävaluatingan appJ.icantrs or employeers fitness for a particular posltion.
2.2.2 Examinationg. Selection procedures may incl.udeexaminationsffietheapp1icant|soremployee|sjob-

related ability, knowledge, and stiifs, The "pp"ãp-"i.t. form ofeach examination shalt be determined by the ciii uãnager and may

ResolutÍon No, 9O-4Sg
Effective March XS, 1g9O
Page 11



incJ.ude, but need not be limited to, oral., written, graded, pass_
f ai l. , o! physicaJ. examinations , resume analysis-, employnentreferences, reports of supervisors, performance'eval,uatiäns, 

""¿work sampling_. 
_ The city Manager is responsible for setting anyminimum guarifying scores or standãrds for any "eqùireaexaminations. All selection procedures shall comply witfr theCityrs Equal EmpJ.oyment Opportunity poJ.icies.

2 .2 . s &l{åå-gel-EÆl[å{leLågæ . Any physicat examinationsutilized as a selection proéJauîe ¡nust U"- completed at theapplicantrs or enployee's expense by a quarifieã hearth careprovider before an applicant is appointed or an employee ispromoted to a particular position. The city ttanager mayestabJ.ish minimum medical and physicar standards, wheråappropriate, which reasonably ierate to the duties and,responsibilities of a particular position. The standards maydiffer based on the duties and responsibilities of each positioniNo appointment or promotion shall be effective uñtil theapplicant or empJ'oyee demonstrates satisfaction of any reguiredminimum medical, or physicar standards. Failure to meet thereguired standards wilr result in d,isquatificatÍon forappointment or protrotion to the positl.on.

2.3 Enploynent of Relatlves

2,3.L -csgeg,gr-lx. rndividuars who are related by brood,marriage or adoption wirr be given equal consideration foremployment with other applicant! for positions, ôf, with otheremployees for transfers or promotions. Related ind,ividuals wÍIlnot, however, be considered for positions when the city tøanagerdetermines that a reporting, auditing, oi supervisoryrelationship wouJ'd exist between the reLated individual.s, orwhere the reLated individ,uals would report d,irectly to the samesupervisor.

2 ' 3 ' 2 M.a.r,riaqg . rf two (2r empl0yees in the positionsdefined in section 2.9,1 were to beco¡ne related to one another,one must transfer to another department where the reporting,auditing or supervisory rer.ationships would not exist, or wherethe rerated individuars wourd not Ë" reporting directry to thesame supervisor. r.t a transfer cannot be accomf].ished due to theunavairabilÍty of_ an open position for wrriirr the empl0yee isqual if iedr onê of the empioyees must _ree ign f rom the cityservice' the decisj'on as to which employei wiii transfer orresign will be made in the first instance by the employeesinvolved' rf !h" emproyees do not d,ecfde whrðn employee willtransfer or resign within thirty (30¡ catenaár-â;y; of beconingrelated to one another, the City 'tUaúager 
shalJ. determine whichemployee wil'1 transfer or resign ba'sed on the best businessinterest of the CÍty.

Resolution No. 9O-4Sg
Effective March 15, 1g9O
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2.4 Residency

2.4.L Resi.dency wf thin the CÍty of Sherwood shall not be acondition of initial. appointnent or continued employrnent, exceptas otherwise required by the provisions of state J.aw, the cítycharter, or applicable city ordinances and re6olutions.
Provided, however, that an employeers selection of residenceshaLl not interfere with the daily performance of his or herduties and responsibil.ities, êls determined by the city Manager.
TeJ.ephones may be required of employees where assigned job duties
and responsibilities dictate.

2 .5 Trial Eroploynent

2.5.7 Purpose. The trÍa1 employment period shall be
cons idered an integ'ral part of the ernpl.oyee sel.ection andexamination process. The trial employment period shall beutilized to observe closely the emproyeers work, to secure themost effective adjustment of the new employee to his or herposition, and for dismissing any employee whose overall. work
performance does not meet required performance standards.

2.5.2 t-ç¿q*t.b. The trial employment period shall be thefirst one hundred efghty two (t82) calendar days of contlnuor¡s
emplolment for all employees, except for police officers of allranks, for which the period shall be three hundred slxty flve(365) calendar days. The trial employment period may be extended,by the city Manager for any period not to exceed one hund,redeight three (X83) additional calendar days, provided however thatthe triar employment period for police officers may not be
extended.

2 . 5 . 3 FV.eJge_!j_e¿9. During the trial employment period,,an employeers supervisor, department head¿ or the -city 
Managershall evaluate the employeets performance at reguJ.ar intervals.A written performance evaluation ehaLl be cornpLeted during theLast month of the trial enployment perioa or before theconclusion of any extended trial empJ.oyment period.

2 .5.4 Ðåggrj-g_e*t. Enployees may be dismissed, by theemployee's department head or the City Manager at any time auringthe trial employ¡nent period for failure to meet acceptableperformance standards, for reason of any of the criteria listedunder section 3.20.2, or for any other aspect of job performance
or behavior that warrants dismissal, in the opinion of theemployeefs supervisor, department head, or the city Manager.Notice of disrnissal shall. be in writing as per section g . 20. B.Employees who are dj.smissed during the trial employment perÍodhave no right to appeal. their dismissal under Section g.2L orsection 3.22 of these Rul.es, but may request a pre-termination
hearing as per section 9.20,4, The city trlanager retains the
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discretion to deny the request for a ter¡ninated trial employeefor a pre-termination hearing. Granting of a pre-terrnfnation
hearing inplies no other appeal rights undãr these Rules.
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3.2 Perfornance EvaLuations

3.2,L c.e!_ç_rgåly. Enployees shall be evaluated in writingduring the triar e'mprdyment pe-rtoa as provÍded in section 2.5.After successfur completion ór the triãr 
"rpiãyrãrrt period¿ êDemployeers performance shall. be evaluaied in wri€irrg o1 o" beforethe employee's anniversary date of employment. -r-r,. ernproyee,ssupervisor, department head., oF the City Mànager may cond,uct oralor written performance evaluations at ãther 1ir"s'a" are deemednecessary and appropriate.

3.2.2 gg.e!*!. Regular performance evaluations shal.r beconducted in writing and, "orpietea uy the city Manager, theemployee's department head, or the .upioy""r" -"uå.rvisor. 
Theperformance of- t]re enployee wlth re'spect to each ind,ividual"primaryrr or 'rotherr job duty as prescribed by the enployee r swrÍtten job descriptiòn,- .ld the perfornance'of -the 

empJ.oyeerelatlve to- ths posJ,tive ottå""taklng of thelr jobreÊponsibllitles, reeponse_ to Job conditlone-, .rra hand,J.ing ofexternal contactsr â5 per tlr" aiprrciure sections ot thelr Job
::;f"""",tlon, 

shall be evaluatÃä wiirr the fotjowins;ñ*;;;

a. Not MeetÍng All ReguÍrements

b. Not Current Job Requirement

c. Making Satisfactory progress

d. Meeting A1l Requirements

e, Exceeding Requirements

ARTICLE 3

3.1 RESERVED

Each sunmary rating, wi th the exception of ,,meeting aJ,Irequirementsr', shall be accompanied by a written statementdescribing job related perforn.rã*, -ifr" 
specific polnts on whichthat performance fatLs short, ,.i"ir"j or exåeeAs expectedstandards, and reasonabl,e and *"""or"bl" criterlã-àna deadrinesfor improving or sustaining performance.

Resolution No. 9O-4S3
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3.2, s ggtì.çS-gf¿ggs-ee. Any employee who recel,ves a ,'NotMeeting Àr r Requireméntã,, p""f-or¡nañce rating f o¡ any th¡o (21ilprimary" iob duties, oF for any three (g) ',othËri- joU duties andfor performance relative to "re-sponsibiljties',,',cõnditionsr,, orf'contacts", on any two (2') co-nsecutive evaluatiorr" r *âg bedismissed. Any employee who receives a "Not Meeting ArlRequirements" rating on any three (g) of the foràgoing evaluationcategories . on tw<¡ (2,) consecutive evaluations, may also bedismissed. rf an emproyee's anniversary date or yearryperformance eval.uation falrs during a leave without pay period ofthirty (30) ca-rendar days-or loriger, the anniversäry date andperformance evaluation shall _be poãtponed untir the enproyee hasreturned to work and compreted aã many days of continuousempJ'oyment as the length or tne J.eave withoït påv pãri"a.
3.2 -4 [p-q.¡g. performance evaruatÍons sharr be in a formprescribed by the city Manager_ and approved by the city counciJ..The perf ormance evaruatioñ f orm sriãrr uecárn" 

-ã- pãrt of theseRules and is Íncruded as Appendlx A. The cÍty Manager may makeadministrative guidelines to assist supervisorä and empJ.oyees inthe proper appricatÍon of performance eïaruatÍon standards.

3.3.1 The most senior current emproyee may be selectedand prornoted into an open position wrren the bity ManagerdetermÍnes, after consideration-of the criteria Iisted in section2'2, that the- overal'l gualifications and abilities of outsideappricants and current Lnployees cómpeting for ãn opening areequal ' The city Manager shaLi have tñ. discretion to determineseniority for purposes of selectior, .rra promotion.

3.3 Promotions

3.4 Transfers

Resol,ution No. 9O-4S3
Ef fective March 15, 1.990
Page

3.4-1 An empl0yee may transfer from one city position toanother city position withbut a b;"k -i"-är-riii", 
provided,however, that the crassification and range of pay steps of thenew position shalr appJ.y, êrnd the employee shari uL subject to atrial emproyment periód as per sectfon 2. s. Àn emproyee,srequest for a transfer shaLr be made ln_writing to irre emproyeersdepartment head. The department head shalr- reler the writtentransf er request to the city 

- 
r,tanag"r. -fh;- c;;;-i{"nager shalreither approve- or disapprove the reiuàst. Transfers wilL not bemade unless t-he employãe is p.rr"mittg satisf actoriJ.y jn theircurrent posÍtion, and an opening exisis for which the emproyeemeets the minimum qualifications.
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3.5 Layoffs

3.5.1 Ç.gpe-gafJv. Enployees may be Laid off whenever thecity Manager or city council determineè that there is a shortageof work or funds, or that the abolishment of a position or othãrchanges in the city's organization is in the best businessinterest of the City.
3.5.2 Procedures. Employees shall be selected for layoffbased on meriT-ãffiEtness. perf ormance evaruations may beundertaken and used as an aid to d,eternining an employeers nèritand fitness at the tirne of layoff. If thã affecied-employeesimerit and fitness is not an overriding factor in tle cÍtyManagerrs judgrnent, the least senior emplóyee sha1l be laid ofifirst. Laid-off regular empJ.oyees may appeal their rayort -ãs

provided in section g.2r or section 3.22 of these Rules. Laid-off trial emproyees have no right to appeal their lay-off undersection 3.2L or section 9,22. The city Manager shaJ.t have thediscretion to determine merit, fitness .åa seniority for purposesof layoff.

3,5.3 .l¡gtå9C.. AIl employees sha1l receive written notÍceof the cause(s) for the }ayoff. hlritten notice of layoff shallbe delivered personally or ¡nailed by registered, certified orother si¡nilar special. ¡nail. to the "mþtoyã" at tris or her Lastknown address.

3 .5.4 
. B-e.¿+s.!e!g¡ggrts. Reinstatement of raid-of f empl0yeesshall be at the discretioñ of th9 city Manager. The city haå noduty to recall laid-off employe.i when the circumstancesnecessitating the reduction in thã number of employees change.nor to afford the laid-off empJ.oyee preferential ãt"naing in in.process of recruitment and selection ãf new empl0yees.

3.6 Outside lilork

3. 6. 1 permission Leggiteg. Ful l-tirne emproyees mustobtain the clîl-r"lañffi" approval befdre acceptingoutside employment or becoming selflenproyed,. An enplolee,ãrequest for such permission shall be in writing. rrre -city
Manager shalI obtain and consider the recommendations of theenployee's department head before approving or aisapprovfng suchrequests.

9'6.2 åUpgcj. No reguest shall be approved unJ,ess it isdemonstrated to the city Manag,erre satisfaction that such outsideempl0yment or serf-empl0yment wilL not detract from theefficiency of the empJ.oyeers completion of thelr assigned dutles.create a real or potential confl.ict of lnterest or the appearanceof improprietyr or otherwise confLict with the best busÍnessinterest of the City.
Resolution No. 9O-4S3
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3.6.9 Revocatio4. separate approval shalr be obtainedfor each crranfã--îñ-'düfã¿e 
"*bråv*Ãnt or serf-emptoyment. Thecity Manager sha]r have the right to revoke or suspend anyprevious approval given, if at any time the city Managerdetermines that the employee rs outs-ide emplãynent or sel f _employrnent detracts f rc¡m the ef f Íciency ãr ïrr. emproyeerscompletion of their assigned duties, creates a real or potentiafconflict of interesa ðl the "ppã.r.rr." of improprietyr orotherwise conflicts with the best bì¡,siness interesd of the city.

g.7 Sol.icitations
3 '7 ' r Çsg-e..rgJf y. Ern_ployees n3y not sol icit f or anypurpose other than city reJ.atea busiriess during workhours.workhours includes both the soliciting -tra ln" solicÍted,employee's workhours. ReasonabLe forms of solicitation betweenemployees will be permitted. during non-workf¡ours iucrr as beforeor after work, o! during authorizeã mear. "" u"""ù p""ioa".
3'7 ' 2 - LLgg-{j}tgre.. Ernployees may not distributeliterature .f-ot any-.purpose othèr lhan city rel.ated businessduring workhours, or ät any time in or än city property,buildings, and facill.ties, or at Ctty worksites.

3.8 Political Activities
3 ' 8 ' 1 

- 
gsr}9-rcÅfJ-. rnitial or continuing emptoynent shallnot be denied on the -basis of membership in, ä" Juppo"t for, apor i t i cal party, candid.ate^,. or prriroèophy. -- 

n*".pt as mayotherwise be arrowed by t_he iity ctiarter or 'city ãrdinance, anyperson who runs for, is elected br appointed to, o; holds or hasheld an eLective city off ice shalt ndt- ue eligibJ.e for initiaL orcc¡ntinued emproyment with tl" city untir one- ( r )- y"., af ter theI'ast day the prospective emproyee herð such office.
3 . I . z . . F.îo.jr-iþjleÈ,, ¡cf ivå{ies. No employees, or elected, orappointed of f lcial, srráú Gffifãny contriuuironå, assessments,or services on behar.f of any ..näidate, porliitar party, oporganizarion_ f rom any Ci!y -empf oyee(s)-Ourinã workhours.Employees shall not acceþt solicit-1ion" from private individualsduring workhour-s. Any soricitation underta-ken during nonworkl¡ours shall conply with the provisions of section g.7 .

3 . I . 3 e-oåi ti ceJ pSg! jj-g€.. Nothing contal,ned in thisSection shat l affeð ñlî of "mpfoyeäs t" Uã members ot,support, or otherwise participate i; trre activities of anypoliticaL party or organiäation, to vote as the employee chooses,to express the empJ.oyee,s opinions on poriticäl subjects orcandidates, to ¡naintain political neutral.ity, or t" participate
Resolution No. 9O-453
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in nonpartjsan activities of a civir, community, social,professionaL or other simil.ar organization. provideá, however,that during workhours in City uniforn, while in or on Cityproperty, bufldfngs, and facilitl.es, or at city worksites, nåcity employees may actively work for, or against, or attempt toinf luence the elect j.on or def eat of , any cándidate f or tuayãr orcouncil, the recalt of the Mayor or any counciL member, ó" theelection or defeat of any other poJ.itical candidate or ballotmeasure. violations of this section may be subject to thesanctions authorized by these Rules.

3.9 Conflicts of fnterest
3.9'1 g-gæ_+ally. Emproyees sha]l. not have any direct orindirect pecuniary interest in any contract, servicL, of, workperformed for the city nor shall employees profit directly orindirectly from any contract, purchase. sale ãr service betweenthe City and any individual(s), partnership(s), association(s),organization(s ), corporations(s), cooperative(s), or any othergroup of persons.

3.e.2 floþib-ite{ èc.!Ígåriee. No enptoyee shatl inconnection with the performance of his or her autfäs accept anyfree or preferred services, benefits or concessions frõ¡n anyother person or group of persons. rf an employee is given o,offered any free or preferred services benefÍtj or concessionsunder circumstances which couLd be reasonably construed to createa confJ.Íct of interest or the appearance of a conflict ofinterest, the empJ.oyee shall i¡n¡nediäiel.y report such activity tohis or her supervisor. The supervisor shajl in turn inform theemployeers department head and the City Manager.

3.9.3 Penalties.
provisions of this Secti
discipline, up to and includi

Any employee who
on may be subJect
ng dismissal.

violates the
to imrnediate

3.10 Employee Appearance and Conduct

3.10.1 Dreqs. and Appq?ranqe. Emproyees sharr wearappropriate attire for their position ana depaitrnent. The CityManager or department head,s may i,ssue rulei regarding what i;considered appropriate attire and appearance for tfre enftoyeea ofspecific city departments and for párticular job positíãns.

3.Lo -2 Pqrsonal Conduct* Al l ernployees shal l conductthemselves in a manner wnrcir is appropriåte -for an employee ofthe City servi'ce and conduct interaètions with the generäl þuUlicand all other parties in a patient, courteous, accurate, and
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conscientious manner.
perf,ormed in a manner
promotes the efficient

Job duties and responsibilitfes shall bethat reflects positively on the Cityr ârdallocatlon of public resources.

3.11 Employee Safety

3.11.1 safetv. A1l enployees shall coord,inate andcooperate with other empJ.oyees and the city to create andmaintain a safe work environment. Employees shaLl observe at1safe practices governing their work. -Employees shalt offersafety suggestions that contribute to a safer work environmentand shall use proper safety devices and protective equipment asrequired by their supervisor, department heads, or lfre CityManager. Enployees shar.J. properly malntaln and keep in gooårepair all personal protective equipment.

3.13 Personnel Records

3.L2 fnjury and lllness
3.12.1 -Egp-gJ.!¿g. Employees shall report any suspected oractual on-the-job injury or occupationál illn-ess to theirimmedÍate supervisor regardless -of degree of severity. Employeesshall also report to their immediate ãupervisor, any accidents oriLlnesses that cause damage to public or privatä property orequipment before, after, ot during working hoürs and tha{ inv-olvecity employees, equipment, or property. such reports shaLl bemade as soon as possible, but in no case Later than twenty-four(24) hours folIowíngi such acci.dent or the actual or suspectedinjury or occupational i]J.ness. EmpJoyees shaLl prepare anyaccident or incident reports reguested by their supervisors. Inthe case of a motor vehicle accident on City propårty, or whilethe employee is invoJ.ved in the performance ôt-trrärr äuties, thecity Police Department shalr arso be notified i¡nmediatefy.
3.12.2 $rl-¡S,e-e. Department heads shall. notify the CityManager of any actual or suspected on-the-job àccidents,occupational j.llnesses, or injuries as soon as practicabl,e, Uuiin no case later than one 

_( x. ) regurar city wor*aäy- iorJ.owing th;filing of any accident, ilLness, ãr injury report.

3.1.3.1 !gBgg3,. Personner record,s sharl be maintained on
111 ci ty employees and shal l J.nc.l.ude, but not nece6sarily berinited to, the employee's initial. enployment apptication,examination materialsr fepotts of the rãsuite of any prevLousemployment reference checks, a list of the positions held andconpensation received, performance evaluations, and speciaicommendations or awards rerating to job perfornance, notesregarding any disciplinary aciion(J) or other counselJ.ng
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sessions, and records regarding the payment or administration ofbenefits. Personnel records shall be maintained in the officethe Director of Finance and Ad¡ninistrative Services. Al.I
employees , in,cluding those on reave wi thout pay status, arereguired to keep the City informed of their current home addressat al.1 times.

3.13.2 Confidentialitv. Àn employeers personnel recordsare confidential, except as provided in section 9.13.3. only the
employee, the employeers imnediate supervisor, department head,and the City Manager, or other personnel. authorized by the Citylvlanager, may examine an enployeers conf idential. -personnei
records. Confidential personnel, records shal.l not be reLeased toany unauthorized individuaJ.s except with the written consent ofthe employee. No documents sha]l be copied or re¡noved. from anemproyee's personner fil.e without the city Managerrs approvar,provided, however, employees have the right to copy dóãumentsfrom their own personnel file at any time, -jubject tonotification of the City Manager. Authorized inspections shalltake place in the presence of the City Manager or the Director ofFinance and Adninistrative Services.

3.13.3 @. The forlowing information froman employee's personnel file is available for public inspection,subject to any reasonable regulations on the time and mãnner ofinspection that may be determined by the cíty Manag,er:Employment apprication(s); examÍnation materialji positiontit-Le(6 ) ; prior position(s ) hel.d by a city empJ.õyee; anempJ.oyee's classif ied or uncl.assif Íeð status; trrã aàtes ofappointment and separation of a city employee; and thecompensation authorized for a city employee.

3.14 Business Travel.

3.L4.2 Transno rtati on. Transportation for official

3.14.1 E¿<p,etÌ.çeq. Employees required, to travel outside ofthe City on Clty business, lncludlng Uut not linited to meetitrgs,conferences, conventÍons, or court appearances, shalL bereimbursed for alt reasonable expenses inèurred. An employeescheduJ.ed to traveJ. outside of thà City on Cfty business shallobtain prior approval from _the City Manager as to the neceseityof - the trip, relevance and importance {o the Cityrs businesslmode of travel, acco¡nmodations, f ees and other anticipateiiexpenses. Reimbursement for expenses shall only be for attuatand reasonable expenses incurred in the course of perforrnance ofof f iciaL duties as a ci ty of f iciaJ. . ErnpJ.of*." shall beresponsible for obtaining and submitting recolds verifying allindividuaJ. expenses exceeding ten dollars ($fO.OO).

business purposes
owned vehicles.

shall generally be by public carrier orCity-owned vehicles nay be used for
City

City-
Ci ty
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business only. subject to authorization of the city Manager,privately-owned vehicles may be utilized. MiJ.eage reimbursement
for the use of private vehicles shall be paid at the rate of
twenty-f ive cents (9. ZS ¡ per mile. Ernployees shaIl be
responsible for maintaining and sub¡nitting records verifying allmileage accrued. Mileage reimbursement is considered to cover
aLl. transportation expenses, including but not Lfmited to gas andoil, insurance, storage, and parking.

3.15 Attendance and Tardiness

3.15.1 A_!!gg5l_en_ç-g_R.eqgi_Jrgd. An ernpJ.oyee shalt be inattendance during al.] work hours designated by the city Manageror the ernployeers department head. EmpJ.oyees shall ieport to
work and return from rest and meal periods, authorÍzed leave, andholidays at schedul.ed times and/or dates. Attendance recordsshall be maintained and made part of the employees personnel
record

3.15.2 Ltlgbgl+.ãeS_.å-LsF..+g-e. Àny enployee unable to reportto work for any reason other than personal illness or fnjury, orany other reason authorized in Section 6.3, must obtajn prior
authorization f or the absence f ro¡n the employee's i¡nneãiatesupervisor. Any employee absent without prior authorization ornotice to the appropriate supervisor shall be dee¡ned to haveforfeited any sick pay or other paid leave and may bediscipJ.ined.

3.15.3 såçs. Employees absent due ,to personal Írlnessor injury, or any other reason authorized in seõtion 6.3, shaltnotify theÍr immediate supervisor no Later than the start of theemployeets regular workshift. If the absence continues beyondthe employee's first regular workday, the empJ.oyee shalt noiifythe Ímmediate supervisor of each workdayrs sutcessive absencåbefore the start of the empJ.oyeers reguLar workshift, unlessother arrangements are made by the employee with the immediatesupervisor. rf the employeers immediate supervisor is notavaiJ.abJ.e, the employee shalJ. notify their depariment head, or theCity Manager regarding absences. For any absãnce due to personali l.lness or in jury that exceeds three ( g ) of the ernptoyee I sregular workdays, the emproyeers department head, or lr¡e- cltyManager may reguire written verification of the illness fron åqual.ified heal.th care provider, ãs def,lned per Sectlon t.Z.g4.
3.15.4 BsneJtiee. Enployees shatl be disciptined up toand including discharge for excessive absenteeism and tard.iness.The City Manager shaLl have the discretion to determine whatconstitutes excessive absenteeism and tardiness and the manner inwlich employees shall be disciplined. This determination maydiffer accordi.ng to the needs of each City department or theduties and responsibilities of each job position. -
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3.16.1 Q.e¿SIgÀly. .T!" City Manager or the employeersdepartment head may eãiablish-enptoyeà wort< hours and schedules,and any necessary rules, regulatlonå, and procedur.å, based uponthe best business interest of the city and the needs of eachdepartment . Departmenta.Ì rules , regulations, *rrC proceduressh1ll' be ap¡rro_ved by the city Manager, änd are made p."t of theseRul es by re f erence. provided,- however , that ãepartmentalprocedures shal.l not nullify, nodify, or run counter to thesePrr ì ac¡LS¿99.

3 ' 16 ' 2 !!er&d?y--e+-É=.[o¿5:resi. The regurar city workdayconsists of a workshift æ-ãight(Ð consecutive work hours plusan unpaid sixty (60¡ minute mear period within 
""v consecutivetr^renty-fo¡¡r (24,) hour period. Satürdays, Sundays and, recognizedcity holidays are generally not considered regurär òity workdays,except as otherwise estabrished by these Rureã. The regruJ.ar cityworkweek is a period of one hundråd 

"ixty eight (t68) consecutivehc¡urs that begins with the start of the fÍrst workshift aftert2:01 a.m. sunday and ends at the conclusion of the tastworkshift that started before midnight on saturday. These Rules,the city Manager, o! the enployeers-department rreåa may estabLishother regular workdays or workweeks rbr individual emproyees orcertain crasses of emproyees, particurarry irrose in citydepartments providing .ã.r.r d; AãVr-"-"eek, twenty_f our (24,thours-a-day service, ârrd for """*pi emproyees as per section5.?.5.

3'L6'3 sc,r-¡e4$,Lç-p-' work schedules shal.l be established bythe city Manager ol trre employeers department head. EmployeesshaJ'J' work al'l of the hours aña d,ays assigned, t{ork scheduresfor those departments that are staffed twenty-four (241 hours aday shart be posted'in advance by the aepartnänl rrea¿. The cityreserves the right to mod,i.fy any posted work =.rråa..1" wheneversuch modifications are in the uest Ëusiness interest of the city.

3.L7 Resignatione

3'L7't sg-t-i-gc. An emproyee may resign by giving theirdepartment head wrltten noticà oi resignation at -tea"t ten (ro)regular city workdays before the effective date oi resignation."lrlorkdayst' as used in this section shar] not inciùae saturdays,sundays, and recognized city ho-liaays, The written notice shallstate the reasons the empJ.oy-ee is resigning. iñ;-ããp."trent head,sharr forward. t'e resignãtión noti."-ið- rhã_ city Mãnåger, and mayincl'ude a written Jummary of itt"- enproyeers current workperformance and any ad,d,ilionar infoimation rãgaraing theemployee's reasons for resignation

3.16 Í{ork Schedules and Rules
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3'77'2 E,e:ç-¡npf.o-v¡+srrj. An empIoyeeIs faiLure to cornplywith section 
-9.. 

L7 . L ñãv u" cause f oJ cienying 
"ÀãrËi"yment withthe cÍty and/or payrnent of any eãrned but unused vacationbenefits. The City Manager may waive tlr. ten (tôi-regular Cityworkdays written notice règuirement based upon tLè 'particulars ofany given resignation- and, permit a shorter written äotice period,,or may permit a verbal notice.

3. 18 Physical Exa¡¡inations

3.18.1 An emproyee-may be reguired by the city Manager tosubmit to an exaninatiòn by a qualifie¿ treaittr 
""rã providerr êsdefined per Section 1 .2.g4, êt ãny tiner ât City expense, for thepurpose of determining t-he emp-l0yeers cor""'nt -ä"a 

continuf ngability to perform ali the dut'ies'and responsibitities of theemployee's current position. The quarified iearìr, 
""r" providershalL send a written report of the results of tñe--examination tothe ci ty Manager. A qualif ied ¡r""ltit care provider's opinionthat the empJ'oyee is currently unabre to perform all the dutiesand responsibir.ities of th_e ernployeets positlon, sha1r. resurt inthe emproyee being praced on-reåve rittor*t pay status, unresssome other reasonabJ.e accommod,ation can be naaL.' i¡r" enployeersability to return to work sharl be deier¡nined by the proceduresset out in Section 6.6.

3.19 Disciplfnary Actfons

3. 19. 1 _o:-eJ_[gg.n¿-ggs. whenever an emproyeef s attitude,work habits or pèiË'onar conduct fal.ls to a leväl Lrr"cceptable tothe ernployeets supervi.sor, departmeni headr o,, ifr.--city Manager,or whenever an emproyers work performance is evaluated a6 notmeeting art reguirements, oF Whenever an emproyee engages fn anaction or behavior as per sectfon g.22.2. thå-"'rprov.. generarryshouLd be informed of the unacceptable behavior ái-uns"tisfactoryperformance and the means to correct the situaiton. provided,however, if the seriousness or clrcumstances of a specificincident or the. whore pattern of the .rpl;;;;;r--ÉJ* performanceand conduct, justifiel more severe ¿iäcibr¿"á"î-ãction in thefirst instance, other dilgiprilarv -actions specified in thisSection, up to and includin-g aisnissaL r nrâg be utilized. Awritten note docunenting the oiar ;;;;"q !¡räií ue pracea in theemproyeets personner file v¡¡s** es

3.19.2 .Lr_rt!.err&qei.gæ.. rf appropriate and justif ied, anempJ'oye who tras F'eãäîîãd-an or"r- warning may be given areasonabre time for improvement before furlher d,Ísciprinaryaction is taken. rf ttte orar. warning does not result in theexpected improvementr of gtfer .rp*"t" of the emproyee,s jobperformance, attitude, work habits ãr- plt"orr.r conduct farr to or
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remain at unacceptable levels, or where nore severe initialaction is warranted in the first instance, the employee shallreceive a written warning, unless nore severe disciptln"ry 
"riiã,is taken pursuant to section 3.1.9.3. This wriit"n warning shalldetai I' the employee I s unacceptabl.e behavior and the means tocorrect the situation. A copy of this written warning shall beprovided to. the employee and placed in the emptoyLers personnelfile' rn the case of unsatisfãctory job perfoi*"å". the writtenwarning may take the form of ¿i speciar job performanceevalua.tion, conducted as per Section g.z.

3'19'3 - Aqdi¡ig.4+-r 4.c-t¿9Ðs. rf an oral or written warninghäs not resulted in thé expecte¡i inprovement, or the seriousnessof a specific incident or the whole pattern of the employeerspast performance and conduct justifies the inposition of "*o"å
severe discip]inary actÍon in the first instance-, ân employe maybe suspended without pay, demoted, or placed on aisãipiinaryprobation by the employeers departnent treaã with ápprovar of thecity Manager. A written statement of the action taken, thereasons justifying the action, and the conseguence6 of repeatingor engaging Ín further or other unacceptable behavior shall beprovided to the ernployeg, and a copt shaJ.l be placed in theemployeers personnel file. The wrilten statenLnt shaJ.l bedel ivered personalJ.y to -th_e employee or rnailed by registered,certif ied or other special ¡nail io the employee's last knownadoress ---¡- --¿ --

3 ' l'e ' 4 gå.s-9"+-Pl¿gegy-eg9þe!jgg. Any disciplinary probationimposed under these Ruies--¡nay 6;fo; any perioa är time up to andincluding six (6) months. Durlng the disciprinary probationperiod, the employee must s.how the rãquired irp"ãnement necessaryto remain in the city service. rf thL emproyåe faiJ.s to correcttheir performance, or repeats the unacceptãblè conduct during thedisciplinary probation pãriod,, the "*pioy*. may be dismissed.
3 ' 19 ' 5 9ugegnsåo¡r-W.ilirçu,t P-e-y. Aly suspension without payimposed pursuant to ahis sötioñ-shatL not ä*""eã thirty (go¡calendar days... _During the period the employee is suspenciedwith-out PaY, the city Manager shaLl investigate the cÍrcumstancesleading up to t!. suspension. t,lhen fr¡e investigatfon iscompleted and a decision is made as to further disciplinaryaction, the employee shall be informed in writiné-ãr the furtheraction, if any. If the investigation indicated furtherdisciplinary action is warranted, the ãiscipline sf¡all be imposedand the emproyee sharr not be paid for the time spent onsuspension.
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3.20 Dismissal

e.

f

3.2o.L Gene¡aJ'lï. The cÍty Manager or departnent headnay disrniss an employee if previous discipfinary ."ä.otr. have notresulted in thg expected improvement. The- city Manager ordepartment head may aLso dis¡niss an employee witñout previouswarning or discipJ'lne based on the seriousnäss or clrcuñstancesof a 6pecific incident, or when the whole pattern of anemployee's past performance and conduct justifies the inpositionof more severe disciplinary action in the first instance.
3.2o.2 gJ,il_glie. Reasons for dismissal or otherdisciplinary action incJ.ude, but are not linited to:

a. Damage, destruction, unauthorized use, ormisuse of pubJ.ic property;
b. Unsatisfactory, incompetent, inefficient, ornegligent perfornance of assigned duties;

Insubordinatíon, profanity,
ungovernable or bad temper;

or displaying an

Conviction of a felony or mfsdemeanori

off-duty misconduct which refrects unfavorabJ.yupo^n the empJ.oyee's suitabiJ.ity f or publiå
ernpJ.oyment;

c

d

Excessive absenteeism
unauthorized absences, orfrom a leave without pay
desÍgnated ciate;

Abuse of leave privileges;
Real or perceived conflicts
conduct which creates theimpropriety;

or tardiness,
failure to return
on or before the

g

h

i

j

k

of interest,
appearance

or
of

valuabl.e consÍderation given
of influenclng the employeeof the employee's dutiãs;-

Untruthfulness, dishonestyr or falsificationrecords, including misrepresentationgualiffcatfons for enþlolment,

Àcceptance of any
in the expectation
in the performance

Use of the
advantage;

employee,s position for personal

of
of
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J.

n.

fnsubordinate, uncivil, discourteous ordisrespectful behavior towards co_workers,supervisors, or the public;
Failure to observe these Rules,establlshed as per these Rulesr oradministrative rules;
Will.fully disobeying the lawfulsupervisor, department head, theor other authorized City Official..

¡rork rul,es
other City

orders of a
City Manager

Use of aLcohoL orjob, or working
substances.

of other City employees, orharassment prohibiled by taw.
3'20'3 9i@ All -emproyees shall be givenprior written notide or*Jnffi-a dis¡nissãl f.ncluãirrg notice ofthe date when the action wilr becorne Lftective. À-.opy shar.' bepJ'aced in Il" ernployeers p"rronrr"l f ile. The written noticeshall be derivered personaliy to ¡h; emproyee when practicabre,or ¡nailed by regi.stered, ceriified or other- sinil.ar special ¡nailto the employeers last known address. The notice srrart include astater¡ent of the reasons f or the dismissal -""i 

cite thoseportions of these Rures that have been viorated. The noti.ce
;låjj .*.="" åTi::î 

the employee of his or her rilrrts of "pp"åi
9.2a.4 E¿e.JsgrLlgel¿9_nJtegr.¡r,g-:_ rn a case of dismissals,the written notiðe-õhaïf*Tnform-îñã-ãrnproyee trrãi tnu emproyeemay request a pre-terninati-on hearing 

"nà wiitt"r, decision by thecity Manag:er. rf the emproyee 
"ãqü."t= such a pre_terminationhearing within two (2't reguiar city- workdays of the notice ofintended dismissar, the ci{y_ Manageï sharr é.i.r" 

-trrc 
emproyee anopportunity to refute any of the -charg.. or reasons stated forthe proposed dismissar at an ínf ormar h_earing rãr--trrat purpose.The pre-termination hearing shall be hetd, if practicabfe, withintr"ro r 2) regular city worÈdays of r"ãipt or 

- tr¡ã request f or apre-termination hearing, or at such other date as uoon thereafteras the cÍty Manager máy set, provided that no ierm¡nation shal.rbe ef f ective un{it af t-er aúg 
- 

"eq"ã"i"d pr.-t."rirr"t¡o' hearingwith the city Manager has been herd an¿ the city Manager,swritten decision has been made. rn-irre case of, pre-termfnatfonhearings, the ter¡nination date set f orth in ttre notice ofintended disnissal shaJ.l be deemed exienae¿ to the--åay followingthe date the cily Manager's written decision is made. Thehearing need not bè an eüidenti;rt h";rirrg, but shall afford theemployee an oppgrtunity -to resfond, to the charges or reasonsgriven for the emproyee's dismi"u.i. The city Manager rnay uphord,

o

p

controll.ed substances on the-under the inf luence of such

Sexual harassment
any other form of
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¡nodify or reverse the dismissal action. Exerclsing the pre_termination opti.on sharl not result in the ross -or any otherap¡real' rights afforded regular empJ.oyeee by seciion g.21 or g.22of these Rules. Trial employees, as'pår Section 2.6, shall alsobe given written notice- of dismi""äl but may receive a pre-termination hearing at the discretion of thä city Manager.Ðismissed trial employees have no rights to appeal under section3.2L or Section g.22,

3.2L Grfevances and Appeats

3.2r.r GsgçggllL À regurar employee in the classifiedservice _Dây, as set f orth in Slctions g. 20 , 3.2L , and g. 22 ofthese Ru1es, appeal any warni.ng, susfension withoui'p"y, lay of f ,demotion, disciplinary proUãtion ãr dismissal, or grieve anyalleged vioJ.ation of these Rules within 
_ 
f ivã l'sl regurar cityworkdays after the effective date oi the aisciprìnãry action, orof the occurrence giving ri.se to the grievancä. rf an empJ.oyeefaiLs to appear such diÀciplflary ártiä" within five (s) regrurarCity workdays after the Lffeciive ãate, the employee wiLl bedeemed to have wai.ved any appear of such 

"i;hî; under theseRuLes, except as provided in sõction g.2o.4, {rternatÍvely theregular emproyee may erect to appeal ant *"r"i"g, suspensionwithout pay, ray of f , d,emotion,- a¿rciplinary probation, ordi smi ssal , or grieve any alleged trior"tion 'of these RuLesdirectry to the city personner Blard as per section g.22. rfsuch employee_files a grievance or appear to the personnelBoard' the employee sharl be deemed to -have 
waived, voruntariryany other grrievance or appeal rights under sections 3.19 , g,20,and 3'21 that have not pre_v:ousty Ueen exercised. "giorkd.aysr asused in Section g.ZL itrall not fncfuAe Saturdays, Sundaysr orrecognized City holid,ays.

3'27'2 F¡Îep-tjo¡-g. An appear þv a regurar emproyee of awarning, suspension wftrrout 
_ !ay; 

- rayoii , aemãii;;, d,iscipl tnaryprobation or dismissal, shali not-Ìtrestafl the effects of anydisciplinary action, except for dismissars as per section 3 .20,4.Provided' however, shourd' the ¿iscipiirr""y action be reversed ormodified on appeal, the emplo,yee qänãrarry will be returned tohis or her positio-n, be paiä-rär añv--tost pay and have arr otherbenefits restored retrõactively to the -aåte 
oc- aisciprinaryaction, unless the appeal d,ecisfon specifies otherwise. To thegreatest extent practicable and when irt* best busir¡ess interestsof the City will not be harned, ih; ôity Manager or departmenthead may set the ef f ective date--ãr-.rry disciplinary action,except for dismissar, to commence no J.ess than five (5) regularci ty workdays f rom the date or tire written notice of thedisciplinary action. rn the case oe--a .grievance by an emproyeeof an aJ.leged violatfon of these n"jã", tfr* employee may elect toskip any step(s) in !h" procedure set forth in sectlon 3.2r..5 ifthe grievance is against the city ãiii"i"¡ specified to hear the
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gr¡evance. The employee's decision to skip any step in thegri.evance procedure sharl be submitted in writiïg. -'

3'21"3 -4en]i.çs-þ-ilitY. The grievance and appeal procedureapplies to a-I1 regular employees in the classftied, service.Employees shall exhaust ar1 -city grievance and a¡lpeal proceduresbef ore avai l. ing themselves -oi other methods oC disputeresoLution, including but not linited to, any federal., stat;¿ orlocal trÍbunaL or court. Trial employees, as per SectÍon 2.5, donot have the right to grieve or appeaÍ under sãction g.zt.
3 .2L . 4 l,rraiver . r-f al enployee f ai ls to process anygrievance or appeal-within the time limits rp."irr.a in theseRules and the time r irnÍ ts are not wai.ved 6v the ci ty, the

9mp]oyeets grievance or appeal wilL be deemed waived and suchfailure shaLl constitute a bar to any further appear. rf thecity.fails to answer a grievance o" appeal at any step, thee¡nfoyee's grievance or appeal shalJ. autonatically progress tothe next step and shaLl not be deemed waived. woitring in thissection shaLl be construed to prevent the settlement of anygrievance or appeal by mutual. agreement of the parties at anytime.

3 ' 21 .5 PJocedure. Except as otherwise provid,ed in theseRutes, the rotTãñiã!-Ëleps shall be f oltowed ín subrnitting andprocessing a grrievance of an alleged violatfon of, these Rulesr oran appeal of a disciprinary action or dismissar. AJ.t partieÅ i;
process their actions within fewer regular city workdays thanspecifÍed by this Section.

a, sB:,p r:

b. Step II:

Resolution No. 9O-459
Effective March 1S, 1990
Page

çtgp-J: Any enpJ.oyee(s) shall first present anygrievance or appeal to their immediatesupervisor within five ( 5 ) regular Cityworkdays after the grievance or appõaled actionarose. The supervisor and tne affectedernpl0yee(s) shall meet to discuss the grievanceor appeal and attempt to resolve the issuewÍthin five ( 5 ) regular City work days of thedate the grievance or appeal was preäented tothe immediate supervisor. - the supeïvisor sharlinf orm the ernployee (s ) of the de-cision on theappeal. or grievance within this five (S) dayperiod. The supervisor's decision nay be griveåverbally or in writing
If the grievance or appeal is not resolved atStep I , the af f ected ernploye(s ) shali reducethe grÍevance or appeal to writing and, submitthe issue to their department head within five(5) regurar city workdays after the decision oftheir irnmediate supervisor is given. The
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c. Step fff:

3.22 Personnel Board.

written grievance or appeal shal.J. contain adescription of the affãged problen(s), thedate(s) of atleged, occurrence(s), thecorrective actions(s) desired, and a éurnrnary ofwhat occurred d_uring Step I of the grievance or
fPneal procedure. A meeting tetween thedepart¡nent head and the af f ectËd, ãmployee ( s )shall be hetd within five (s) 

""goi., citVworkdays of the receipt'of th; writtengrievance or appeal. The departrnent head shaJ.lrespond to the employee(sj, within five (5)regular City workdays of the meeting, with awrj.tten decision on the appeal, or griJvance.

If the grievance or appeal is not resoJ.ved atStep II, the af f ected enpJ.oyee ( s ) mat, wÍthin
f.tr._ ( 5 ) regul-ar City wórkaays åf råceipt ofthe department headrs written decision, present
3 written grievance or appeal to th; CityManager, along witfr-äf f pertinentcorrespondence, records and f-nf ormationaccumulated to date. For the porpo"" ofresolving the grievance or app"al-, the CityManager shaII meet wÍth -tfre affectedenployee(s) and the department head within five(5) regular city workdays after 

""."ipi of thegrievance or appeal. The City Manaier shallrespond with a written decisioñ on tñ; appealor grievance 
- to the employee(s), within-?iroe(sl regular cllv workdayä of the meeiing. Thedecis ion of the Ctty Mãnager shal.l be f inal ,except as otherwise provideá Uy Section g.22 ofthese Rules.

' g .22.L M-gmbershie. The Cityshall consist of ttre ffiUers of the
of Sherwood personnel

Sherwood City CounciJ..
Board

3 ' 22 ' 2 . es,-Lh-g#lJ. The PersonneL Board sharl heargrievances and áppãars -uv regular employees in the classifiedservice regarding their suspenèion, Iayoff, demotion, dismissaLor any other grievance as per these Rules. Any such grievance orappear shall be filed in -wríting rlih the city Recorder withinten ( 1 ) regular city workdays ãrt"ï--tnu employee received thewritten notice of suspension,- fayofi-, de¡notiån ä"-¿iu*issal , ofthe occurrence giving rise to the griåvance, or of the completionof a gri'evance ald appeal p"o.ãoùr" as per section 3.20 orsection 3'21" Ernployeeïwho fail to rire tirãrr ,roti."" of appeaJ.as required by these Rules shall be deened i" rr""" waived anyright of appeal. under this Section. ,,Workd,ays,, a6 used in
ResoJ.ution No. 9O-4Sg
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include Saturdays, Sundays,
employees, as per Section 2,5appeal under Section 9.22.

3'22.3 Nqt,ic€. Às soon as practicable after the notice ofgrievance or appeal is filed, the Personnel. Board shall meet andconsider the empl0yeers grievance or appeal. The Board shali.provide wri tten notice !g the ernptõyee, the ernployeersrepresentative (s ) , and the city tvtanager r âs to the dale, 'time,
and place of the hearing.

3,22.4 4qqri-rlg. The Personnel Board shall hold a hearingon the employeers grievance or appeaJ. . rrre -ernproyee, cii;employees and any other interested iÃrsonr may give testimony atthe hearing. The employee,- his or- h-." authorizedrepresentatÍve ( s ) , the city, and the cityrs authorizedrepresentative(s), may examine and cross-examine ãny witness withrespect to the facts which are materiat and, reievant to theissues involved. The Personnel Board shall be responsÍble forthe conduct of the hearing and may determine the order of thepresentation of evidence, reguest the presence of witnesses, andexamine or cross-examine any interesied party and,/or witness.All testimony taken at the hearing shall be -under oath. ThePersonner Board shall receive any elidence logicalry tend,ing toprove or disprove a fact at issue, irrerpectivJ of the comrnon lawruJ.es of evidence, but no decision or findings sharr be basedexcf usively on hearsay evidence. lrlhenever- 
"ry 

- 

"vidence isconsidered by the Personnel Board, to be unnecessarily cumuratÍvein effect, or not likety to prove or disprove a i".t in issue,such evidence may be excluded,.-

3 .22 . s li¡.Çi.llqe .gåq .Ð-gsåe¿gg. r,tithin ten ( to ) regular
9ity -workdays of the grievance or appeal trearing-, the personneLBoard shall issue a written notfc-e of deciðio'upholding,modifying, ots reversÍng -the appeal.ed aiscipii"*v actÍonr ornaking a determination of the üãriaity of uie g"i.r-rrr". TheBoard's report shaJ.r cÍte specif ic rind,ings of ?-"t supportingtheir decision, give specifiõ directions as to any conditions orremedies attached' to their decision and set an effective date.The written notice of decision shall be provided the emproyee,the employeers representative(s) and trre city Manager.

Section 3.22 sha]l not
City hoJ.idays. Trial
the right to grieve or
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, do not have
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ARTTCLE ¿

oLASSTFTCATTON PLÀry

4,L Coverage.

4 . L. r +pqli-ca-bi1i.tv. Atl of f ices and positions in thecity service shall be assigned to the classified or unclaselfiedservice. Unless specif ically provid,ed otherwise, these Ru1esshall apply only to employees in lrre cJ.assified 
".-"rr¡"".

4. L .2 uncr.assifieÈ_gg.r,:Li_.g.g. The unclassified serviceshal.l incruaffiffiGîtions: The Mayor, councirMembers, Municipal Judge(s), the City Manager, members of boards,commissions, ê¡rd. other plural authóritieã, åll other personnelappointed, elected, approved,, or confirmed by the City Council,all personnel who serve without compensation, and, atl ternporarypart-time or volunteer personnel.

4.1.3 .çåa@. rheinclude those positions wf¡i-ðfr ãre notthe unclassified service, âs per Section

cJ.assif ied service shal.l
specif ically included in
4. L.2,

4.2 Creation

4 .2 - r Ç.ggçìr-+Jrv The city Manager sharl annuarry prepareand submit a classification pran to the city councÍ1. forapproval. The classification plán shal.I become å' part of theseRul.es, and is summarized in Appãndix C, TabJ.e I.
4'2'e QIgSSes. Positions shall be grouped into classesbased on similarity in established dutÍes, responsibillties, âDdentrance qualifications. No person shall bä apfointea to oremployed in a position that has not been included in theclassification plan, exceÞ.t for temporary part-time positionsauthorized by the city council. Each ðl"sr -of- positions shal.L beglven a class title which may take the form of ä numu"".
4.2.3 .cl+s?, gÞecifåg+tlogç. crass speciffcations in theform of a jgU desctttiion(s)l shalt be p""pår"A for eachposition. Job, descrÍptions shall become a part of these Rulesand be included Ín Appendix D. Each specificåtton 

"fr"ff includ,e,but need not be li¡nited to, the foffowing iniormatfon, theposition t-itJ.e, a general statenent of duties and,responsibilities, a brief description of job conditions, and anyentry Level educati,on, experience, Licensesr o! other rerevantskiJ'ls that must be possesÀed by any person to be considered fora position. Job descriptionã snärr be updated,- no less than
Resolution No. 90-453
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annuaL ly to ref lect accurately any changresresponsibilities, entrance guallf-ications, andof a position.
to the duties,

other particulars

4,3 Purpose

4.4 Adninistration

Resolution No. 9O-459
Effective March X5, tggO
Page

4.3.1' The classification plan is to be used as a guide forrecruiting and selecting applicants for employment, delerrnininglines of promotion or demotion, developing'enpLåyee trainin!prog'rams, determining the pay rate for various -types of workldetermining personner costs- ana d,epartmental buagéts, ,and as auniform way of referring to positionè in the city ãervice that isunderstood by all city emproyees and the generar pubric.

4'4' 1 BçFÆ+åir',Þ-i-li-!y. The city Manager is responsible for¡naintaining the classificátion plan and eñsuring tr¡ãt the planreflects the current duties, responsibilities 
""ã qualificatj,onsof all classified positions in the city servicL. when newpositions are created, the city Manager shalL review theposition's duties, responsibiJ.ities and qùalifications and makerecommendations to the city councir for any appropriatecLassifications or recr.assificaiions of positions, ä" provided insection 4-2. !{henever there are materiåI crrangãs in the duties,responsibilities and qualifications of .or".-rrt positions, thecity Manager shall revj,ew the changes and shall recommend anynecessary and appropriate changes in the classiflcation pran.Tlt" city Manager shalJ. also pãriodically review the entirecJ'assification pran and recommeñd any chang-es in the assignmentof positions to classes, job descriptionsr or any otherappropriate changes to the classification ptan.

4'4' 2 New PositÍonq. !{henever a new position is created,or the duties_ãl an ãîi",ting position riateriarly change,department heads shall provide the- city Manager with a written,comprehensive job description(s), describing in detait theduties, responsibilities -and qual.ifications of the affected,pos i t i ons ass igned to the clãss. The city Manager shallinvestigate the suggested or actuaL duties, 
"""f,orrri¡ifities and,qualifications, and recom¡nend. to the city council whatever actionngy be appropriate or necessary to accurately maintain theclassification pJ.an.

4'4'3 re.çg$b-e+S9. rncumbent employees who consider theirposition improperly classified may éubmit a reguest forconsideration for reclassifícation in writing to their immedÍatesupervisor' The inmediate supervisor shall review the requestwith the department head. ff tfre department head find,s that thepositionts dutles, responsibirltiãs or quarifications have
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changed materially so that the positionrs classification isinappropriate, the department head shall nake a recommendation asto recl.assification to the city Manager, rf the department headfinds reclassification is not appropriate, the departnent headshall inform the employee in writing of this decision and thereasons for the decision. fn those cases where the departmenthead has recommended reclassificatÍon to the city Manager, theCÍty Manager shall review this recommendation and make the finalrecommendation to the city council regarding granting or denyingthe reclassification request.

4,4.4 4-geol+tJnçnË. !,then a position is reclassified fromone class to _a higher -or lower class, the method of filling theposition shal.l generally be in accordance with sections 2.L, 2.2,2.3, 3.1', 3.3 and 3.4. provided, however, whenever therecLasslficatlon wouJ.d result in a demotlon of an incumbentemployee, the incumbent employee may be appointed. to thereclassified position, upon the reco¡¡urendation of the departmenthead and approval by the city Manager. And. provid,ed, iurther,however. that whenever the reclassification is a resuJ.t of theemployee's diligent and appropriate assumption of diffícult andadditional' duties and responsibitities, so that the positionwarrants a higher cl.assif ication, the department häad. hâyrecomrnend to the City Manager that the incurnbent be appointeà tothe recl'assified position without examination. The city Managershal'l consider the department headts reco¡nmendation and make irrefinal decision regarding how such a recJ.assified, position shal.lbe filled.
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ÀRTTCLE 5

çOMPEI'TSATION PLAN

5.1 Creation and Coverage

5. L. r gs'n-c-{-elly.- The city Manager shalt develop acompensation plan consisting_ of ranges of pay steps assigned tocrassês of positions. Each range of paf 
""sign?a to a classshall consist of one ( 1) minimum pay stèp, truo (Zl intermediatepay steps, and, one (1) maximum pay step. The compensation planshal.J' aLso includ-e merit pay proviãions. Each clasä of positionssharl be assigned a range of pay steps. pay steps between theminimum and ir¡termediate steps shaLl increase two and one-haLfpercent 12 I/2%), and shaLL i.ncrease five percent (5,6) betweenthe Last intermediate step and the maximum s-tep. There shalt bea minimum three percent ( 3%) difference between the naximum andrnjni¡num steps of any twc¡ (2't consecutive class of positions.This compensation plan and any subsequent changes shall. become apart of these Rules and be inctuded añd su¡nmariled in Appendix B,Table II.

5.1.2 F_c:t__Sl_e-pq.. pay steps for each crass shall becoordinated based upon the range of pay steps for other classes,the, reguisite dutÍ.es, responsf b:if tf e-s, 
"ñd- entry IeveIqualifications of positions iñ each class, the rates of pay forsimilar work in the public and private sector, cost of lÍving

{ata, suggestions from department heads and other enployees,f ringe benef i_ts, the city's f inancial polÍcies and, positf on, orany other relevant considerations. Nõttring contained in theseRul.es, the compensation plaq, or the City;s p"=i- practices orcustoms shalJ. prevent t!. city from reducinf, its work force,J'aying off, promoting, demoting, reclassifyÍng or dismissingemployees or otherwise managing ãnd directinj iñ" -operation 
ofcity grovernment in the best business interest ãr the city.

5 ' 1' 3 4p.¡cråqabiJi.f.v. The provisions of the conpensationpran sharr be appricábrl to arr employees whose positions arelisted in the cl.assification plan

5.2.1 &eepgrçiÞåJ.ily. The compensation pran is intendedto provide appropriate ánd equitaËle.orp"ti.iiro' for allpositions Ín the classifj.cation þf"n, taking into considerationth<¡se factors risted in section s.r.e. Th;' city Manager sharlannuarly study arr factors affecting the leveJ. är compensation

5.2. Maintenance

Resolution No. 9O-459
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5 -2.2 A-rne&dmgn-!- Thg use of pay steps and merit pay isintencìed to provide ad¡ninÍstrative -frLxibiritv 
lo recognÍzingindividual dÍfferences among incumbents appointed, to positions inthe same class and to provide an incent ive f or empJ.oyees toadvance and improve thäir performance. The city councir mayapprove the raising or lowering of the rênge of pay steps for anyor all classifications when deened in the best Ëoåirr.=r interestof the City.

5.3 t{ithin-the-Range pay fncreases

5'3'1 Minimun Rate. The ninimum pay step estabJ.ished fora class is the nrrrmar -hiring rate, except Ín cases where thebackground of a new ernployee ¿ ox other f actors, warrantappointment at- a higher step. Appointnents .uo.r the minimumpay set for a class shalr be approvea by the ciit Manager, basedon a consideration of whether the applidant,s currentqualifications are in excess of the entry -ievel 
luarificationsrequired for the cLass, whether there is - "ñ""1ãgÀ of qualified,applicants availabte at the minimum pay step, whether qualifiedappricants d.ecl-ine emproyment at the minimu¡i pay step, or otherfactors in the best business interests of the iitv.-

5 ' 3 ' z SYgæ.gS. Advancement to successive pay stepsfor a class of põsitions shart be based on an emproyee¡sefficient 
"ld fully satisfactory p.rior*ance of the dutÍes andresponsibilities of their positibn. The maximum pay step isconsidered the full pay rate for an incumbent who is meeting allthe requirements of his or her dutles. Advancement to the nextsuccessive pay step shall be based 

""f"i'- ån merit andperformance, not on an emproyeers rong.viiy ã, seniority.Advancement is not automatic.

5.3.3 Ti.¡$-inq. An ernployee may be considered foradvancement to a highèr pay step on his or h"r yearry anniversarydate of employment. provided, -however, that trial employees maybe considered for advancement to -a higher pay step uponsuccessful completion of th: trial empJ.oyme"i pãrrãì as providedin section 2. s. The anniversary aåte- of "*pio-vr.rrt sharr beadjusted for employees on Leave without pay status as provided insection 6.6.6. Normarry an emproyee srrair onrv- uð advanced, tothe next successive pay step-foi" their claså ;i positions.Provided, however, that the ctjv tvlanager may advance an employeeto a higher step upon his or her annív"rsary date of emproymentbased on a determination that tire periãmance of the employee hasconsistently exceeded the normal iequirernents of their position,and that such advancement wourd be in the best business interestof the City.

paid City employees, and
to the City Council.
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5.4 Merit Pay

5 .4 . r El igiþi t i,rv. Alt regular ernployeee shar l beeligible for a merit pay award on their firãt ânniversary datefolJ-owing advancement to the maximum pay step for their cLåss ofpositions, and on each successive anniversary date, provided. theemployee remains at the maximum step for ttreir class ofpositions. Dlfferent merit pay plans shal,l be in effect for non-exempt classffied employees, a6 per section !.7.25, and exemptempJ.oyees, as per Section 1 .2. Xg and 5. ?.5.
5.4.2 Non-Exeppt-4pplovges. Elfglbte non-exemptemployees, as per section 5.4-i, shall receiveã nerit p"y 

"w"idin incre¡nents egual to two percent (2%,) of gross salary fór each"exceeding reguirements" rating received on their annuarperformance evaluation for "primary" job duties, and one percent(1.ft) f or each "exceedi.ng requirements', rating received. for"other" iob duties or for their performance rãl"tiv. to "jobresponsibilÍtíes", " job conditiorrs,,, or ',externaJ. contacts,', tó amaximu¡n of ten percent ( LO%,t . provided, however, that to beeligible for merft pay all other rated factors on an employeersannuaL performance evaJ.uation shall not fall below "rneeiini allrequirementsrr .

5.4.9 Exepqg-Enplovees. El!.gible exempt enployeesr ês persection 5.4.L, shall receiv_e a ue¡ril pay award in Lncrement equalto three percent ( gs ) of groaa sálary f or each ',exceedintreguiremen,ts" rating recelved on thelr annual perfornancãevaluatlon f9r "primary" Job duties, and, two percent (2%,) foreach ¡rexceedÍng requirements" rating recefved for',otheri Jobduties or for their performãnce relative to uiou
responsibilitiest', "job condl.tione", or fiexternal contactsn, tã amaximum of ten percent ( 1Og) . provlded, hor,rrever, that to beeligible for nerit pay all other rated factors on an employeesannual perfornance evaluation shall not fatl beLow ',meeting allrequirementsr'.

5.4.4 pq)rn,ent. The total merit pay award shall. be paid asa lump sum at the time of the first- regutar payd,ay followingapproval. of award by thg city Manager, or" it rour (4) 
"gr.,aIquarterJ.y increments at the ernpJ.oyee , ã option, provid,eil iîowéverthat merft pay- shall be paid out in f,ull-wlthin-the Êaue flscalyear in which lt fs awarded.

5.4.s $æB.q.g.yele. AI1 me¡it pay awards shaJ.l be approvedby -the c i ty Manager , who shat I de{ermine that the perf ormanceevaLuation was faÍr and accurate; consi.stent with irre generalstandards of job performance and conduct applied to otherpositions in the City service; and that aaequade- fundÍng exists
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for an ongoing merit pay program.
dlscretfon to deny or reduce any merit

The City Manager has the
pay award.

5.5 Pay Steps on Promotfon, De¡otlon or Transfer.
5 . 5 . 1 ProILg.Sigg. g{hen an empJ.oyee is promoted, the

employeets pay step in the new position shali. be at least a fivepercent (5ft) increase from the pay step fron which the empJ.oyee
was promoted. The anniversary date of an employee who is promoted
shall be adjusted so that it falls one (1) year from theeffective date of the promotion.

5.5.2 P.Ê¡!gsi.g4' r{hen an employee is demoted pursuant tosection 3.19.3, the empJ.oyee's pay step in the new position shatÌbe the pay step of their neh¡ class of positions which is thesmaLlest decrease from the pay step from wntcf¡ the empl.oyee wasd.emoted. rf the employee was demoted, but not pursuant toSection 3.20.3, the enployeers pay step in the new poàition shallbe any appropriate pay step in their ne!'¡ cJ.ass of þositions thatis Less than the pay step from which the employee was demoted.fn either case, the demoted employee's department head, shall makea recommendation to the city Manager as to an appropriate paystep and the city Manager shaLl revíew and approve itrèrecommended lower pay step or determine what is a moreappropriate pay step. The anniversary date of an employee who is
demoted shall be adjusted so that it falls one ( 1 ) year from theeffective date of the dènotion.

5.5.3 ans fer
position to another in
shall continue to be pa
anniversary date shall

. 9{hen an employee transfers from one
the same class of positions, the employee
id at the same pay step and the employeers
not be adjusted.

5.6 Pay Periods

5 . 6. 1 9Yglkd,av,-Frrd- wqrkweqE. The regular city workdayconsists of a workshift of eight (8) consecutive work häurs pfuåan unpaid sixty (60) minute meaL perÍod within any consecutivetwenty-four (241 hour period. Saturdays, Sundays and recognizedCÍty holidays are generally not considered regulár City wo"Éd"ys,except as otherwise establ.Íshed by these Rules. The rãgular City
workweek is a period of one hundred sixty eÍght (t68) consecutivehours that begins with the start of the first workshfft aftert2t01 a.m. sunday and ends at the concrusion of the lastworkshift that started before nidnight on Saturday. These Rulesor the city Manager may establish other regular workdays orworkweeks for individual employees or certafn crassás ofemployees, particularly those in City departments provld,ing seven(7 I days-a-week, twenty-f our (24,) hours-a-day service, ãnd f orexempt employees as per Sectlon S.?.S.
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5.6.2 Fsy- iey. Emproyees wi1l. be paid once a nonth on thelast day of each ¡nonth, provided, however, that a draw of up tothirty percent tSord) of gross rnonthly salary may be regueste¿ forpayment on the fifteenth (15) day of each ¡nonth. When the normalpayday or drawday falj.s on a Saturday, Sunday, oF recognized, Cityholiday, employees shall be paid on the last regular city workda!preceding that Saturday, Sunday, oF holiday
5 . 6 . 3 AÊggrge.p. Employees may request payroll advanceswhen the normal payday or drawday ràlls -d,urin! àny authorizedLeave, or Ín other circumstances aÊ may be authoiizea by the ciitManager. Payrolr advances may not exceed, ninety percent (go5) oi

!h" ,employeers norma.l net pay scheduled ror -tnat payday ordrawday.
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5.7 Overtime

5 . 7 . 1 _ 9-g-g-g*q-el fy. A¡J employees, except as exempted bySections 5.7.4 and 5.2.5, will, be compensated for hours workeåoutside of . their regular workday or workweek. The reguJ.arworkshÍft for such non-exempt emþroyees consists of eighl tàlworking hours within a given workday, ês defined by Section5.6. L. The regurar workweek for such non-exempt employeesconsists of forty (eo¡ working hours within a given workwLekl 
".defined by sectÍon s.6.1. No employee may refuse to workscheduled overtime, overtime neCesJitated by emerg,encies,overtime neces_s j.tated by staf f shortages, or any other reasonablerequirement for overtime work that is in the best businessinterest of the City.

5.7.2 ComDensation. All authorj.zed overtime work byemployees,"xcffi"duv_s""tì""5.7,4and5.7.5,shal1
be compensated for with time off in 1ieu of pay, at the rate ofone and one-half (1 L/z't hours for each hour of 'empfoyment 

workedin excess of the gnproyees regular eight (B) nïur workday orforty (40) hour workweek, üÞ to an accrual. of-forty (+O¡ hours.such non-exempt empJ.oyees shalr receive cash payment for allovertime accumulated in excess of forty (4O) houis,'and, shal.t bepaid f or a1t unused co¡npensatory t i¡¡e-of f upon resJ,gnation,layoff, or dismissal. such exäess or unused compensatoryovertime shalJ. be paid at the emproyeers regular rate of pay.
5 ' 7.3 Public Workg. All employees 1n the public lrtorksDepartmeDt,- 

""."pt 
-ãã-exenpted by section 5.?.5, shalr beresponsible for serving emergency standby duty, êrs scheduled bytheir supervisor or department head. During the employeersregular workday or workweek, lro ad,d,itional .ornpãn.ation shall bedue for standby duty, except for actual overtime hours worked a6specified in Section S.?.1. On Saturdays, Sundays and recognized,city holidays that are not part of the -employ"uÄ regular wõrraayor workweek, non-exempt empÌoyees shall accrùe four (4) hours oicompensatory time off for every ful1 twenty-four (241 hourstandby shift served. provided, hbwever, that if the employee iscalled to active duty, co¡npensation shall be provided asspecified in Section 5.7.2, in addltion to standby compensatorytfune-of f .

5 .7 . 4 _ 
gäS-Sæl-¿*e¡l-g . Exempt classif ied, employees r €rsspecified by Section 5.2.5, are noi ettgible to receive overtimepay for any hours worked in excess of forty (40,) hours in one ( 1)regular city workweek, âs such emproyees receive a salary whichis considered to be adequate cash compensation for all hoursworked. The cit_y Manager has the disðretion to permit shortperiods of time off for such exempt classified employees for thepurpose of attending to personal 0r civic natterå, without lossin sarary or requiring the use of other reave benefits.
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Provicied, however, that as a result of conditions which involvehours of work in excess of f orty-f our (44,t hours in one (1)regular City workweek, an exempt cJ.assified employee shalireceive compensatory tine-off equivalent to the ãctual excesshours worked, up to a maximum accumuration of forty (40) hours ofcompensatory time-off .

5.7 - 5 E¿r-e-¡gp! Bg-g-il-i-grrÊ.. For purposes of these Rures,
exempt cLassified employees Ínclude those persons ernployed in anadministrative, professional or executive position, aË däfined bythe Fair Labor Standards Act of 1985 or ãucceeding legislationlPresent exempt cLassified posS.tions in the CÍty serviðe includethe Chief of Police, Director of Finance and Ad¡ninistrativeservices, and Director of pubrÍc g{orks. other positj.ons may bedecJ'ared exempt when added to the city service õr as duties andresponsibilities of exÍsting positions are mod,ified,.
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6 l, Holiday6.

6.1.1 When O
holida ys on the dates indicated:

ÀRTTCLE 6

EMPLOYEE T¡ENEFITg

erved. The City shall observe the following

January 1

Third Monday in February

Last Monday in May

Juty 4

FÍrst Monday in September

November l1

Fourth Thursday in November

December 25

If a holiday falls on a Sunday, theobserved as tire hotiday. If a ¡räiiaãVpreceding FrÍday shalj. be observed 
"å

a.

b.

c.

d.

e.

t,
g.

h.

New Years Day

Presidentts Day

Memorial Day

Independence Day

Labor Day

Veteranrs Day

Thanksgiving Day

Christmas Day

6.l. . e E.Xg€p$_9.se..following Monday sfrálfJe
falls on a Saturday, thethe holiday.

6 . l. . s E_åge.!j¡s Ee.¡_iigy . rn addi t i on to the hot Ídayslisted in section o. r .î, rãgurar f ulr-time emproyees shatlreceive one ( 1) f loating hoJ.id,ay per carendar y""" ir recognitionof the national observation äf the birthday ãì iartin LutherKing' Floating- holidays must be schedule¿ wi{h a ¡ninirnum of ten(10) reguJ.ar city workdays advance written approval by theemployeers immediate supervisor or department hea¿. Fl0atingholidays not used within tr¡e calendar y."" ."* J.ost and cannot becarrÍed over f or use in_ subs"querit carendar years. upontermination an emproyee sharr nõt receive pay io, an unusedfloating holiday.

6.L.4 tlg.Li-dey gey. Full.-time emproyees who do not work ona hol idav siiar r rãiãîr" eight ( B ) r,óo"u hotiday pay at theirreg'uJ'ar rate _of _PaY, provided 'they have wortä¿ their Lastschedu:Led workday before and thelr first scheduLed workd,ay after
Iir: holiday. part-time and ternporary- enptoyees do not receiveholiday PaY, provided however that when in the best buslness
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interest of the gityr part-tlme employeee ¡Eay be off,eredopportunity to work a substltute workday, Emprbyees who areJ.eave without pay are not entitled to receive nðtiaay pay.
unexcused absence from scheduled work on a holiday wili resuftLoss of holiday pay for that holiday.

approved vacation or sick leave,

the
on
An
in

a holiday for which an exchange holiday i; nät taken withinthirty (30) caJ.endar days shart be paid ror the first eight (B)hours worked on the holiday at the rate of two (2) time theemployee?s regular rate of pay, provided, however, that part-timeand temporary employees who work on a hotiday shall be 
-paid forall hours actually worked at their usual rate of pay.

6. 1.6 l,_qaVe provisions.
period, of a ruïïltl¡ce-enprãveãG

Í.t a hol iday f alls duríng a

the employee shall
be charged against
leave benefits.

receive holiday
the employee's

pay and the absence shalJ. not
accumulated vacation or sick

6.L.7 RF.l ioious Hglidavs. Regular enproyees who practf cea religious faith observlng horlaays not tistäd in seciroi-o.i:i,may request leave on said holiday. All such requests shall bemade 1n wrfting to the Cfty Manager. Upon verlfication of thebelief and hoJ.iday, the holiday nãy be granted, provided that itis in the best business interegt of the ófty. h,"ifgroos holldaysshall be off-set as unused holiday beneflts-as per õectfon 6.r..i,as vacation leave, oF as leave without pay. A1l rerigrouåhorlday J.eave sharr be approved in writing- b| the clty r,rañagãrsetting out the terms, condftl.ons, and fenglh of said leave.

6.2. Vacations.

6'2' 1 Rate of Accrual. Vacation benefits are d.eterminedbyaregrularffigthofcontinuousservicewiththe
city. Ful.l-time employees with one (1) year or ress of servicesha1l be granted ten (ro) workdays of vacation with pay andsubsequentry shall receive ten (10) workdays plus one-hart lL/2,,workday of vacation with pay for each additlonãr y""t of service.Part-tÍme employees shall receive and accrue vacation benefits atone-halt (L/2,1 the rate of fult time employees.

6'2' z F.ëggglio-gg. Enployees earn but cannot use vacationbenefits until they have successfully compl;i;d their triargnproyrnent period. lemporary empl0yees do not earn vacationbenefits. Transfers of empJ.oyees witr¡in the city service shallnot cause a break in an employee's years of continuous servicefor the purpose of, computing the ámount of vacatLon benefttsearned' Employees do not earn vacation benefits during a leavewithout pay.
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6 .2 .3 . 41te pf Fa_V. Vacation pay is cietermined by theregular empJ'oyeets regular rate of pay at the time the vacätionbenefits are used. vacatj.on pay srrJtl be the amount the regularemployee would have earned had the employee worked a retularschedule during the vacation period.

6.2.4 c?fgV,:9-¿e_q9,. Vacation benefits not used d,uring theemployeets anniversary year in which the benefits are earned maybe carried over, but must be used in the succeed,ing anniversaryyear. Provided, however, that an emproyee may not accrue morethan thirty (30) workdays of vacation lèave 
"i the end. of anycalendar year without the written approval of the City ManageriThe city Manager may approve accruals and carry-overs of morethan thirty (so¡ workdays of vacation Leave or for more than one( 1 ) succeeding calenciar year, when the employee hras unable totake time off due to city staffing and work io"å reguirements, orother legi timate reasons that made use of the e-*ce"" accruedvacati.on benef its unfeasible.

6.2. S ¡ig.eph_.Oul]. Regular employees shall
( 1 ) lump sum for any accrued but unused vacation
upon layoff, resignation, or dismissal, unless theto provide the reguired notj.ce, if any.

6.2.6 sc"b-e*gå¡-gg. vacations sharr be schedur.ed by theemployee's department head based upon staf f ing and workl.oad,requirements. - Employees may reguest in wrltiîg that theirvacatj'on be scheduled at a particuJ.ar time and tñe departmenthead may give consideration to reguests that are consistent withthe department's staffing and workroad requirements. Anemployeers department head may change or canceJ. prevJ.ousJ.yapproved vacation schedules whenever necessary to meet theoperating needs of the department.

be paid in one
benefits only

employee fails

vacation benefitsthat
6 .2 .7 Ulin:iF.u_gt€ . The minimum unit of

can be used at one time is four (4) hours.

6.3. 1 Rate of Accr-g3l. Al1 regular fuLl-tine employeesshal'J' earn sid[-îãffi-Ëõ'ef iË at the rate of one ( x ) workday foreach caJ.endar month of continuous empl.oyment. Àtl regurar part_ti¡ne- employees sha]l earn sick Leave -benef its at the rate of one-half (L/2) workday for each cdlendar month of continuousemployment. No sick leave benefits are earned by employees onleave without PaY,- or by temporary ernployees. sick leave benefitsare earned from the date of employment, provided, however, thatempJ.oyees may not use sick lãavã benefits until their triaLemployment period is successfully completed.

6.3 Sfck Leave.
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6.3 . 2 Ç.g..tly:çgSt-9. Sick leave benef its not used duringthe cal'endar year they are earned may be carried over and usedduring succeeding calendar years. Employees may accumuLateunlimÍted sÍck leave benefits and such Uenetits may be carried,over into successive cal.endar years without any t.ät"i.tion orpenalty so long as the employee remains ernployed by the city.
6.3.3 "cash-out". _ Except as herein provfded, enployees'shall not ue ìãJ¿-ì¿Ïlãctly roi ant ùnusea sick teave benefitsupon termination of enpJ.oyment, provided, however, that unusedJ.eave shalL be reported to the State of oregon public EmployeesRetirement system for the purposes of caiculating retirernentbenefits. Fifty (5oE) of an employee's annual. accrueá but unusedsick leave ben_efl'ts nay be converted to vacation leave at the endof each calendar year, when_the employee so reguests in writingand is a regurar city employee on becember ãr of that y;;;:Provided, however, that the enployee muat retain a mlnimum offour hundred eighty (¿Bo) hours ór accrued sick leave. slckleave may not be converted to vacatlon leave upon layoff,resignation or dismissal..

6.3.4 Rate f Pav.
the employeers regular rate
used. Síck leave pay shall

Sick leave benefits
of pay at the time
be the amount the
employee worked

shall be paid at
the benefits are
regular employee
their regularlywouLd have earned had such

scheduled workday.

6'3's -AnfJ:eeÞiJ$V. sick Leave benefits may be used, byre_g'ular enployees for àry absence due to p"r-on"l injurylillness, o! temporary d,isability, except as prävid,ed in Section6.Lo.2, which keeps the emproyee from perfoirning thefr ""goi""duties, for personal ¡nedicar or dentat appointmen{s, for absencesoccasioned by the illness or injury of a member of the employee,sim¡nediate family, or the neeã {o accompany a me¡nber of theemployee's immediate fanily to a med.ical or dental appointment.sick leave benefits may be used for actual periods oi- temporarydisabiJ.ity associated with pregnancy or crritd-birth.
6.3.6 ¡{g,!i-gg. payment of sick leave benef its is furtherconditioned upon the ernployee notifying tr¡err immediatesupervisor or the department head of the emplJyee,s absence(s) .,regui'red in section 3.15. Faifure to give-re{uired notice shal,lresult in the loss of sick J.eave benefils for ãuch abeence(s).

.999.3,åÉ¿ceL9-e._ The ernployee may be required toi f Ícation of ÍLlness or in jury tr¡ãt resul.ts in ant exceeds three (g) of the employee's regularto provide a written rerease to return to work fromhealth care provider, whenever reguested by theepartment head, of, the City Manager, The Cityrequire any ernployee returning afier a prol0ngeå

6.3.7
provide cert
absence tha
workdays, or
a qualified
employeers d
Manager may
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absence to be examined
Cityts choice.

by a qualified heatth care provider of the

6. 3 . I Egf ce_4 [,e.egp_. The employeers supervisor,head, or the city Manager shall. have the authority toemployee to go on sick leave if the employee issatisfactorily perform their duties, or enA,angärs theothers, due to illness or injury.

department
order the

unable to
health of

6.3.9 L-gave. Wilhog-! E,ay. Upon exhaustion of any sickleave benefits, ê!l employee may reguest additional l.eave withoutpay pursuant to Section 6.6.

6.4 Special Leave

6.4.1 July Ð-r+tv. Employees who are called, to serve on ajo"y, ox subpoenaed as a witness in any court proceeding, shallbe allowed time off from work withoui loss or pay or accruedbenefits. Any fees received, includÍng travel alfowances, shallbe endorsed over to the city for d,epoãit in the cityrs GenerarFund, provided, however, that any fees received for such dutyoccurringr on days that are not regular workdays for the enployeåshall be retained by the enproyee. Emproyeeã excused froír jü"yduty or court proceedings are expected to work the remainder oftheir regular workday.

6 .4 .2 Electio n Leave
constrai
eJ.ection,

employeets work schedule
any regular or epecial
to a maximum of one (1)hour without loss of pay or b
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ns their ability t
time off shall be

When an
o vote in
granted up
eneflts.

6.4.3 Leave with P1y. Except as otherwise establ.ished bythese RuJ.es in thð fo:nn of-vacatioñ 1eave, sick J.eave, hoJ.idays,jury duty, emergency leave, in-servÍce training, ãûd the otherfor¡ns of leave and training specificalry identiïied, r.eave withpay is not allowed, except by express authorization of the CityCouncil.

6.5 Emergency Leave.

6.5.1' G9Þe-çqlJV. !{hen a death or serior¡s ilLness occursf 1 an employee ts Í¡¡rmedlate f amf ly, a6 def ined ùV- Sã"tf "" J. .6.2! ,the emproyee may request up to tñree (3) workd,ays paid ur"rg"rrãy].eave. Emergency- leave pay shall be that "roïnf the "rpioyråwourd have earned had t!" emproyee worked their regular workschedul.e. AlJ. emergency leave-srrarl be approved fn wrtting bythe city Manager setting o¡¡t the terms, conditione, and rengtír oisaid lèave.
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6'5'2 T.+çs-s.s tegy-g. Emergency leave may not exceed three( 3 ) workdays in any èár-ãñ¿ar year. Emergency r.eave rn excess ofthree (3) workdays shalJ' be treated as vacati-on Leave pursuant tosection 6.2, or leave without pay pursuant to sectÍon 6.6 shouldal.l vacation J.eave be exhausted.

6.6 l¡eave t{ithout pay.

6'6'1 g*e¡cg=.¿J-y. Leave without pay rnay be granted to anyregular employee by thà city Manager for any period of tirne up totwelve (12') months for persónal., lrofessionåfl or i.Àiry reasons,or for time beyond the nedicarrÇ rÁ"iif ied period 
--of 

temporarydisability following childbirth. The city Manager shalr have thediscretion to grant r.eaves without pay for other reasonsconsistent with the best business in{erest of the city.Temporary ernproyees sharl not ue grán{ed reave ,uitrro,rt pay.
6.6.2 

. {p-thori-4atio.,1, All leave without pay must berequested by the regular émproyee in writing as soon as the needfor such a leave is known. - Ali written requests shall state thereason for the J.eave and the amount of leave time needed.tnlritten reguests shall be submitted, to the employee's departmenthead' and referred to the city tuanager with the depart¡nent headrsreconmendation. À11, reave-wlthðut pay shatl b" approved lnwriting by the city Manage_r settJ.ng oùt the terms, condltÍons,and length of sald reave. Th" citv -r'ranåger has the discretion toreduce or deny the leave without 'p.v r"quest when the reductionor deniaL is in the best business irrf"".*t of the city.
6'6'3 Re-tu.gn -to !Lgr-\. FaiJ.ure to return from any leavewithour pay on of beforei-?estgrrài"ã date, wirJ-¡e considered avoluntary resignatlon and ,cauuã ;;; aenying--""-.rpioyment withthe city. -Enployees on reave wiltout pay may return to workearJ'y' provided notice is given to their department head at leastfive (s) regular City workáays in aaüãnce.

6 . 6 . 4 åSJI9 l_å_!g. Hol_iday pay, sick leave , and, vacationbenefits are not earned whire å"'"iproyee is on leave withoutpay' The city wirr' not pay any portión ot_ ttre ernpr,oyee,s groupsmedicar and rife insuränce premiuns while the ãproyee is onLeave without. pay, though trre- enpr;y;. may elect to personarlycontinue such coverage as proviaeã under the terms of suchpolicies. At the Citt Manager,s discretion, an ernployee may berequired to use any earned but unusea vacatron'ana hoJ.idaybenefits before a reãve without p"v-i" granted.
6.6.s &-çgp_r-o:ge¡S. -Emptoyees returning fron an approvedleave without pay are éñtiti.ed to'return to thetr same positionor a similar position in the same crass a-nd pay step. provided,however, if the emproyeers anniversary date of emproyment ferr.
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during a leave_ -without pay period, the employee's anniversarydate shall be adjusted as provid,ed in section s.2,
6.6.6 certificates. 

_ Enployees who are granted a Leavewithout pay for ¡nediããtir disability reasons nust exhaust altaccrued sick leave benefits prÍor tä commencing leave withoutpay. Any enployee returning from a leave wittiout pay due to¡nedicaL or disability reasons must provide a guallfied healthcare providerrs certification of- the elnployee,s aåility to returnto work. rf Ih" employee was placed on leave without pay statuspursuant to the terms of section 3.1.9, the certificate shall, ifpossible, be f ro¡n the hea]th care' provider who previouslyexamined the employee.

6.7.1 Reserve Duty. Any empl.yee required to attendinitial or anr¡r¡äÏ-rniJJlãlv reserve training or other short-termnilitary duty sharl be compensated at their normar. rate of pay
{ot their regular workdays or workweeks for which they are absentduring the period of short-ter¡n military duty, in accordance withappficable Oregon Revjsed Statutes

6'7' 2 S-r!*qng.Fit:-D-ut{. An enpl0yee required by state orFederal J'aw to enter irrJstate or rãaerar armãd services for anextended tour of duty shalJ. receive an extended unpaid ¡nilitaryleave . of absence. Alt ntrftary -reives 
of absence sharr beapproved in wrltlng by the grty itanager eettJ,ng out the terns,condl.tlonsr êtrd length of iaid r-eave. -A; ãinroyee whovoluntarily enters thÀ state or Federal armed services for anextended tour of duty shal.l not þ: erigÍble for extended nilitaryleave of absence._ Employees shalr recãive pay for arJ. earned butunused vacation benefitg as soon as the extend.ed miritary leavebegins.

6'7'3 Le--pp,1-ov¡çnt. Ernployees on leave fro¡n the city forservice in the ar¡nea-sãrîJces or military reserves as required bystate or Federar raw, except f9" emptoyees who voruntarily enterthe state or Federal armed services ?or- an extended tour of duty,are entitled to re-empJ.oyment consistent with any applicabreState of Oregon or Federal laws.

6.7 Military Leaves of Absence.

6.8 Soclal Securfty.

6.4.1 The City, and aIttemporary Ci ty enployees, shal,lSecurity System.
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6.9 Education.

6'9.1 cener:gr.ry. The city encourages emproyees to obtafnadditional education which facilitãtes -thå 
empJ.oyeersadvancement in the City service, and which is in the bestbusiness interest of the bity. coursã work of five ( s ) or fewerregular city workdays may be considered in-service training asper section 6.r.0. ât the discretion of the citt rø"rrlg"".

6'9'2 . P1,gr.*P-4o-w-Èej. The city may provid,e a fÍnanciarassistance pl1n for regulãi empJ.oyees who wiär¡ to improve theircurrent and future job-related sÈÍlls, knowledge and abilitiesthrough additionar education. The city Manager shalJ. have thediscretion to determine whether the education for which theempS'oyee requests financial assi.stance is reJ.ated to theemployee's current duties or reasonably anti;lbated futuredutíes.

6'9'3 Çp¡9ry+s-gti.p¿. -The city generarry does not provid,eleave with pay tor -éducational pürior"", except by expressauthorizatÍon of the city councfr . - The employee ¡nay erect,subject to the authorizatións specified by ttrese Rures, to takevacationr conpensatory tlme-off, oy leave without pay for suchpurposes.
' 6.9.4 Exp-eqs.es.. Emproyees must make a written appricationfor educationar. áÀG.istance to their department head, who wirrrefer the reguest to the city Manager wr{rr a reco¡nmendation. rfthe reguest is-approved by the citf tøanager, ar,r or a portion ofthe cost of tuitlon shalt be reimbursra to the enployee after theemployee provides officiaJ. transcripts or ãtt'., proof ofsa!l3factory completion of the .oo"à.r êDd, receipts for all.tuition. satisfactory completion shalr be considãrea the awardof a passing grade, certÍficate or óoÅpretion, *--" grad,e c orbetter' The cost of books and other required course materialsshal.l be the responsibility of tnå- employee. other costs ofeducation, such .as transportation, mealã, ärrã f oãgirrg" are noteligible for reimburse¡neñt, unless expressty authãrized, by theCity Counci l. .

6.LO fn-Servfce TrafnÍng
6. I'0. 1 .o=p-qortuqit_y. rn-service training opportunities foremployees shal'l be liîov.iaea when funds are available to do so,and the traÍning is in the best business interest of the city.The city Manager may develop trajning programs to meet city_widepersonnel and operational. needs, ã"- to prepare emproyees forpromotionr of may offer empJoyees the opportunity to attendprograms offered by other agencies, when iïl;-ä;i"rmined suchprograms will improve the efficiency or effectiveness of theservj.ces rendered by City employees
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6.to-2 sc-hedgliqg. rn-service training sessions may beheld during regular worting hours at the discrãtion of the cityManager' Training sessions nay be at city facilities or at otherJ'ocarions, as-authorized by th; city Månager. Training sessions,seminars , and other course work i-r1 excess of f ive ( 5 ) regularCity workdays shall be treated as per iÃction 6.9.
6'10'g .9geE,9-rlgalio-+. Enptoyees shall be paid for any tfmespent in authorized training ãesÃions, provÍded, however, thatemployees sharr generally-no! be compensáted for any time spentat training sessions held outside of the "rployee,s regurarworkhours, workdays, or workweek. The city-ù"å.g"" has thediscretion to cornpensate empJ.oyees for time äpent in trainingprograms outside of the enþtolee,s regular wärking hours, itattendance is deemed by _the city Manag,er to be in the bestbusj.ness interest of the City, or is a requÍrement of continuedemployment or professional s.tanAingr ênd tlie training session isrel'ated to the ernpJ.oyeers current duties or reasonabryanticipated future dutiej.
6.1o.4 ErEçns,æ-* The cf ty sharr generarry reimburse theemployee f or - alr expãnsee reJ.ailng to authorized r,n-servlcetraining sessions, incJ'uding but not Li¡nited f"-""Ãrlment fees,transportation, ¡neals, and Iodgings, provided that the CityManager deems the training session -to ue in the best businessinterest of the cityr o! a requirement of continued ernptoyment orprofessionar standi.ng, and th; training session is related to theemployeers current dutiee or reasonably 

"rtti.ip"t"a futureduties. section g.t4 sharl 
"p;it fn determîning properdocu¡nentation for reimbursement of iñ-sLrvice expenses.

6.11 l{orkers t Conpensation

'6. 1 t . 2... EE_cqålågåg-. Any on_the_job inJuries oroccupational' illnesses s'rrãrr- ¡e repärted as provided, in section3'72' An employee shalL not receive slck leãve uãnetits duringany perÍo<i when 
- !h* employee is eligibte to 

"ã..i.r" workers rcompensation benef its .

6.11.L
and tenporary

Coveracte . The City,
loyees, shall
ation Program.Oregon g,,lorkers,

City emp
Compens
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6.L2 Group fnsurance prograns

6.1.2. 1 G.eneraJ.ly. All regularpartfcipate in the City'ã group rnedical,i ns u.rance programs accorain! to eåc'f,requirements. Coverage shalf ãxtenA-iã

and all full-time, part-tirneparticipate in the State of

fu11-_tirne empJ.oyees maydental, visÍonr ërnd fife
progrram I s eligÍbility

the employees spouse and
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dependents. part-time employees m?y participate ln the city,sgroup ¡nedical insurance program onfyr -ênd .oï"""grã shall applyonry to the pa-r^t-time emptoyee and st¡ãll not ext-e-nõ1o 
"rry memberof their immediate fa¡niiv. - The city may contribute towards theprenium cost of group insurance programs. Any premium costs notcovered by the city sharl .be p"Jd by the 

"rr"óliea ernp:oyee in amanner deternÍned by the Clty. The tår¡ns, cordition and extent ofthe cityt s group insurance programs may be modified or cancerLedat any tine by action of trre city council or trt. in=rrring agency.Enployees are responsible for -keepi;g 
current wfth the terms,conditfons, and extent of group insùrañce progra!¡s. The city isnot responsibre for interprLting the terns or conditions of groupinsurance prograns or for error6, omisslons, and anblgutttes lnpubllshed materials on group Ínsuranðã p"ogr.r".

6.12.9 Dental. The City fs enrolled in Blue Cross/Blueshield of oregon, ¡r1¿¡1 rrr, i1êruarnl orthodontr,a optlon. Thecity pays one-hundred percent (1oog) -of premiur f"; dental, theemployee pays one-hundred p"""Ërri (1ooE) of premium fororthodontia.

6.12.4 yision. TheShield of Oregón, pfan UCRpercent (1OOS) of premfun.
enroll,ed in BJ.ue Cross,/Blue

The City pays one-hundred

6.12-s 
_ Lifq-r4qurance. The crty provfdes rtfe fnsuranceat one and one-harf -(L u2, t'mes th; àDp:oyeers ãnnuar sarary.The Clty pays one-hunáred, percent (1OO$) of preml,um.

6.12.6 Lonq Teru¡ DisaþgJ,i_tL The- city provides Long termdisablilitv rn-ãurãããã-ãT ¡,ox=7r nonthry-'råiãiv-io a maxLmumbeneflt of sl,5oo. The clty pays flfty percent (sog) of preniun.
6.13 Retirement plan

6.12.2 Med ca t.Shield of Oregon, plan
( XOOE) of premiurn.
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Th" Clty ls enroJ.led in Blue Cross,/Bl,ueIV. The Cfty pays one-hund,red p.".ã"i

Clty l,s
Vislon.

6 ' 13 ' 1 F+-rq¡lr.nglll. Af ter six ( 6 ) furl carendar months ofemployment, âr.r fürr-time or part-time employees scheduled towork at least slx-hundred.(.600) -rr"rr"" p", year shall particlpatein the state of oregon pubtic -E;piõ;;""R.t_i""ment system (pERs).Provided, however, that individ,üar= activeJ.y enrorred in pERs asa result of n_1ior^ -emproyment shal.t be imñeaiãi.iv re_enror.redupon hire. the city shatl pay th" full totài'cost of theretirement plan for eaðrr regular ful1-ti¡ne enpJ.oyee.
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This is to certify that onreceived a copy of the CityEmployee Handbook. I agreeconditions contained herei-n andth.oroughly and keeping cursubsequent amendments.-

a 19 I
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of Sherwoo Personnel Rules andto conply with alt the terms andaccept responsíbili ty for readingrent with these RuL es and any

EmpJ. oyee Signature

Empl oyee Name
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