
CITY OF SHER\ilOOD, OREGON

Resolution No.98-777

A RESOLUTION AMENDING THE CITY OF SHERWOOD PERSONNEL RULES, AND
ESTABLISHING AN EFFECTIVE DATE.

WHEREAS, the current City Personnel Rules (hereinafter called ("Rules") were
established by Resolution93-547, effective July 1, 1993; and,

WHEREAS, the City of Sherwood needs to revise the Rules in order adjust to a growing
workforce and a changing work environment; and

WHEREAS, Appendix C, Table 1, Salary Steps by Title, need to be amended effective
with the start of Fiscal Year, July l, 1998, in order to provide for employee cost of living and step

increase previously provided for in the City of Sherwood FY 98-99 Budget.

NOW, THEREFORE' THE CITY RESOLVES AS FOLLOWS:

Section 1. Adoption: The City Personnel Rules attached hereto as Exhibit "A", and
Appendix C, Table I, Salary Steps by Title attached hereto as Exhibit "8", are hereby approved and
adopted.

Section 2. Effective Date. This Resolution shall become effective November 24 , 1998

Duly passed by the City Council this 24'h day of November 1998

Mark Cottle, Council President
ATTEST:

Jon

Resolution No. 98-777

Novernber 24, 1998
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crTY oF SHERMOD, OREGON

PERSONNEL RULES & EMPLOYEE H.AI\IDBOOK

ARTICLE 1

GENERAT PROVISIONS

1.1 Title

1.1.1 This
Personnel Rules" and
ttRu.les. tt

document shal-l- be entitl-ed "The City of Sherwood
may hereinafter be cited and referred to as the

L.2 Purpose

L.2.1, The purpose of these Rul-es is to establish a system of
personnel administration for the City of Sherwood based upon the
principles of merit. and fitness; and to implement fair and uniform
procedures and regulatlons for the recruitment, hiring, development, and
retention of an effective and responsibl-e work force.

These Rules do not constitute a contracL of employment. The City
retains the prerogative to change, substitute, interpret and discontinue
the policles and benefj-ts described herein, ât any time, with or without
notice to employees.

No person shall be deemed to have a vested interest in,
legitimate expectation of, continued employment with the City t or
policy or benefit described herein or otherwj-se generally practiced
the City.

or
any
by

No contract of employment can be created, nor can an employee's
status be modified, except by a written agreement signed by the City
Manager on behalf of the City. Whenever a question arises as to the
mean j-ng or lnterpretation of any policy or pract j-ce of the City, the
interpretation given by the City Manager and/or his/her designees sha.l-l
be f inal- and binding.

1.3

These Rul-es supersede alJ- previous City Personnel RuIes.

Captions

1.3.1 The captions and
convenience and reference only, and
define the provisions of sections or

headings in these
are not to be used
subsections.

Rules are for
to interpret or

L.4 SeverabiJ-ity

1,.4.L If any section or subsection of these Rules shal-l at any
time be deemed invalid or unenforceable, the remainlng provislons shall-
not be af f ected thereby, and shall- remain val-id and enf orceable to the
extent permitted by law.

1.5
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1.5. 1 These Rul-es shall- be adopted, and may be modif ied and
amended, by the City Council in the form of a Resol-ution. The City
Manager is designated as administrator of these Rules and shall be
responsible for determining any permitted exceptions to the Rules, unless
another individual- or body is otherwise specifically authorized to do so.
Unless otherwise permj-tted, al-l- exceptions shall be made in writing.

L.6 Equal EmpJ-oyment Opportunity

1.6.1 Generally. The City's po1ícy is to treat all applicants
and employees fairly and equally, and to recruit, hire, train, promote,
layoff, discipline, dismiss, or conduct any other personnel actions
without regard to the applicant's or employee's race, color, religion,
creed, national originr â9e, physlcal handicap, sex, marital, or veteran
status, or any other basis prohibited by federal, statet or l-ocal- law.
No employee wil-I be discriminated against for exercising their grievance
and appeal- rights under Section 3.2L of these Rul-es.

L.6.2 Treatment and Conduct. No applicant or employee shall
be subjected to j-ntentional derogatory conduct or harassment, based on
the employee's or applicant's race, color, religion, creed, national-
origJ-n, â9ê, physical handicap, sex, marital-, or veteran status, ot any
other basis prohibited by federal, state, or focal law, where such
conduct has the purpose or effect of interfering with the individual-'s
performance or creates an intimidating, hostile t or offensive
environment. For the purposes of these Rules sexual- harassment includes
unwelcome sexual advances, requests for sexual favors, or other verbal- or
physical conduct of a sexua.l- nature, when submission to such conduct is
made a term or condition of employment, is used as a basis for employment
decisions affecting an individual, or has the purpose or effect of
unreasonably interfering with an individual's performance or creating an
intimidating, hostile , or offensive work environment.

Person¡eI Rules
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L-7 Definit'ions

I.7 .L Anniversary Date: A date
exactly one year from the time an employee
or her trial employment period, and
evaluation purposes.

establ-ished f or each employee,
has successfully completed his

used annually thereafter for

L.1 .

submitted an
2,L.

2 Applicant: An individual
for employment with

completed and
as per Section

who has
the City,

1
person of
basis.

application

1 .3 Appointment: The offer the acceptance by, a
a temporary or regular

to, and
on elthera position in the City service

L.7.4 Charter: The City of Sherwood Charter of L984.

1.7.5 City: The City of Sherwood.

Mana
of Sherwood or that l_e execut
noted, all- references to the City
include the Manaqer's designee.

I .7 .1 Cl-ass : A group of j ob positions whlch are suf f iciently
al-ike in general- Outies, responsibilities, and entrance qualificatj-ons to
warrant use of the same range of pay steps.

1.7 . B Class Title: The designation
position allocated to a cfass. This title may

I.7.9 Classification Plan: A written statement assagnr_ng
to their

L .1 .6 Cir The
ive

chief executive officer of the City
officer's designee. Unless otherwise

Manager in these Rul-es are deemed to

given to a class and each
take the form of a number.

certain
general

positions in the City service into classes according
duties/ responsibilities, and entrance qualifications.

I.1 .10 Classified Service: All
City service wh ich are not speci fically
service, âs per Section 4.L.2.

L.1 .Ll- Compensation Pl-an: The of f icial-
compensation for City employees, as approved
assigning each position to a cl-ass composed of a
per Section 5.l-.

positions and offices in the
included in the unclassified

by the
ranqe of

schedul-e of
City Council,
pay steps¡ âs

L.1 .L2
in one class to
steps.

Demotion:
a--posit-ion

The assignment of an
in another cfass that

employee from a posi-tion
has a lower range of pay

L.1 .1,3 Department Head: The chief administrative
each City department or that chief administrative officer's
Unl-ess otherwise noted, al-l references to department head in
are deemed to include the department head's designee.

L.1.L4 Disciplinary Probation: A condition where
employee
3.r9.4.

officer of
designee.

these Rules

a regular
per Section

Personnel RuIes
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empl-oyee from the C

1.7.15 Dismlssaf: /J permanent, invoJ-untary separation of an
ty servi]-

L.1 .L6 Employee: An incumbent of a City j ob pos j-tion,
without pay status. This term includesincJ-uding indj-viduals in a leave

al-I officers in the City service.

I.7 .1-1 Examj-nation: An oral interview, physical
test, or the resul-ts of such interview or test, which
determine eligibitity or rel-ative merj-t, fitness, and
discharge the duties of the position to which the applicant
seeks appointment or promotion, âs per Sectj-on 2 .2.

t.'7 .LB Exempt Empl-oyee: An employee who

or written
is used to
ability to
or employee

holds an
per Section

exempt
5.7 .5.administrative, professional or executive position, as

r.7 .r9
predetermined
workweek.

Full-time EmpJ-oyee: An employee who
schedul-e of f orty (4 0 ) or more hours

is hired to work a
per regular City

L.1 .20
interpretation

r.7 .2r
stepchildren,
dependents.

Grievance: Any dispute
or application of these Rules,

question concerning the
per Section 3.2L.

or
AS

Immedi-ate Family: An employee' s
parents, stepparents, siblings t or

spouse,
other

children,
bona-fide

class and posj-ti-on,
qualì-fications of a

L.7 .23
from the City

title, general
job position in

La
SETV ce for

I.7 .22 Job Descripti-on: A wrj-tten statement describing the
duties, responsibilities and entrance
the City service.

An involuntary, non-disciplinary separation
any reason which is in the best business

interest of the City and necessitates a reduction in the number of City
employees, as per Section 3.5.

1,.1 .24 Leave Vüithout Pay: An approved
from the City service for a
reemployment privileges, as per

specified period
Section 6.6.

period of
of time

unpaid absence
with speciflc

L.7 .21
authorized over

L.1.25 Nonexempt Employee: Any employee who is not employed in
an exempt administrative, professional- or executj-ve position, âs per
Section 5.7.5.

1".1.26 Overtime: The authorized time worked by an employee 1n
excess of their regular workday or workweek.

Overtime Pa The compensation paid to an employee for
tÍme wor

L.1 .28 Part-time Employee: An employee who is hired to work a
hours per reguÌar Citypredetermined schedul-e of less than forty (40)

workweek.

1.
a position.

Personûel Rules
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1.7 .30
relationship to
compensation for

Pay Steps: Six pay
and assignedone another,

that class.

rates having a sequentì-al
to a cl-ass of positions as the

1,.1 .3I
employeer r€

( 1 ) person.

Position:
T. ng the

The duties and responsibilities assigned to
f ul-l-, part-time, or temporary employment ofan

one

L.'t .32
position in one
of pay steps¡ âs

1.7.33

L.1 .34
different class,
a material chang

Promoti-on: The assignment of an employee from a
class with a higher rangeclass to a position in another

per Section 3.3.

Qualified Heal-th Care Provlder: A physiclan, osteopath,
nurse pract.itioner, physician's assistant or any other health care
professional deemed qualified by the City Manager to render a medical-
judgment regarding an employee's ability to perform the duties and
responsibil-ities of the employee's position.

Reclassification:ffis
e in the duties and

1.7 .35 Regular Empl-oyee:
completed his or her trial employment

h
The assignment

er or lower range
re sponsibilitie s

a position to a
pay steps, due to
the position.

of
of
of

has successfully

L.1 .36 Related by Blood or Marrì-age: Grandparents, parents,
brothers and sisters, and chil-dren are considered "related by blood or
adoption". In-Iaws, co-habitants and spouses are considered "rel-ated by
marriage". Only spouses, minor children, and bonafide dependents are
eligible for City benefits afforded to family members as per Article 6 of
these Rules.

1.1.37 Resignation: A permanent, voluntary separation of an
employee from the City service, âs per Section 3.1,1 .

1.7.38 Sel-ection Procedure: Any written or oral test, physical
examination, interview, or other criteria which is used to measure an
employee's or applicant's skil-ls, knowledge, and abillty to discharge the
duties and responsibil-ities of the position to which the employee or
applicant seeks promotion or appointment, as per Secti-on 2.2.

1.7.39 Seniority: The length of time an employee has been
position,employed by the City, by a specific department or in a specific

since the date of initial or any subsequent appointment.

I.7 .40 Suspension: An enforced unpaid period of absence for
made aqainst andiscipJ-inary reasons or pending investigation of charges

employeer âs per Section 3.19.5.

I.7 .41 Temporary Employee:

An employee who
period.

An
not

employee
to exceed

is hired for a
( 6) months.

who
qivposition for a limited period of time,

L.7 .42 Transf er: An one
position to another position in

1, .1 .43 Trial Employee :

assignment of
the same classr âs

An employee who
Section 2.5.

employee from
Section 3.4.

an
per

has
trial employment period, as per

Personnel Rules
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I .7 .44 Trial- EmpJ-oyment period: Up to the first one hundred
f or al-leighty-two (1,82)

ernployees, (except

L.1 .45 Unclassified Service:
City service whi om
Section 4 .1, .2 .

calendar days of continuous employment
for the trial period of police officers).

Al-t positions and of f ices
the classified service,

l_n
AS

the
per

L.1.46 Vlorkday: The regular City workday consists of a workshift of eight lEl consecutlve work houri pJ-us ån unpaid sixty (60)
minute meal period within any consecutive tweñty-four eÃ) hour period.Saturdays, Sundays and recognized City hoJ-idays are general-l-y notconsidered regular City workdays, except as otñerwise e!ta¡tisftèA bythese Rul-es. These Rul-es or the City Manager may establish other normal
workdays for indlvidual- City departments providing seven (7) days-a-week,twenty-four (24) hours-a-day service, and for exempt employeãs as perSection 5.7.5.

I .1 .47 Work shi-f t :

eight ( B )

period.
consecut l_ve work

The regular City
hours plus an unpaid

consists of
minute meal

work shift
sixty (60)

I .7 .4I llorkweek: The reguJ-ar City workweek i
hundred sixty eight (168) consecutive hours that begins

Sunday and ends

s a period of one
with the start of
at the conclusionthe f irst work shif t af ter 12:01_ a.m.

of the last work shift t.hat started before midnight on Saturday. TheseRules or the City
individual employees
in City departments
hours-a-day service,

Manager may establish other normal_ workdays for
or certain classes of empJ-oyees, particularly those
providing seven (7) days-a-week, twenty-four (24)

and for exempt employees as per Section 5.7.5.

Pelsonnel Rules
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.ARTTCLE 2

RECRUITMENT POLTCIES AI{D PRJACTICES

z.L Recruitment

2.I.I Generally. The City Manager shal-l_ use whatever means
are appropriate to recruit qualified applicants for any job vacancies,j-ncluding, but not necessarily limited to, internal- job póstings, help-h/â[ted advertisements r or public and private employmenÈ agencies.-

2-I-2 Publication. Any published announcements of position
vacancies shal-1 include the c.l-ass ãnd position title, the qualì-fiäations,
principal job duties, the dates applfcations wil-l be accepted, and theplace and manner of filing applications. All announcements shall- state
t41t the City is an "Equal Opportunity Employer". The City Manager may
add any additional- information to the punfished announcemenÈsr âs deemed
appropriate.

2-7-3 Forms. All applications for open positions shall be
made on the forms provided and/ór in the manner required by the City.
Any information submitted shal-l be verj-fied and investigated by the Clty
Manager prior to appoj-ntment to the extent necessaïy to determine the
applicantrs qualifications for appointment. Any fal-se information
suppl-ied as part of an application for employment may be grounds for
rejectj-on of the applicant or immediate dismfssal of an employée.

2.2 Se]-ectíon

2 -2 -L Merit and Fitness. The City Manager shall establishprocedureSfortffiionorpromotionbremp1oyees.A11
selection procedures and rules shall- relate to the aþplicant's or
employee's merit, fitness and ability to discharge thè- duties andresponsibilities of the position to which the applicant or employee seeks
appoi ntment or promoti-on. Prior experience and training may be
considered when evaluating an applicant's or employee's fitnêss for aparticular posi-tion.

2.2.2 Examinations.

shal-l be determj-ned by the City Manager and may include, but need not be
Ìimited to, oral-, written, graded, pass-fai1, or physlcal examinations,
resUÍlê analysis, employment references, reports of supervisors,
performance evaluations, and work sampling. The City uánager is
resÞonsible for setting any minimum qualifying scores or standafds for
any required examinations. AIl sel-ection procedures shall comply with
the City's Equal Employment Opportunity policies.

exa¡ninations which measure the
abij-ity, knowledge, and skills,

Selection procedures may include
applicantrs or employee's job-related

The appropriate form of each examination

Any physical examinations
e compJ-eted at the applicant's or

2.2.3
utilized as a se

Ph sical Examinati-ons
ect .ron procedure must

employee's expense by a quallfied health care provider before an
applicant is appointed or an employee is promoted to a particular

establish minimum medical and physicalposition. The City Manager may
stahdards, where appropriate, which reasonably relate to the duties and
responsibifities of a particular position. The standards may differ

personnel Rules
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based on the duties and responsibilities of each position. No
appolntment or promotion shal-1 be effective until the applicant or
employee demonstrates satisfaction of any required minimum medical or
physical standards. Failure to meet the required standards wil-l result
in disqual-ification for appointment or promotion to the position.

2.3 Employment of ReJ-atives

dopt onw
with other applicants f or posi-ti-ons, or with other employees f or
transfers or promotions. Related individuafs wil-I not, however, be
considered for positions when the City Manager determlnes that a
reporting, auditing, or supervi-sory relationship woul-d exist between the
related indlviduals.

2.3.2 Marriage. If two (2) employees j-n the posítions defined
in Section 2.3.1, h/ere to become related to one another, one must transfer
to another department where the reporting, auditing or supervisory
relationships woul-d not exist. If a transfer cannot be accomplished due
to the unavail-ability of an open posi-tion f or which the employee is
qualified, one of the employees must resign from the City service. The
decisj-on as to which employee wil-l transfer or resign will- be made in the
first instance by the employees involved. If the employees do not decide
which employee wil-l transfer or resign within thirty (30) calendar days
of becoming rel-ated to one another, the City Manager shal-l- determine
which employee wil-l- transfer or resign based on the best buslness
interest of the City.

2.4 Residency

2.4.L Residency within the City of Sherwood shall not be a
condition of initial appointment or continued employment, except as
otherwise required by the provisions of State 1aw, the City Charter, ot
applicable City ordinances and resolutions. Provided, however, that an
employee's selection of residence shal-l not interfere with the daily
performance of his or her duties and responsibil-ities, âs determined by
the City Manager. Telephones may be required of employees where assigned
job duties and responsibil-itles dictate.

2.5 Trial Employment

2.3.L
marriage or a

tq.
considered
process.
closely the

Generall Tndividual-s who are rel-ated by blood,
be given equal consideration for employment

Purpose. The trial- employment period shall be
integral part of the employee selection and examination

e trial- employment period shall be utilized to observe
mployee's work, to secure the most effective adjustment of

.1
an
Th

ê

the new employee to his or her position, and for dismissing any employee
whose overalf work performance does not meet required performance
standards.

2.5.2 Length. The trial employment period shal-l be the first
one hundred eighty two (1,82) cafendar days of continuous employment for
al-1 employees, (except police offícers) . The trial employment period may
be extended by the City Manager for any period not to exceed one hundred
eight three (183) additional cal-endar days.

2.5.3 Eval-uations. During the trial- employment period, an

Personnel Rules
Pâge I



r;

empl-oyee I s supervisor, department head, or the City Manager shal-l
evaluate the employee's performance at regular interval-s. A written
perf ormance eval-uation shall- be completed during the l-ast month of the
trial- employment period or before the concl-usion of any extended trial
employment period.

2.5.4 Dismissal. Employees may be dismissed by the employee's
department head or the City Manager at any time during the trial
employment period for failure to meet acceptable performance standards,
for reason of any of the criteria listed under Section 3.20.2, or for any
other aspect of job performance or behavior that warrants dismJ-ssal, in
the opinion of the employee's supervisor, department head, or the City
Manager. Notice of dismissal shal-l- be in writing as per Secti-on 3.20.3.
Employees who are dismissed during the trial employment peri-od have no
right to appeal their dismj-ssal- under Section 3.2L of these Rules, but
may request a pre-termination hearing as per Section 3.20.4. The City
Manager retaj-ns the discretion to deny the request for a terminated trial
employee for a pre-termination hearing. Granting of a pre-termination
hearing implies no other appeal rights under these Rules.

Pe¡sonnel RuIes
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ARTICLE 3

EMPLOY}4ENT POLICIES .A}ID PRJACTTCES

3.1 Distribution of Rules

3. l-.1 All employees in the City service shall receive one copy
of these Rules at the time of hire. Each employee shal-l be required to
sign a cerlifícation of receipt of these Rules, attached hereto as
Appendix \.Vlnptoyees shall be responsible for keeping current with these
rul-es and hny subsequent amendments.

3.2 Performance Evaluations

3.2.1, Generally Empl-oyees sha1l be evaluated in writing
during the trial empJ-oyment period as provided in Section 2.5. After
successful- completion of the trial employment period, an empJ-oyee's
performance shall be evaluated in writing on or before the employee's
anniversary date of employment. The employee's supervisor, department
head, or the City Manager may conduct oral or written performance
evaluati-ons at other times as are deemed necessary and appropriate.

3.2.2 Content. Regular performance eval-uations shal-l- be
conducted in writing and completed by the City Manager, the employee's
department head, or the employee's supervisor. The performance of the
employee with respect to each individual- "essential-" or "auxi1iary" job
duty as prescribed by the empJ-oyee's written job description, and the
performance of the employee relative to the positive undertaking of their
j ob responsibil-ities, response to j ob conditions, and handling of
external contacts¡ âs per the applicable sections of their job
description, shall- be evaluated with the following sllmmary ratings:

Not Meeting All Requirements

Not Current Job Requirement

Making Satisfactory Progress

Meeting Al1 Requirements

Exceedj-ng Requirements

Each summary rating, wi-th the exception of "meeting all requirements",
shall- be accompanied by a written statement describing job rel-ated
performance, the specific points on which that performance fall-s short,
matches or exceeds expected standards, and reasonable and measurable
criteria and deadlines for improving or sustaining performance.

3.2.3 Consequences. Any employee who recej-ves a "Not Meeting
All Requirements" performance rating for any two (2) "essential" job
duties t or for any three (3) "auxiliary" job duties and for performance
relatj-ve to "responsibilities", "conditions"t or "contacts", on any two
(2) consecutive evaluations, shall- not receive a pay step increase as per
Section 5.3, and may be dismissed. Any employee who receives a "Not
Meeting All Requirements" rating on any three (3) of the foregoing

PersonneÌ Rules
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evaluation categories, on two (2) consecutive evaluations, shall al-so be
denied pay step, and may also be dismissed. rf an employee's anniversary
date or yearly performance evaluation fall-s during a leave without pay
period of thirty (30) calendar days or longer, the anniversary date and
performance evaluation shall be postponed until- the employee has returned
to work and completed as many days of continuous employment as the length
of the leave without pay period.

3 .2.4 Form. Perf ormance eval-uations shall be in a f orm
prescribed by the City Manager and approved by the City Council-. The
performance evaluation form shall become a part of these Rules and is
included as Appendix A. The Cì-ty Manager may make administrative
guidelines to assist supervisors and employees in the proper application
of performance evaluation standards.

3.3 Promotions

3.3.1 The most senior current employee competing for an open
position in the City service may be selected and promoted into that open
position when the City Manager determines, after consideration of the
criteria l-isted in Section 2.2, that the overal-l- qualif ications and
abilities of outside applicants and current employees competing for an
opening are equa1.

3.4 Transfers

3 .4 .1, An employee may transfer from one City position to
another City positi-on without a break in service, provided, however, that
the classification and range of pay steps of the new position shall-
apply, and the employee shal-l be subject to a trial- employment period as
per Section 2.5. An employee's request for a transf er shal-l- be made in
writing to the employee's department head. The department head shall-
refer the written transfer request to the City Manager. The City Manager
shal-l- either approve or dJ-sapprove the request. Transfers wilf not be
made unless the employee is performing satisfactorily in their current
position, and an opening exists for which the employee meets the minimum
qualifications.

3.5 Layoffs

3.5.1 Generally. Employees may be laid off whenever the City
Manager or City Council determines that there is a shortage of work or
funds t or that the abolishment of a position or other changes in the
City's organization is in the best business interest of the City.

3.5.2 Procedures Employees shall- be selected for layoff
based on merit and fitness. Performance evaluations may be undertaken
and used as an aid in determining an employee's merit and fitness at the
time of tayoff . If the affected employees' merj-t and fj-tness is not an
overriding f actor in the City Manager' s j udgment, the l-east senj-or
employee in the affected position shall be l-ald off first. Laid-off
regular employees may appeal their layoff as provided in Section 3.2L of
these Rul-es. Laid-off trial- employees have no right to appeal their lay-
off under Section 3.21. The City Manager shafl have the discretion to
determine merít and fitness for purposes of layoff.

Personnel Rules
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the cause(s) for the layoff . Vlritten notice of layoff shal-l be delivered
personally or mailed by regj-stered, certified or other similar special
mail to the employee at his or her l-ast known address.

3.5.4 Reinstatement. Reinstatement of l-aid-off employees
shalÌ be at the dj-scretion of the City Manager. The City has no duty to
recall- l-ald-off employees when the circumstances necessitating the
reduction in the number of employees change/ nor to afford the laid-off
employee preferential standing in the process of recruitment and
selection of ne\^/ employees. Laid-off employees who are reinstated shal1,
however, be credited with their former length of servj-ce for the purposes
of calculating seniority.

3.6 OutEide ?Íork

3.6.1 Permission Reguired. Full-time employees must obtain
the City Manager's written approval before accepting outside employment
or becomJ-ng self-employed. An employee's request for such permission
shal-l be in writing. The City Manager shall obtain and conslder the
recommendations of the employee's department head before approving or
disapproving such requests.

3 .6.2 Impact. No request shal-l- be approved unless it is
demonstrated to the City Manager's satisfaction that such outside
employment or self-employment will- not detract from the efficiency of the
employee's completion of their assigned duties, create a real- or
potential conflict of interest or the appearance of impropriety, or
otherwise conflict with the best business interest of the City.

3.6.3 Revocation. Separate approval shall be obtained for
each change in outside employment or self-employment. The City Manager
shal-l- have the right to revoke or suspend any previous approval given, if
at any time the City Manager determines that the employee's outside
employment or self-employment detracts from the efficiency of the
employee's completj-on of their assigned duties, creates a real or
potential confl-ict of interest or the appearance of impropriety, or
otherwise confl-icts with the best business interest of the City.

3.7 Solicitations

3.1.1, Generally. During City work hours, employees may not
solicit or distribute literature for any purpose in or on City property,
buildings, and facilities, or at City work sites, other than for City
related business. Work hours incl-udes both the soliciting and the
solicited employee's work hours. Sol-icitation between employees will be
permitted during non-work hours such as before or after work, or during
authorized meal or break periods.

3.8 Po].itica]- Activities

3.8.1 Generally. Initial or continuing employment shafl not
be denied on the basis of membership in, or support for, a political
party, candidate, or philosophy. Except as may otherwise be allowed by
the City Charter or City ordinance, any person who runs for, is el-ected
or appointed to, or hol-ds or has held an electj-ve City office shall not
be eJ-igible for initial or continued employment with the City until- one
(1) year after the l-ast day the prospective employee hel-d such office.
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3.8.2 Prohibited Activities. No employees, or elected or
appointed official-, shal-1 solicit any contributions, assessments r or
services on behalf of any candidate, political party t or organization
from any City employee(s) during work hours. Employees shall not accept
solicitations from private individual-s during work hours. Any
soi-icitation undertaken during non-work hours shall comply with the
provisions of Section 3.7.

3 . I .3 Pol-itical Parties . Nothing contaj-ned in this Section
shall affect the rights of employees to be members of, support , oT
otherwise participate in the activities of any political party or
organization, to vote as the employee chooses, to express the employee's
opi-nions on political subjects or candidates, to maintain political
neutrality, or to particlpate in nonpartisan activities of a civiI,
community, social, professional- or other similar organization. Provj-ded,
however, that during work hours in City uniform, while j-n or on City
property, buildings, and facilities, or at City work sitesr ûo City
employees may actively work for, or against t or attempt to influence the
el-ection or defeat of, any candidate for Mayor or Council-, the recall of
the Mayor or any Council member, or the el-ection or defeat of any other
political candidate or bal-lot measure. Violations of this Sect j-on may be
subject to the sanctions authorized by these Rul-es.

3.9 Conf]-icts of Interest

Employees shal-l- not have any direct orGeneraf l-
ary nterest in any contract, service, or work performed

for the City nor shall employees profit directly or indirectly from any
contract, purchase, sale or service between the City and any
individual (s) , partnership (s) , association (s) , organization (s) ,
corporations(s), cooperative(s), or any other group of persons.

3.9.2 Prohibited Activities. No employee shall- in connection
with the performance of his or her duties accept any free or preferred
services, benefits or concessions from any other person or group of
persons. If an employee is given or offered any free or preferred
services benefits or concessions under ci-rcumstances which could be
reasonably construed to create a conflict of interest or the appearance
of a conflict of interest, the employee shal-I immediately report such
activity to his or her supervisor. The supervisor shall- in turn inform
the employee's department head and the City Manager.

3.9.3 Penal-ties. Any employee who violates

?01
J.J.l

indirect pecuni

this Section may be subject to immediate discipline' up
dismissal.

3.10 Employee Appearance and Conduct

3.10.1 Dress and Appearance. Employees shall- wear
attire for their position and department. The City

the
to

provisions of
and including

heads may issue rules regarding
appearance for the employees
particular job positions.

what is considered
of specific City

Manager or
appropriate

appropriate
department
attire and

departments and for

3.L0.2 Personal Conduct. All
themselves in a manner which is appropriate

employees shall-
for an employee of

conduct
the City
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and conduct interactions with the general pubJ-ic and all other parties in
a patient, courteous, accurate, and conscientious manner. Job duties and
responsibilities shal-I be performed in a manner that refl-ects positively
on the C1ty, and promotes the efficient allocation of public resources.

3.11 Employee Safety

3.1-1.1 Safety. AII employees shall coordinate and cooperate
with other employees and the City to create and maintain a safe work
environment. EmpJ-oyees shal-1 observe all safe practlces governing their
work. Employees shal-1 offer safety suggestions that contribute to a
safer work environment and shal-l- use proper safety devj-ces and protective
equipment as required by their supervisor, department heads t or the City
Manager. Employees shall properly maintain and keep in good repair all
personal protecti-ve equipment.

3.L2 Injury and Illness

3.12.L Reporting. Employees shall report any suspected or
actual- on-the-job injury or occupationaf illness to their immediate
supervisor regardless of degree of severity. Employees shall also report
to their immediate supervj-sor, any accidents or j-1J-nesses that cause
damage to public or private property or equipment before, after, or
during working hours and that involve City employees, equipment, or
property. Such reports shal-I be made as soon as possible, but in no case
later than twenty-four (24) hours following such accident or the actual
or suspected injury or occupational ill-ness. Employees shall prepare any
accident or incident reports requested by their supervisors. fn the case
of a motor vehicle accident on City property, or while the employee is
involved in the performance of their duties, the City Police Department
shall also be notified immedlately.

3.12.2 Notices. Department heads shal-l notify the City Manager
of any actuaf or suspected on-the-job accidents, occupational illnesses,
or injuries as soon as practicable, but in no case later than one (1)
regular City workday following the filing of any accident, i1lness, or
injury report.

3.13 Personnel Records

3.13.1 Content. Personnel records shal-l- be maintained on all-
City employees and shal-J- include, but not necessarily be limited to, the
employee's initial- employment application, examination materials, reports
of the results of any previous employment reference checks, a l-ist of the
positions hel-d and compensation received, performance evaluations, and
special commendations or awards reJ-ating to job performance, notes
regarding any disciplinary action(s) or other counseling sessions, and
records regarding the payment or administration of benefits. Personnel
records shal-l be maintained at the City Hal-l Building. All- employees,
including those on feave without pay status, are required to keep the
City informed of their current home address at al-l times.

3 .L3.2
confidential, e

Conf idential-ít
xcept as provr ê

the employee's lmmediate supervisor, department head, and the City
Manager t or other personnel authorized by the City Manager, frây examine
an employee's confidential personnel records. Confidential- personnel

. An empJ-oyee's personnel records are
d in Section 3.13.3. Only the employee,
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records shaÌl not be released to any unauthorized individual-s except with
the written consent of the employee. No documents shall be copied or
removed from an empJ-oyee's personnel file without the City Manager's
approval, provided, however, employees have the right to copy documents
from their o\^/n personnel file at any time, subject to notification of the
City Manager. Authorized inspections shall take place in the presence of
the City Manager or City Manager's Designee.

3 . 13 . 3 Publ-ic Inf ormation. The followlng information from an
employee's personnel- fil-e is available for public inspection, subject to
any reasonable regulations on the time and manner of inspection that may
be determined by the City Manager: Employment application ( s ) ;
examination materials; position titl-e(s); prior position(s) held by a
City employee; an employee's cl-assified or unclassified status; the dates
of appointment and separation of a city employee; and the compensation
authorized for a city employee.

3.L4 Busíness Trave].

3.1,4.L Expenses. Employees required to travel- outside of the
City on City business, including but not l-imited to meetings,
conferences, conventions, or court appearances, shal-l be reimbursed for
alI reasonabl-e expenses incurred. Meals and transportation expenses
shall be reimbursed or paid by the City as per sectlons 3.L4.2 andJ. 14.3
bel-ow. An employee schedul-ed to travel outside of the City on City
business shall- obtain prior approval from the City Manager as to the
necessity of the trip, relevance and importance to the City's business,
mode of travel-, accommodations, fees and other anticipated expenses.
Reimbursement for expenses shal-1 only be for actual- and reasonable
expenses incurred in the course of performance of official duties as a
City official-. Employees shall- be responsible for obtaining and
submitting records verifying al-1 individual expenses exceeding ten
dollars ($10.00).

3.14.2 Meals. The City shall- provide a maximum daily per diem
for meals of thirty dol-lars ($30¡ . This per dj-em is allocated five
dollars ($S¡ for breakfast, ten doll-ars ($10¡ for lunch, and fifteen
dollars ($15) for dinner. The employee is not requires to keep or turn in
receipts for meal-s. A statement of the meals cl-aimed should be provided
to the Finance Department with other expense reimbursement documentatlon
in order to receive the per diem. The meal- per díem may be requested in
advance of the planned travel if approved by the department head.

3 .14 .23 Transportation. Transportation for official City
business purposes shall- generally be by public carrier or City-owned
vehicles. City-owned vehicles may be used for City business only.
Subject to authorization of the City Manager, privately-owned vehicles
may be util-ized. Mileage reimbursement for the use of private vehicles
shall- be paid at the rate of thirty cents ($.30) per mile. Employees
shall be responsible for maintaining and submitting records verifying
al-l- mileage accrued. Mileage reimbursement is considered to cover most
transportation expenses, excluding vehicl-e storage, parking and tolls,
which are fully reimbursable provided that records for a1l- such expenses
are provided.

3.15
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3. 15.1 Attendance Required. An employee shall- be in attendance
during al-l- work hours designated by the City Manager or the employee's
department head. Employees shall report to work and return from rest and
meal- periods, authorized l-eave, and holidays at scheduled times and/or
dates. Attendance records shal-l- be maintained and made part of the
employees personnel record.

3.L5.2 Authorized Absence. Any employee unable to report to
work for any reason other than personal il-l-ness or injury, or any other
reason authorlzed in Section 6-2, Paid Time Off must obtain prior
authorization for the absence from the employee's immediate supervisor.
Any employee absent without prior authorization or notice to the
appropriate supervisor shal1 be deemed to have forfeited any Paid Time
Off or other paid feave and may be disciplined.

3.15.3 Notice. Employees absent due to personal ill-ness or
j-njury, or any other reason authorized in Section 6-2, Paid Time Off
shal-1 notlfy their immediate supervisor no later than the start of the
employee's regular work shift. If the absence continues beyond the
employee's first regular workday, the employee shall notlfy the immediate
supervisor of each workday's successj-ve absence before the start of the
employee's regular work shift, unJ-ess other arrangements are made by the
employee with the immediate supervisor. If the employee's immediate
supervisor is not availabÌe, the employee shal-l- notify their department
head or the City Manager regarding absences. For any absence due to
personal il-l-ness or inj ury that exceeds three (3 ) of the employee' s
regular workdays, the employee's department head or the City Manager may
require written verification of the il-l-ness from a qualified heal-th care
providerr âs defined per Section 1.7.33

3.15.4 Pena.l-ties. Employees shall be disciplined up to and
including discharge for excessive absenteeism and tardiness. The City
Manager shall have the discretion to determine what constitutes excessive
absenteeism and tardiness and the manner in which employees shal-l be
discipJ-ined. This determination may differ according to the needs of
each City department or the duties and responsibilities of each job
position.
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3.16 Work Schedules and Rules

3.16.1 Generally. The City Manager or the employeers
department head may establish employee work hours and scheduJ-es, and any
necessary rul-es, reguJ-ations, and procedures, based upon the best
business interest of the City and the needs of each department.
Departmental rules, regulations, and procedures shal-l be approved by the
City Manager, and are made part of these Rules by reference. Provided,
however, that departmental procedures shall- not nu11ify, modify, or run
counter to these Rules.

3 .16.2 Workday and Vüorkweek. The regular City workday consj-sts
of a work shift of eight (B) consecutive work hours plus an unpaid sixty
(60) minute meaf period within any consecutj-ve twenty-four (24) hour
period. Saturdays, Sundays and recognized City holidays are generally
not consj-dered regular City workdays, except as otherwise established by
these Rules. The regular City work week is a period of one hundred sixty
eight (l-68) consecutive hours that begins with the start of the first
work shift after L2:01- a.m. Sunday and ends at the conc.l-usion of the l-ast
work shift that started before midnight on Saturday. These Rules, the
City Manager , or the employee's department head may establ-ish other
regular workdays or workweeks for individual- employees or certain classes
of employees, particularly t.hose in City departments providing seven (7)
days-a-week, twenty-four (24) hours-a-day service, and for exempt
employees as per Section 5.7.5.

3 . 16 . 3 Schedul-es . Vüork schedul-es shall be established by the
City Manager or the employee's department head. Employees shall work all-
of the hours and days assJ-gned. Work schedules for those departments
that are staffed twenty-four (24) hours a day shal-l be posted in advance
by the department head. The City reserves the right to modify any posted
work schedule whenever such modifications are in the best business
interest of the City.

3.t7 Resignations

3 .1,7 .I Notice. An employee may resign by glving their
department head \^1r tten notice of resignation at l-east ten (10) regular
City workdays bef ore the ef f ectj-ve date of resignat j-on. "Vüorkdays" as
used in this Section shall not incl-ude Saturdays, Sundays, and recognized
City holidays. The written notice shall- state the reasons the employee
is resigning. The department head shal1 forward the resi-gnati-on notice
to the City Manager, and may include a written sunmary of the employee's
current work performance and any additional- information regarding the
employee's reasons for resignation.

3.Ll .2 Re-empÌoyment. An employee's failure to comply with
Sectj-on 3.17.1 may be cause for denying reemployment w i-th the City. The
City Manager may waive the ten (10) regular City workdays written notice
requirement based upon the particulars of any given resignation and
permit a shorter written notice peri-od, or may permit a verbal notice.
Paid Time Off may not be used as part of the ten (10) regular days notice
requirement unl-ess specifically authorized by the City Manager.

3.18 Physical- Examinations

3.18.1 An employee may be required by the City Manager to
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submit to an examination by a qualified health care provider¡ âs defined
per Section I.7 .33 at any tj-me, at City expense , for the purpose of
determining the empJ-oyee's current and continuing ability to perform all
the duties and responsibilities of the employee's current position. The
qualified health care provider shal-l send a written report of the resul-ts
of the examination to the City Manager. A qualified health care
provider's opinion that the employee is currently unabl-e to perform all
the duties and responsibilities of the employeers position, shal-l resul-t
in the employee being placed on leave without pay status, unJ-ess some
other reasonable accommodation can be made. The employee's ability to
return to work shal-l- be determined by the procedures set out in Section
6 .6.

3.19 DiscipJ.inary Actions

3.19.1 Oral- Warnings. Vühenever an employee's attit.ude, work
habits or personal conduct falls to a level unacceptable to the
employee's supervisor, department head, or the City Managert or whenever
an employee's work performance is eval-uated as not meeting al-l-
requirements t or whenever an employee engages in an action or behavior as
per Section 3.20.2 the employee generally should be informed of the
unacceptabl-e behavior or unsatisfactory performance and the means to
correct the situation. Provided, however, if the seriousness or
circumstances of a specific incident or the whofe pattern of the
employee's past performance and conduct , justifies more severe
disciplinary action in the first instance, other disciplinary actions
specifì-ed in this Section, up to and including dismissal, may be
util-ized. A written note documenting the oraf warning shall be placed in
the employee's personnel- fite.

3.1,9 .2 Written Warnin q If appropriate and justified, an
employee who has rece ved an oral warning may be given a reasonable time
for improvement before further discipJ-inary action is taken. If the oral
warning does not result in the expected improvement, or other aspects of
the employee's job performance, attitude, work habits or personal conduct
fall to or remain at unacceptable l-evel-s t or where more severe initial
action is warranted in the first instance, the employee shal-l receive a
wrltten warning, unless more severe disciplinary action is taken pursuant
to section 3 . 19 . 3 . This wr j-tten warning shal-l detail- the employee ' s
unacceptabl-e behavior and the means to correct the situation. A copy of
this written warning shall be provided to the employee and placed in the
employee's personnel file. In the case of unsatisfactory job performance
the written warning may take the form of a special job performance
evaluation, conducted as per Sect j-on 3 .2.

3.19.3 Additional Actions. If an oral- or written warning has
not resul-ted in t e expected improvement, ôr the seriousness of a
specific incident or the whole pattern of the employee's past performance
and conduct justifies the imposition of more severe discipJ-inary action
in the first instance¡ âo employee may be suspended without pay, demoted,
or placed on disciplinary probation based on a written recommendation by
the employee's department head and a subsequent revi-ew by the City
Manager. Both the written recoÍìmendation and a written statement of the
action taken, if any, the reasons justifying the action, and the
consequences of repeating or engaging in further or other unacceptable
behavj-or shal-l be provided to the employee, and copies shall be placed in
the employee's personnel- file. Both written statements shall be
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del-ivered personally to the employee by the applicable department head or
the City Manager or mail-ed by registered, certified or other special- mail
to the employee's last known address. Once a final action is taken, the
written reconìmendat j-on shall be removed f rom the employee's personnel
file.

3 .L9 .4 Disciplì-nary Probatlon. Any disciplinary probation
reconìmended pursuant to this Section shall be preceded by a review by the
City Manager of the circumstances leading up to the recommended
disciplinary probation. When the investigation is completed and a
decj-sion is made as to disciplinary action, the employee shall- be
informed in writing of the action, if any. Any disciplinary probation
imposed under these Rul-es may be for any period of time up to and
including one-hundred and eighty-three (183) days. During the
disciplinary probation period, the employee must show the required
improvement necessary to remain in the City service. If the employee
fai-Is to correct their performance, or repeats the unacceptable conduct
during the disciplinary probation period, the employee may be dismissed.

3.1-9.5 Demotion and Suspension llúithout. Pay. Any demotion or
suspension without pay recommended pursuant to this Sectj-on shal-I be
preceded by a review by the City Manager of the circumstances leading up
to the recommended demotion or suspension. Vühen the investigation is
completed and a decision is made as to disciplinary action, the employee
shal-l be informed in writing of the action, If any. If the
investlgation indicates suspension as the appropriate disciplinary
action, the discipline shalI be imposed and the employee shall not be
paid for the time spent on suspension. Any suspension without pay
pursuant to this Section shal-l- not exceed thirty (30 ) days . If the
nature of the action indi-cates more than thirty (30) days is appropriate,
alternative dì-scipline such as demotion or dismissal shall- be consj-dered.

3.20 Dismissal-

3.20.1 Generally. Based on the written recornmendation of the
applicable department head, the City Manager may dismiss an employee if
previous disciplinary actions have not resul-ted in the expected
improvement. Based on the written recommendation of the applicable
department head, the City Manager may afso dismj-ss an employee without
previous warning or discipJ-ine based on the serj-ousness or cj-rcumstances
of a specific incident r or when the whole pattern of an employee's past
performance and conduct justifies the imposition of more severe
disciplinary action in the first instance.

3.20 .2 Criteria. Reasons
action incl-ude, but are not l-imited

for dismissal- or other disciplinary
to:

Damage, destruction,
property;

unauthorized use, or misuse of public

Unsatisfactory, incompetent,
performance of assigned duties;

J-nef f icient, or negligent

Insubordination,
bad temper;

profanity, or displaying an ungovernable or

a

b
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f

I
h

Off-duty misconduct which reflects unfavorably upon the
employee's suitability for public employment;

Excessive absenteeism or tardiness, unauthorized
or fail-ure to return from a leave without pay on
the designated date;

absences,
or before

Abuse of l-eave privileges;

Real or perceì-ved conflicts of interest t or conduct which
creates the appearance of impropriety;

Acceptance of any valuable consideration given in the
expectation of influencing the employee in the performance
of the employee's duties;

Untruthful-ness, dishonesty, or f alsif j-cation of records,
including misrepresentation of qual-ifications for
empl-oyment;

k. Use of the employee's positj-on for personal- advantage;

I

j

m

n

o

p

I Insubordinate, uncivil, discourteous
behavior towards co-workers, supervisors,

Fail-ure to observe
per these Rules, or

Vüi1l- f ully di sobeying
department head, the
Official.

these Rules, work rules
other City administrative

or disrespectful
or the public;

established as
rul-es;

the
City

Iawful orders of a supervisor,
Manager or other authorj-zed Cíty

Use of al-cohol or control-l-ed substances on the j ob, or
workinq under the influence of such substances.

Sexual harassment of other City
of harassment prohibited by law

employees, or any other form

3.20 .3 Dismissal- Notice. All employees shall- be given prior
written notice of intended dismissal including notice of the date when
the action wil-l become ef fective. A copy shall- be pJ-aced in the
employee's personnel- fiIe. The written notice shall- be delivered
personally to the employee when practicable, or mailed by registered,
certified or other similar special mail to the employee's last known
address. The notice shal-I include a statement of the reasons for the
dismissal and cite those portions of these Rules that have been violated.
The notice shall afso inform the employee of his or her rights of appeal
under these Rul-es.

Pre-termination Hearin3 .20 .4
written notice

In a case of dismj-ssaf s, the
at the employee may request ashal- n orm t e emp oyee th

pre-termination hearing and written decision by the City Manager. If the
employee requests such a pre-termination hearing within two (2) regular
City workdays of the notice of intended dismj-ssal, the City Manager shall-
give the employee an opportunity to refute any of the charges or reasons
stated for the proposed dismissal at an informal hearing for that
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purpose. The pre-termination hearing shall- be held, if practicable,
within two (2) reqular City workdays of receipt of the request for a pre-
termination hearing t or at such other date as soon thereafter as the City
Manager may set, provided that no termination shall be effective until
after the requested pre-termination hearing with the City Manager has
been held and the City Managerrs wrj-tten decision has been made. In the
case of pre-termi-nation hearings, the termination date set forth in the
notlce of intended dismissal shall- be deemed extended to the day
following the date the City Manager's written decision is made. The
hearing need not be an evidentiary hearing, but shall afford the employee
an opportunity to respond to the charges or reasons given for the
employee's dismissal. The City Manager may uphold, modify or reverse the
dismissal- action. Exercising the pre-termination option shall not resul-t
in the loss of any other appeal rights afforded regular empJ-oyees by
Section 3.2I of t.hese Rul-es. Trial- employees, as per Section 2.5, shall
al-so be given written notice of dismj-ssal- but may receive a pre-
termination hearing at the discretion of the City Manager. Dismissed
trial- employees have no rights to appeal under Section 3.2L.

3.2L Grievances and Appeals

3.2L.1, Generally. A regular employee in the classified service
mâv, as set forth in Sectj-ons 3.20 and 3.21" of these Rules, appeal any
warning, suspension without pay, lay off, demotion, disciplinary
probation or dismissal, or grieve any alleged violation of these Rul-es
within five (5) regular City workdays after the effective date of the
disciplinary action t or of the occurrence giving rise to the grievance.
If an employee fail-s to appeal- such disciplinary action withln five (5)
regular City workdays after the effective date, the employee wil-1 be
deemed to have waived any appeal of such rights under these Rules, except
as provided in Sectj-on 3.20.4. "Workdays" as used in Section 3.2I shal-l
not include Saturdays, Sundays¡ or recognized City holidays.

3.21-.2 Exceptions. An appeal by a regular employee of a
warning, suspension without pay, layoff, demotion, disciplinary probation
or dismissal, shall not forestall the effects of any disciplinary action,
except f or dismissal-s as per Sect j-on 3 .20 .4 . Provided, however, should
the disciplinary action be reversed or modified on appeal, the employee
generally will be returned to his or her positlon, be paid for any lost
pay and have all other benefits restored retroactively to the date of
disciplinary actlon, unless the appeaÌ decision specifies otherwise. To
the greatest extent practicable and when the best business interests of
the City wil-l- not be harmed, the City Manager or department head may set
the effective date of any disciplinary action, except for dismissal, to
commence no l-ess than five (5) regular City workdays from the date of the
written notice of the disciplinary action. In the case of a grlevance by
an employee of an alleged vj-olation of these Rules, the employee may
elect to skip any step(s) in the procedure set forth in Section 3.2L.5 if
the grievance is against the City official specified to hear the
grievance. The empJ-oyee's decision to skip any step in the grievance
procedure shall be submitted in writing.

3.2L.3 Applicability. The grievance and appeal
applies to al-l- regular employees in the classified service.
shall- exhaust all- City grievance and appeal procedures before
themselves of other methods of dlspute resolution, including
l-imited to, any f ederal, staLe , or l-ocal tribunaf or court

procedure
Employees
availing
but not

. Trial
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employees, as per Sectíon 2.5
under Section 3 .21,.

do not have the rì-ght to gri-eve or appeal

3.2L.4 Vüaiver. If an employee fails to process any grievance or
appeal within thê--Tfme l-imits specified in these Rules and the time
Iimits are not waj-ved by the City, the employee's grievance or appeal
will be deemed waived and such failure shal1 constitute a bar to any
further appeal. If the City fails to answer a grj-evance or appeal at any
step, the employeefs grievance or appeal shall automatically progress to
the next step and shall not be deemed waived. Nothing in this Section
shall- be construed to prevent the settlement of any grievance or appeal
by mutual agreement of the parties at any time.

3.2L.5 Procedure. Except as otherwise provided in these Rules,
be followed in submitting and processing athe following steps shal

grievance of an alleged violatj-on of these Rul-es r or an appeal of a
disciplinary action or dismissal. Atl parties to a grievance or appeal
shal-1 endeavor, whenever practicable, to process their actions within
fewer regular City workdays than specified by this Section.

a. Step I Any employee (s) shall first present any grievance or
appeal to their immediate supervisor within five (5)
regular City workdays after the grievance or
appealed action arose. The supervisor and the
affected employee (s) shall meet to discuss the
grievance or appeal and attempt to resolve the issue
within five (5) regular City work days of the date
the grievance or appeal was presented to the
immediate supervisor. The supervisor shall- inform
the empJ-oyee (s) of the decision on the appeal or
grievance within this five (5) day period. The
supervisor's decision may be given verbally or in
writing.

b. Step If: If the grievance or appeal is not resolved at Step
l, the af f ected employee (s ) shal-l- reduce the
grievance or appeal to writing and submit the issue
to their department head within five (5) regular
City workdays after the decision of their immediate
supervisor is given. The written grievance or
appeal shall contain a description of the al-leged
problem(s), the date (s) of alleged occurrence (s),
the corrective actions (s) desired, and a summary of
what occurred during Step I of the grievance or
appeal procedure. A meetj-ng between the department
head and the affected employee (s) shall be hel-d
within five (5) reguJ-ar City workdays of the receipt
of the written grievance or appeal. The department
head shalf respond to the employee (s) , within five
(5) regular City workdays of the meeting, with a
written decision on the appeal or grievance.

If the grievance or appeal is not resolved at Step
II, the affected employee (s) mây, within five (5)
regular City workdays of receipt of the department
head's written decision, present a writ.ten grievance
or appeal to the City Manager, along with all

c. Step III:
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, ì -l
pertinent correspondence, records and information
accumul-ated to date. For the purpose of resolving
the grievance or appeal, the City Manager shall meet
with the affected employee (s) and the department
head wj-thin five (5) regular City workdays after
receipt of the qri-evance or appeal. The City
Manager shall respond with a written decision on the
appeal or grievance to the employee (s) , within five
(5) regular City workdays of the meeting. The
decision of the City Manager shal-l- be f inal-.
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ARTICLE 4

CI,ASSTFICATION PLAI{

4.L Coverage

4.I.7 Applicability. Aft offices and
service shal-l- be assi-gned to the classified
Un.Iess specif ically provided otherwise, these
employees in the classified service.

or
posltions in the City
uncfassified service.

Rules shall apply only to

4.L.2 Unclassified Service. The unclassífied service shall-
j-ncl-ude the f ollowing positions : The Mayor, Council Members, Municipal
Judge (s) , the City Manager, members of boards, commissions, and other
plural authorities, all other personnel appointed, elected, approved, or
conf irmed by the City Counci.l-, all personnel who serve without
compensation, and all temporary part-time or volunteer personnel.

4 .I.3 Classif ied Service. The cl-assified service shal-f include
those positions which are not specifically included in the uncfassified
service, âs per Section 4.1.2.

4.2 Creation

4.2.I Generally. The City Manager shall- annually prepare and
submit a compensation plan to the City Council for approval. The
compensation plan shal-I become a part of these Rul-es, and is summarized
in Appendix C, Table I.

4.2.2
similarity in
qualifications.
whlch may take

Classes. Positions shall- be grouped into classes based on
established duties, responsibilit.ies, and entrance

Each class of positions shall be given a cfass titl-e
the form of a number.

4.2.3 Cfass Specifications. Cl-ass specifications in the form of
a job description (s) , shal-l be prepared for each position. Each
specì-fication shall- include, but need not be limited to, the following
information: the position titJ-e, a general statement of duties and
responsibilities, a brlef description of job conditions, and any entry
level- educaLion, experience, licenses ¡ or other rel-evant skill-s that must
be possessed by any person to be considered for a position. Job
descriptions shal-I be updated as needed to reflect accurately any changes
to the duties, responsibilities, entrance qualifications, and other
particulars of a position.

4.3 Purpose

4.3.1" The compensation plan is to be used as a guide for
recruiting and selecting applicants for employment, det.ermining lines of
promotion or demotion, developing employee training programs, determining
the pay rate for various types of work, determining personnel costs and
departmental budgets, and as a uniform way of referring to positions in
the City service that j-s understood by all City employees and the general
public.

4.4
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4.4.L Responsibility. The City Manager is responsible for
maintaining the cl-assification plan and ensuring that the plan reflects
the current duties, responsibilities and qualifications of al-l- classified
positions in the City service. Vühen ne'hr positions are created, the City
Manager t or designee, shall- review the position's duties,
responsibilities and qualifications and incorporate the new position
within the City's classification plan. Vühenever there are material
changes in the duties, responsibilities and qualifications of current
positions, the City Manager ¡ or designee, shal-l- review the changes and
determine if the classification plan needs an adjustment or correcLion.

4 .4 .2 New Positions. Whenever a new posJ-tion is created or the
duties of an existing position mater ial1y change, department heads shal-l-
provide the City Manager with a written/ comprehensive job
description(s), describing in detail the duties, responsibilities and
qualifications of the affected positions assigned to the class. The City
Manager, or designee, sha11 investigate the suggested or actual duties,
responsibilities and qualifications, and take the necessary action to
accurately maintain the cl-assification plan.

4 .4 .3 Incumbents. Incumbent employees who consider their
ed may submit a request for consideration forposition improperly cl-ass

recfassification in writing to their immediate supervisor. The immediate
supervisor shall review the request with the department head. If the
department head finds that the position's duties, responsibil-ities or
qualif ications have changed materj-al1y so that the pos j-tion's
cl-assification is inappropriate, the department head shal-l make a
recommendation as to recl-ass j-f ication to the City Manager. If the
department head finds reclassification is not appropriate, the department
head shal-l inform the employee in writing of this declsion and the
reasons for the decision. In those cases where the department head has
recommended recfassification to the City Manager, the City Manager shal-l
review this recommendation and make the fi-nal decision.

4 .4 .4 Appointment. When a position is reclassified from one
class to a higher or lower c1ass, the method of fiJ-ling the position

appointed to the reclassified position/ upon the recommendation of the
department head and approval by the City Manager. And provided further,
however, that whenever the recl-assification is a result of the employee's
diligent and appropriate assumption of difficul-t and additional- duties
and responsibilities¡ so that the position warrants a higher
cl-assification, the department head may recommend to the City Manager
that the incumbent be appointed to the recfassified position without
examination. The City Manager shal-l- consider the department head' s
recommendation and make the final decision regarding how such a
recl-assified position shal-l- be fi11ed.

shal-l generally be in accordance with Sections 2.I, 2.2, 2.3, 3.1, 3.3
and 3.4. Provided, however, whenever the reclassification would resuft
in a demotion of an incumbent employee, the incumbent employee may be
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.ARTICLE 5

COMPENSATION PT,.A¡T

5.1 Creation and Coverage

5.1.1 Generally. The City Manager shal-l deveJ-op a compensation
plan consisting of ranges of pay steps assigned to classes of positlons.
Each range of pay assigned to a class shall consist of one (1) mj-nimum
pay step, four (4) intermediate pay steps, and one (1) maximum pay step.
The compensation plan shal-l afso include merít pay provisions. Each cfass
of positions shall be assigned a range of pay steps. Pay steps shal-l-
increase two and one-half percent (2 1/22) between each step.

5.1.2 Pay Steps. Pay steps for each class shal-l be coordinated
based upon the range of pay steps for other classes, the requisite
duties, responsibilities, and entry level- qualifications of positions in
each class, the rates of pay for similar work in the public and prj-vate
sector, cost of living data, suggestj-ons from department heads and other
employees, fringe benefits, the City's financial policies and position,
or any other re.l-evant considerations. Nothing contained in these Rules,
the compensation plan, or the Cityrs past practices or customs shal-l
prevent the City from reducing its work force, laylng off, promoting,
demoting, reclassifying or dlsmissing employees or otherwise managing and
directing the operation of City government in the best business interest
of the City.

5.1.3 Appllcabifity. The provisions of the compensation plan
are listed in theshal-l be applicable to

classif icatj-on plan.
all- empJ-oyees whose positions

5.2 Maintenance

5.2.I Responsibility. The compensation plan is intended to
provide appropriate and equitable compensation for all positions in the
classifj-cation plan, taking into consideration those factors listed in
Section 5.L.2. The City Manager shall annually study all factors
affecting the l-evel- of compensation paid City employees, and shall
reconìmend appropriate adjustments to the City Councif.

5.2.2 Amendment. The use of pay steps is intended to provide
administrative flexibility in recognizinq individual- differences among
incumbents appointed to positions in the same cfass and to provide an
incentj-ve for employees to advance and improve their performance. The
City Council may approve the raising or lowering of the range of pay
steps for any or aIl- classifications when deemed in the best business
interest of the City.

5.3 Iüithin-the-Range Pay Increases

5.3.1 Minimum Rate. The minimum pay step establ-ished for a
class is the normaf hiring rate, except in cases where the background of
a new employee, or other factors, warrant appointment at a higher step.
Appointments above the minimum pay set for a class shall be approved by
the City Manager, based on a consideratj-on of whether the applicant's
current qualifications are in excess of the entry level qualifications
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required for the class, whether there is a shortage of qual-ified
applicants avail-abl-e at the minímum pay step, whether qualif ied
appli-cants decline employment at the minj-mum pay step, or other factors
in the best business lnterests of the City.

5.3.2 Advancement. Advancement to successive pay steps for a
cl-ass of positions sha1l be based on an employee's efficient and futly
satisfactory performance of the duties and responsibilities of their
position. The maximum pay step is considered the fufl- pay rate for an
incumbent who is meeting al-l the requirements of his or her duties.
Advancement to the next successive pay step shal1 be based solely on
merit and performance, not on an employee's longevity or senì-ority.
Advancement is not automatic.

5.3.3 Timin . An employee may be considered for advancement to
a higher pay step on his or her yearly anniversary date of employment.
Provided, however, that trial- employees may be considered for advancement
to a higher pay step upon successful completion of the trial employment
period as provided in Section 2.5. The anniversary date of employment
shall- be adjusted for employees on leave without pay status as provided
in Section 6. 6.X.. Normally an employee shall only be advanced to the
next successj-ve pay step for their class of positions. Provided,
however, that the City Manager may advance an employee to a higher step
upon his or her anniversary date of employment based on a determination
that the performance of the employee has consistently exceeded the normal
requirements of their position, and that such advancement woul-d be in the
best business interest of the City.

5.4 Merit Pay

5.4.1 Eliqibility. AII exempt employees, as per Section 1.7.18
shall be eligible for a merit pay award on their first anniversary date
following advancement to the maximum pay step for their class of
posì-tions, and on each successive anniversary date, provided the employee
remaj-ns at the maximum step for their class of positions.

l,â
Exempt Employees. Eligible exempt employees,

may receive a merit pay award in an amount not to
5% of base salary for the employment year being evaluated, at the City
Managers discretion. Províded, however, that to be el1gible for merj-t pay
the City Manager shall find that the performance of the Employee has been
exemplary.

5.4 . {t Payment. The total merit pay award shall be paid as
sum at the tirire of thre first regular payday following approval of
by the City Manager, or in four (4) equal quarterly increments
empJ-oyee's option, provided however that merit pay shall be paid
ful-l- within the same fiscal- year in which it is awarded.

\A
Secti-on 5.4 .

as peï
exceed

a lump
award

at the
out in

s.4.Í{
City Managerf

Approvals. Al-l- merit pay awards shal-l be approved by the
who shall determine that the performance evaluation was

fair and accurate; consistent with the general standards of job
performance and conduct applied to other positions in the City service;
and that adequate funding exists for an ongoing merit pay program. The
City Manager has the discretion to deny or reduce any merit pay award.
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5.5 Pay Steps on Promotíon, Demotion or Transfer

5.5.1 Promotion. When an employee is promoted, the employee's
pay step in the neh¡ position shall be at least a five percent (58)
increase from the pay step from which the employee was promoted. The
anniversary date of an employee who is promoted shall- be adjust.ed so that
it falls one (1) year from the effective date of the promotion.

trtr4 Demotion. Vühen an employee j-s demoted pursuant to
Section 3.20.3, the employee's pay step in the neh/ position shall be the
pay step of their new class of posì-tlons which is the smal-lest decrease
from the pay step from which the employee was demoted. If the employee
\^/as demoted, but not pursuant to Sectlon 3.20 .3, t.he employee's pay step
in the ne\^r position shal-l be any appropriate pay step in their new class
of positions that is l-ess than the pay step from which the employee b/as
demoted. In either case, the demoted employee's department head shall-
make a recommendation to the City Manager as to an appropriate pay step
and the City Manager shall review and approve the recommended fower pay
step or determine what is a more approprlate pay step. The anniversary
date of an employee who is demoted shall be adjusted so that it fal-l-s one
(1) year from the effective date of the demotion.

5.5.3 Transfer.
another in the same class
paid at the same pay step
be adjusted.

Vühen an employee transfers from one position to
of positions, the employee shall continue to be
and the employee's anniversary date shall not

5.6 Pay Periods

5.6.1 Workday and VrTorkweek. The regular City workday consists
of a work shift of eight (B) consecutive work hours plus an unpaid sixty
(60) minute meal period within any consecutive twenty-four (24) hour
period. Saturdays, Sundays and recognized City holidays are generally
not considered reguJ-ar City workdays, except as otherwise estabfished by
these Rules. The regular City workweek is a period of one hundred sixty
eight (168) consecutive hours that begins with the start of the first
work shift after t2:01 a.m. Sunday and ends at the concfusion of the last
work shift that started before midnight on Saturday. These Rul-es or the
City Manager may establish other regular workdays or workweeks for
individual- employees or certain classes of employees, particularly those
in City departments províding seven (7) days-a-week, twenty-four (24)
hours-a-day service, and for exempt employees as per Section 5.7.5.

5.6.2 Pay Day. Employees will be paid every other Friday based
on hours worked i-n a predetermined L4 day period.

5.6.3 Advances. Employees may request payroll advances when the
or in othernormaf payday fal-ls during any authorized 1eave,

circumstances as may be authorized by the City Manager. Payroll
normal

advances
net paymay not exceed ninety percent (90%) of the employee's

schedul-ed for that payday.

5.6.4 Shift Differential. Non-exempt classified employees,
whose regular, scheduled work shift consj-sts of eight (B) hours between
the hours of 3 p.m. and 7 a.m. shall- receive additional compensation at
the rate of thirty-two cents ($.32) per hour. Any overtime accrued by
such employees shalf be compensated for at the regular rate of pay for
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positions

5.7 Overtime

5 . 7 . 1 GeneralJ-y. All employees, except as exempted by Sect j-ons
5.7.4 and 5.7.5, will be compensated for hours worked outside of their
regular workday or workweek. The regular work shift for such non-exempt
employees consists of eight (B) working hours within a given workday, as
defined by Section 5. 6.1. The regular workweek for such non-exempt
employees conslsts of forty (40) working hours within a given workweek,
as defined by Section 5.6.1. No employee may refuse to work scheduled
overtime, overtime necessitated by emergencies, overtime necessitated by
staff shortages, or any other reasonable requirement for overtime work
that is in the best business interest of the City.

5.1 .2 Compensation. Al1 authorized overtime work by employees,
except as exempted by Section 5.1.4 and 5.7.5, shall be compensated for
with time off in l-ieu of pav, at the rate of one and one-half (1"-1/2)
hours for each hour of employment worked in excess of the employees
regular eight (B) hour workday or forty (40) hour workweek, up to an
accrual of forty (40) hours. Such non-exempt empJ-oyees shal--L receive
cash payment for al-l- overtime accumulated in excess of forty (40) hours,
and shal-I be paid for al-l unused compensatory time-off upon resignation,
layoff t or dismissal. Such excess or unused compensatory overtime shall-
be paid at the employee's regular rate of pay. By reason of executing
the Employee Certification of Receipt of these Rul-es, the employee agrees
to these overtime compensation policies.

5.7.3 Public Works. All employees
Department, except-as exempteo ny Section 5.-l .51

in the
shall be
by their

Public llúorks
responsible for

serving emerqency standby duty, as schedul-ed supervisor or
workweekr oodepartment head. During the employee's regular workday or

additional- compensation shal-l be due for standby duty, except for actual
overtime hours worked as specified in Section 5.7.1. On Saturdays,
Sundays and recognized City holidays that are not part of the employees
regular workday or workweek, non-exempt employees shall accrue four (4)
hours of compensatory time off for every ful1 twenty-four (24) hour
standby shift served. Provided, however, that if the employee is cal-l-ed
to active duty, compensation shall be provided as specified in Section
5.'7.2, in addition to standby compensatory time-off .

5.1.4 Exceptions. Except as otherwise provided herein, exempt
classified empJ-oyees, as specified by Section 5.7.5/ are not eligible to
rece.ive overtime pay for any hours worked in excess of forty (40) hours
in one (1) regular City workweek, âs such employees receive a salary
which is considered to be adequate cash compensation for all- hours
worked.

Professional Leave: In recognition of the routine additional hours
required of exempt employees, exempt employees shal-l- recel_ve an
administrative compensation credit of one week annually, to be taken as

]::i:"Jtilgmåw gffi"rJ'J,:o'j'i.J';"".Jåtche.dur;l.r'åJ:i.ì"i'""i:":ï"3:
be carried forward into the next flscal year. Exempt employees shal-l not
be eligible to coflect the benefit unl-ess the employee has completed six
(6) months of continuous service to the City prior to the end of the
fj-scal year. The City Manager has the dj-scretj-on to permit short periods
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I .)

of time off for such exempt classified employees for the purpose of
attending to personal or civic matters, without l-oss in salary or
requiring the use of other leave benefits. Pay for work on recognized
City holidays shall be governed by Section 6, Pald Time Off.

5.7.5 Exempt Positj-ons. For purposes of these Rules, exempt
cl-assified employees include those persons employed in an administrative,
professional or executive position¡ âs defined by the Fair Labor
Standards Act of 1985 or succeeding J-egislation. Present exempt
classifj-ed positions in the City servj-ce incl-ude the Chief of Police,
Director of Finance, City Engineer, Librarian and Planning Director.
Other positions may be decl-ared exempt when added to the City service or
as dutj-es and responsibil-ities of exist.ing positions are modj-fied.
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6.1 Holidays

6.I.1.
holidays on the

6.1,.2
Monday shal-l
Saturday, the

^open the
public. As
government

New Years Day

Memorial- Day

fndependence Day

Labor Day

Thanksgiving Day

Friday following
Thanksgiving Fourth Friday in November

a

b

d

ê

f

ARTTCLE 6

EMPLOYEE BENEFITS

Vühen Observed. The City shal-1 observe the f ollowing
ates indicated:

January 1

Last Monday in May

July 4

First Monday in September

Fourth Thursday in November

q. Christmas Day December 25

Exce tions. If a holiday falls on a
beo served as the holiday. If a
preceding Friday shall- be observed as

1.3 Generally. It is the policy of the City of Sherwood to
maximum number of days each year so as to best serve
a resul-t, four personal holidays typically recognized

offices have been incl-uded in Paid Time Off (Section
are encouraged to use the addítional time off for days

.5 Exchan e Holida

Sunday, the following
holiday f al-1s on a

the holiday.

EmpJ-oyees
national
dictate.

J-r a

the
by

6) .

of
mayrecognition or reJ-igious observance, such as their beliefs

6.1.4 Holiday Pay. Ful-l-time employees who do not work on a
holiday shall receive eight (B) hours holiday pay at their regular rate
of pay, provlded they have worked their last scheduled workday before and
their f irst schedul-ed workday af ter the holiday. Regular Part-t j-me

employees working twenty (20) hours or more a week who do not work on a
holiday that is their regularly schedul-ed workday shalI receive a portion
of the eight ( B ) hours holiday pay at their regular rate of pay
equivalent to the percentage of their hours worked to a full forty (40)
hour work week, provlded they have worked their last schedule¡J^ workday
bef ore and their f irst scheduled workday af ter the holiday.-lþmporary
employees do not receive holiday pay. Ernployees who are on feavê without
pay are not entitled to receive holiday pay. An unexcused absence from
scheduled work on a holiday wil-l- result j-n loss of holiday pay for that
holiday.

6.r
holiday for whic an exc

All cl-assified empJ-oyees who work
iday is not taken within thlrty

ona
(30)
the

PaY'
ona

anqe hol-
calendar days shal-l be paid for the first eight (B) hours worked on
holiday at the rate of two (2) time the employee's regular rate of
provided, however, that part-time and temporary employees who work
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holiday shall be paid for all hours actually worked at their usual- rate
of pay.

6.7.6 Leave Provisions. f f a holiday fal-l-s during a period of a
full--time employee's approved Paid Time Off, the empÌoyee shall receive
holiday pay and the absence shall not be charged against the employee's
accumulated Paid Time Off benefits.

6.2 Paid Time Off

6.2.1, The City shal-l provide a program of earned time off for
reqular full-- and part-time employees, which can be used to meet the
employees' needs or desires for paíd time off from work. The Paid Time
Off (PTO) Program is a consolidation of, and in lieu of, sick leave,
paid f loating hoJ-idays and vacat j-on f eave.

6.2.2 PTO Accrual. PTO accrual rates are determined by a
regular employee's length of continuous service with the City. Full-time
employees shal-l- accrue PTO each pay period at the following rate:

Part-time employees shal-1 accrue PTO at a prorated rate of full-
time employees.

Probationary Employees. PTO accrued during6.2 .3
(6) months of
compJ-etes the

6.2 .4
accrued to a
annual accrual
for any leave
accruaf rate.
carry-overs of
i s unabl-e to
requirements,

continuous servi-ce shall not be used until
first six (6) months of continuous service.

the first six
the employee

Maximum Accrual-. Leave benefits which are earned may be
max j-mum of one and one-half ( l- tt) times the employee' s

rate (rounded up) . EmpJ-oyees wil-l not accrue or be paid
in excess of one and one-hal-f times the employees' annual
However, the City may approve temporary accruals and
more than the maximum allowable amount when the employee
take time off due to City staffing and work load

or other legitimate reasons that, in the opinion of the
Department Head, make use of accrued paid time off benefits unfeasible.
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Continuous

of
Service

Accrual Rate
per Pay
Period

(two weeks)

YearIy Accrual
Rate

Maximum Accrual-

.65 I7 Days 26 Days
:) 3 years L9 Days 29 Days
:) 6 years . B1 2I Days 32 Days
:) 9 years oo 23 Days 35 Days

.96 25 Days 38 Days
1.04 27 Days 4L Days



6.2.5 Procedure For Use of PTO

A) To schedul-e days off other than for illness or injury, an
employee must submit a request to the immediate supervisor
as far in advance as possible. Aft requests will be granted
on a "first come, first served" basis. If two or more time
off requests are received at the same tíme, then resol-ution
of the conflicting time off requests shall- be based on
seniority. PTO feave request, except in emergency
situations, should be made at l-east two (2) weeks in
advance. The immediate supervisor shall respond with
approvaJ- or denia.l- within one (1) week of receipt of the
request. All requests must be made in writing to be
considered. Requests may be denied based upon staffíng and
workl-oad requirements of the City. Approval of requests will
not be unreasonably withhel-d.

B) Employees must indicate in writing the number of PTO hours
for whj-ch payment is requested. The comblned total of hours
worked and PTO/ s cannot exceed the normal working time in
any given pay period, except for authorized overtime.

6 .2 .6 Sick Leave Accrual. Ful-l--time empJ-oyees shall accrue
twelve (I2) days of sick l-eave per year which may only be used for
absences resulting from injury or j-llness in excess of two
(2 ) consecutive days , or emergency leave. Part-time employees shall-
accrue sick leave as a prorated rate of full-time employees. Sick leave
wil-l- be accrued in separate bank and employees will not accrue or be
paid any sick leave in excess of 120 hours.

6 .2 .1 Applicability. Sick l-eave benef its may be used by regular
employees for absences due to personal injury, illness, temporary
disability in excess of two (2) consecutive days, which keeps the
employee from performing their regular duties, for absences occasioned by
the illness or injury of a member of the empJ-oyee's immediate family, or
for actual- periods of temporary dlsability associated with pregnancy or
childbirth.

6.2.8 Conversion of Existing Accrual-s . Existing
and personal- Ieave will convert to PTO at a 1:1 ratio
I , 1"999. Existing accrued sick leave will- convert to
these Rul-es, ât a 1:1 ratio effective January , 1999.

accrued vacation
effective January
sick leave, under

6.2.9 Concurrent Leaves. If the leave is for a qualified state or
federal- family leave purpose, all leaves of absencer flo matter how
classified, shall- be granted against the employee's annual- family l-eave
entitl-ement . f n such case, the employee, upon request, shal-l- provide
heal-th certification, i-ncluding second and third opinions and fitness
for duty certification as provided by family leave 1aws.
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6.2.1,0 Vühen an employee is absent from work because of an on-the-
job injury, time off wifl not be charged to sick leave except as provided
below. The employee may select one of the following options:

A) The employee may elect
compensation payments .

to receive only his/her workers'

B) The employee may voluntar.ì-J-y turn in their
subsequent workers' compensatj-on payments and
receive their regular gross \^¡ages, and the
occur:

f irst and al-l-
will- , in Lurn,
following will

1) Employees shal-l use available sick l-eave f or
integration with their workers' compensation payments
in order to receive their regular gross wages. In this
situation a check for ful-l gross wages wilÌ only be
received if the employee has available p+*a+i¡*ty'Sl(K
leave. Deduction to sick feave shall- be proportional to
the difference between the workers' compensation
payments and regular gross wages.

2) In the event an employee withholds any of his/her
workers' compensation payments, compensatlon will f al-l-
into the integration of sick leave formula described
above from the first day of injury. In the evenL this
occurs, the City can automatlcally deduct any
overpayment in full from the employee's next pay check,
or any subsequent checks if there is not a sufficient
amount in the next pay check

6.4 Special Leawe

6.4.L Jury Duty. Employees who are call-ed to serve on a jury,
or subpoenaed as a witness in any court proceeding, shal-l be al-l-owed time
off from work without l-oss of pay or accrued benefits. Any fees
received, including travel allowances, shall- be endorsed over to the City
for deposit in the City's General- Fund, provided, however, that any fees
received for such duty occurring on days that are not regular workdays
for the employee shall- be retained by the employee. Employees excused
from jury duty or court proceedings are expected to work the remainder of
their regular workday.

constrains their ability to
off shall be granted up to
or benefits.

6.4.2 Election Leave.
vote

Vühen an
in any regular

employee's work schedule
or special election, time
hour without l-oss of paya maximum of one (1)

6.4.3 Leave with Pay. Except as otherwise established by t.hese
Rul-es in the form of Paid Time Off, holidays, jury duty, emergency leave,
in-service training, and the other f orms of leave and t.raì-ning
specifically identified, leave with pay is not allowed, except by express
authorization of the City Manager.

6.5 Bereawement Leave
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famiJ-y, as defined by Section I.l.2t, the employee may request up to
three (3) workdays paid bereavement leave. Bereavement leave pay shal-I
be that amount the employee woufd have earned had the employee worked
their regular work schedule. All bereavement l-eave shall- be approved 1n
writing by the City Manager setting out the terms, conditions, and J-ength
of said l-eave.

6.5.2 Excess Leave. Bereavement leave may not exceed three
workdays in any calendar year. Bereavement leave in excess of three
workdays shall- be treated as Paid Time Off leave pursuant to Section 6
or leave without pay pursuant to Section 6.6 shoul-d all- Paid Time
leave be exhausted.

6.6 Leave lifithout Pay

6.6.I Generally. Leave without pay may be granted to any
regular empJ-oyee by the City Manager for any period of time up to twefve
(L2) months f or personal, professional- t or f amily reasons t or f or time
beyond the medically certified period of temporary disability following
childbirth. The City Manager shall have the discretion to grant l-eaves
without pay for other reasons consistent with the best business interest
of the City. Temporary employees shal-l not be granted feave without pay.

6.6.2 Authorizati-on Alt leave without pay must be requested by
the regular employee in writi-ng as soon as the need for such a l-eave is
known. All written requests shall state the reason for the leave and the
amount of l-eave time needed. Written requests shafl be submitted to the
employee's department head, and referred to the City Manager with the
department head' s reconmendation. All l-eave without pay shal-l- be
approved in writing by the City Manager setting out the terms,
conditions, and length of said leave. The City Manager has the
discretion to reduce or deny the l-eave without pay request when the
reduction or denial is in the best business j-nterest of the City.

6. 6. 3 Return to V[ork. Failure to return f rom any ]-eave without
pay on or before a designated date, wiJ-l be considered a voluntary
resignation and cause for denying re-employment with the City. Employees
on feave without pay may return to work early, provided noti-ce is given
to their department head at least five (5) regular City workdays in
advance.

3ICK6.6.4 Benefits. Paid Time Off and Då-€a*>*li-ty Leave benefits are
not earned while an emp oyee is on leave without pay. The City will- not
pay any portion of the employee's group medica.l- and Iife insurance
premiums while the employee is on feave without payr though the employee
may el-ect to personally continue such coverage as provided under the
terms of such policies. At the City Manager's discretion, an employee
may be required to use any earned but unused Paid Time Off and holiday
benefits before a leave without pay J-s granted.

6. 6.5 Re-employment. Employees returning from an approved leave
without pay are entitl-ed to return to their same position or a sj-milar
position in the same class and pay step. Provided, however, if the
employee's anniversary date of employment fell during a feave without pay
period, the employee's anniversary date shall- be adjusted as provided in
Section 3.2.

3
3
2
fof
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6.6.6 Certificates. Employees who are granted a feave without
easons must exhausl al-l- accrued Di€"eJei#+V $(Kpay for medical or disability r

leave benefits prior to commencing leave without pay. Any employee
returning from a l-eave without pay due to medical- or disability reasons
must provide a qualified health care provider's certification of the
employeers ability to return to work. If the empJ-oyee was placed on
l-eave without pay status pursuant to the terms of Section 3.18, the
certificate shal-I, if possible, be from the health care provider who
previously examined the employee.

6.7 Military Leaves of Absence

Reserve Duty. Any employee required to attend initial- or
y reserve training or other short-term military duty shal-l
at their normal- rate of pay for their regular workdays or
which they are absent during the period of short-term
in accordance with appllcable Oregon Revlsed Statutes.

6.1 .2 Extended Duty. An employee entering the State or Federal
armed services for an extended tour of duty shall receive an extended
unpaid military leave of absence 1n accordance with applicable Oregon
Revised Statutes.

6.7 .L
annual- mil-itar
be compensated
workweeks for
military duty,

6.
service in
employment
l-aws.

the armed
consistent

servl.ces or
Employees
mi-litary

1 .3 Re-employment. on leave from the City for
reserves are entitled to re-
State of Oregon or Federal-

6.8 Social. Security

6.8.1 The City, and all- fu1l-time, part-time, and temporary City
employees, shall participate in the Social- Security System.

6.9 Education

6.9.L Generally.
additional education which
City service, and which is
Course work of five (5) or
in-servj-ce training as per
Manager.

6.9.2 Plan Provided The City may provide a financial
assistance plan for regular employees who wish to improve their current
and future job-related skills, knowledge and abilities through additional
education. The City Manager shal1 have the discretion to determine
whether the education for which the employee requests financial
assistance is related to the employee's current duties or reasonably
anticipated future duties.

6.9.3 Compensation. The City generally does not provide leave
with pay for educational purposes if attendance is outside regular work
hours, is voluntary, 1s not directly related to the employee's current
position, and if the employee performs no productj-ve work related to his
or her current position during the educational- sessions, except by

with any applicable

The City encourages employees to obtain
facil-itates t.he employee's advancement in the
in the best business interest of the City.
fewer regular City workdays may be considered
Section 6.10, ât the dj-scretion of the City
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express authorization of the City Council. The employee may elect,
subject to the authorizations specified by these Rul-es, to take, Paid
Time Off, compensatory time-off t or l-eave without pay for such purposes.

6.9.4 Expenses. Employees must make a writ.ten application for
educational assistance to their department head, who wil-l- refer the
request to the City Manager with a recommendation. If the request is
approved by the City Manager, all or a portion of the cost of tuition
shal-l be reimbursed to the employee after the employee provides official
transcripts or other proof of satisfactory completj-on of the course, and
receipts f or al-l- tuition. Satisf actory compJ-etion shal-l- be considered
the award of a passing grade, certificate of completion, or a grade C or
better. The cost of books and other required course materials shal-l be
the responsibiJ-ity of the employee. Other costs of education, such as
transportatj-on, meafs, and J-odgings are not eligible for reimbursement,
unless expressly authorized by the City Council-.

6.10 In-Service Training

6.10.1 Opportunity. In-service training opportunities for
employees shall- be provided when funds are avail-able to do so, and the
training is in the best business interest of the City. The City Manager
may develop training programs to meet City-wide personnel and operational
needs t or to prepare employees for promotion, or may offer employees the
opportunity to attend programs offered by other agencies, when it j-s
determined such programs will- lmprove the efficiency or effectiveness of
the services rendered by City employees.

6.1"0.2 Scheduling. In-service training sessions may be held
during reguÌar worki-ng hours at the discretion of the City Manager.
Training sessions may be at City facilities or at other locations, as
authorized by the City Manager. Training sessions, seminars, and other
course work in excess of five (5) regular City workdays shall be treated
as per Section 6.9.

6.10.3 Compensation. Employees shaÌl be paid for any time spent
in authorized training sessions, provJ-ded, however, that employees shall
generally not be compensated for any time spent at training sessions held
outside of t.he employee's regular work hours, workdays, or workweek. The
City Manager has the discretj-on to compensate employees for time spent in
training programs outside of the employee's regular working hours , Lf
attendance is deemed by the City Manager to be in the best busj-ness
interest of the City, or is a requirement of continued employment or
professional standing, and the training session is related to the
employee's current duties or reasonably anticipated future duties.

6.I0 .4 Expenses. The City shal-l- generally reimburse the
employee for al-1 expenses relating to authorized in-service tralning
sessions, including but not limited to enroflment fees, transportation,
meals, and Ìodgings, provided that the City Manager deems the training
session to be in the best business interest of the City, or a requirement
of continued employment or professional standing, and the training
session is related to the employee's current duties or reasonabÌy
anticipated future duties. Section 3.14 shalf apply in determining
proper documentation for reimbursement of in-service expenses.
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6.11 ÞIorkers' Compensation

6.11.1 Coverage. The Cit.y, and all ful1-time, part-time and
participate in the State of Oregontemporary City employees, shall-

[lüorkers' Compensation Program.

6.71.2 Exceptions. Any on-the-¡ob injuries or
illnesses shall be reported as provided in Section 3.L2.
shall not receive sick leave benefits during any period when
is eligibJ-e to receive workers' compensation benefits.

occupational-
An employee
the employee

6.12 Group Insurance Programs

6 .L2 .1, Generally. All- regular full-time employees may
participate in the City's group medical, dental, vision, and life
insurance programs according to each program's eligibility requirements.
Part-time employees working a mini-mum of twenty (20) hours per workweek
may participate in the Cityts group medi-cal-, dental, and vision insurance
programs only. Coverage shall extend to the employee's spouse and
dependents with the approval of the Insurance Plan. The City may
contribute towards the premium cost of group insurance programs. Any
premium costs not covered by the City shal-l- be paid by the enrolled
employee in a manner determined by the City Manager. The terms, condition
and extent of the City's group insurance programs may be modified or
canceled at any time by action of the City Council or the insuring
agency. Employees are responsible for keeping current with the terms,
conditions, and extent of group insurance programs. The City is not
responsible for interpreting the Lerms or conditions of group insurance
programs or for errors, omissions, and ambiguities in published materials
on group insurance programs.

6.L2.2 Life Insurance. The City provides life insurance at one
and one-half (1,-1,/2) times the employee's annual salary. In addition,
the City provides dependent l-ife insurance based on EBS fnsurance Trust,
Plan II. The City pays one-hundred percent (100å) of premium.

6.I2.3 Long Term Disability. The City provides Long term
disability insurance at 50å of monthly salary ì.rp to a maximum monthly
benefit of $3,000. The City pays fifty percent (50%) of the premium for
long-term disability insurance.

6.13 Retirement PIan

6.13.1
employment, all- full-time or part-time employees scheduled to h/or kat
least six-hundred (600) hours per year shall participate in the State of
Oregon Publi-c Employees Retirement System (PERS) . Provided, however,
that indj-vj-duals actively enrolled in PERS as a result of prior
employment shal-l- be immediately re-enrol-led upon hire. The City shall
pay only the employer's share of the cost of the retirement plan for each
regular full-time employee, except that the employee's share is deemed
picked-up for the purposes of Section 4L4 (h) (2) of the Internal Revenue
Code. Employees do not have the option of receiving this pick-up as
salary and paying their contribution directly, and employee salaries
reported on tñ-2 forms will be reduced by the amount of the contribution.

Enroll-ment . Af ter six ( 6 ) f ul1 caf endar months of
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I a
ARTICLE 7

CONTINUITY

7.L3 Continuity

7 .1-3.I Genera.l-Iy. For the continuity, the City's current l-eave
plan shal-l- remain effective through December 31, 1998. Effective January
1-, L999, these rules shal-l- govern the accrual and use of Paid Time Off
and Sick Leave. Additionally, the City Manager is authorized to make
minor changes and deviations consj-stent with the purpose of these Ru1es
so as to facil-itate the fair transiti-on between the current and new leave
plans.
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ìoocn¡l{r E - lullloy.c Ccrtifia¡tion of R¡ctipt

This is to cer_tify that on # t_9_, r received a copyoft,heCity.ofSherwoodeerro]ã-nandbook.Iagree
to conply- _w.ith all the terms and condiËions contained herein and acóeptresponsibility for reading thoroughly and keeping cur¡ent with theãe
Rules and any subsequent amendments.

Employee Signature

Enployee Name


