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RULE | 81

181.1

181.2

181.3

181.4

181.5

181.6

RULE |

DEFINITIONS

The following wordsand phrases when used in thesdeR $all have

the following meaning. All other words and terms have the meaning
or definition contained in Webster Third New International
Dictionary Unabridged unless @scific meaning has been provided in
this section or is defined where the term appears in these Rules. In the
event of a conflict, the definition provided in these Rules is controlling.
(Amended December 15, 1998mended October 1, 2010

A A ¢ means Act 487 of 1954, as amended by Act 120 of 1962, Act
396 of 1964, Act 720 of 1974, Act 820 of 1984, Act 655 of 1997, and
Act 390 of 2001 and as may be amended from time to time, known as
the "Alexandria Civil Service Law(Amended October 1, 2010

AAccumul at ed Aweansamidual lesveaeameanl and not
used in previous year.

A Al | o craetns thendificial determination by the Commission of
the class to which a position in the classified service shall be deemed
to belong, as providein the Act. (AmendedOctober 1, 2010

AANNiI ver s meays thD date oftthe following year and each
successive year corresponding with the first day of original
employment with the City of Alexandria.

A Ap pl irefeasriotapersosighteen years of age or older, who is a
United States citizen, pif not a citizenhas permission to woik the
United States by the Department of State, and has submitted to the Civil
Service Department the prescribed completed employment forms with
proof of the aforementioned, prior to the deadline for applications.
(AmendedOctober 1, 2010(Amended September 18, 2019)

AAppoi nt i ngneansitheiMayoriag dgsignated in Section 3
07 of the Home Rule Charter of the City of Alexandria or any
administrative officer designated in writing by the Mayor or by law to
effect personnel status changes for positions under his jurisdiction. The
proxy shall contain the effective and expiration dates of this
designation and shall be provided to the Dvecwho may then rely
upon the actions of the designee as the official action dfipeinting
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181.7

181.8

181.9

181.10

181.11

181.12

181.13

181.14

181.15

Authority. (AmendedOctober 1, 2010

A Ap p o i nmears thé designation of a person, byAbpointing
Authority, to become an employee inpaobationary, classified or
temporary position, and his induction into employment in such
position.(AmendedViarch 15, 2019)

ABachel or @ s ubed dgnr thesed Rules and in the job
descriptions, means #&accalaureatedegree obtained from an
accredited college or university. (Added April 21, 2004nended
October 1, 2010

RepealedDctober 1, 2010

ACertifyo or maéa@sehe fuinihing af 4 list@fmames
to the Appointing Authority by the Director from an appropriate
employment list, who are eligible to be considered for appointment to
a position in the classified servicéAddedOctober 1, 2010

AChi | do or mdasa bidlodicalk adapted or foster child, a
stepchild a legal ward, or a child of a person standing in loco parentis
under the age of eighteen years of age. (Added December 19, 2001)

ACl asogdlfias s of nikans ia tnumber 0D positions
sufficiently similar in duties and responsibilities tleaich position in

the group (1) can be given the same job title; (2) can be assigned the
same minimum requirements of education and experience; (3) can be
filled by substantially the same tests of ability or selection methods;
and (4)consists ofa similar level ofresponsibilities and functions
(AmendedOctober 1, 2010

ACI ass S p emeané ia swammary aof dhe most important
features of a job, including the general nature of the work performed,
specific task responsibilities, and l&kito perform the job. (Added
December 19, 2001)

ACI assi fi craedns @ahthe Rlasses @r class of positions
established for the classified service arranged in pay grades according
to job evaluation results. (Amended December 19, 2001)

ACl assi f i e dneaBsnap leropjoyee who has successfully
completed six consecutive months of employment in the classified
serviceand is otherwise suitable for retentighddedOctober 1, 2010
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181.16 ACI assi fi emdansSadl officescamdd positions of trust or
employment in the City of Alexandria, except those placed in the
unclassified service specifically by the Act, or the Home Rule Charter
of the City of Alexandria as they may be amended from time to time.

181.17 A Co mmi smseans thé Alexandria Civil Service Commission as
established by the Act and as it may be amended from time to time.

The term fABoardod may be used interc
throughout the Civil Service Rules and RegulationsméAdedJuly
18, 2018)

181.18 ACompet it i wneansPaayspositionanrthe classified service
that is subject to the requirements of the Act relating to the appointment
on the basis of competitive tests of fithess, and applies to every position
in the classified service that is not expressly exceptehatuded
among the positions in the unclassified service.

181.19 AConditi onal magmga cempotamy @ppoindmertf a
personto a position of a class for whithe absentemployee is on
authorized leave of absence for greater than {{®amaontts without
acquisition by the appointee on any continuing right to be retained as
an employee of the City beyond such peridéddded October 1,
2010

181.20 A Conti nuous rMbears aneramination forovhich no final
filing date has been set, which will be given on more than one date and
from which the resulting employment list is an open list.

181.21 ACurrent A n mean$ annua deave éarned during the
current year.

181.22 i D a ynseans calendar days, unless otherwise specified within the
Rule.(AddedOctober 1, 2010

181.23 AD e mo t meams@ change of a classified employee from a position
of one job to a position in another job that is assigned a pay grade with
a lower minimum.

181.24 i De p ar tnmaans d légally constituted agency whose employees

are in the classified service asidetl by the Act. (Amended December
19, 2001)
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181.25

181.26

181.27

181.28

181.29

181.30

181.31

181.32

181.33

181.34

ADepart me meéanstheerstwprking & a managerial level
who is responsible for planning, directing, and coordinating the daily
operations of a departme(®ddedOctober 1, 2010

ADepanttanle Pr o mormedarsnan émpleyment list of
classifiedemployees who have demonstrated their fitness for a position
of a higher grade by successfully passing a civil service examination
for such higher class or class of positions and are eligibpgdanotion
within the same departmefamended September 18, 2019)

RepealedDctober 1, 2010

A Di r e maamsrthéCivil Service Director who reports directly to
the Alexandria Civil Service Commission. (Amended December 19,
2001)(AmendedOcober 1, 201p

A Di s cr i mMieanaudnéqoahadd unfair treatment of an employee
by any employment decision based on raesual orientationgolor,
religion, gender, national origin, citizenship, aghysical or mental
disability, political ideas or affiliation, oany protected class according
to state and/or federal lawwyAddedOctober 1, 2010

iDi s mi ssedo omeand d2pamation feom anhplbyment for
disciplinary reasons.

AEIl i gmeénsagpeérsonwhose nara is on an employment list
(AmendedOctober 1, 2010

AEmer gency Ameaosa tempomny appointmerdf a
personmade before action therefore can be taken under any other
provisions of these Rules to fill a vacancy or until the emergency no
longer existavithout acquisition by the appointee of atgntinuing

right to be retained as an employee of the City beyond such period.
(AddedOctober 1, 2010

A Emp | o ymearso any person who works for and draws
compensatiomand is entitled to benefitsom the City of Alexandria.
(AmendedOctober 1, 2010

AEmpl oy me mdans lan asiginal entrance employment list, a
promotion list, a reemployment list, a departmental promotion list, or
departmental reemployment list
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181.35 A E x e nrefdrstto those groups of employees thanateentitledto
be paid in accordance with tlegertime provisions of the Fair Labor
Standards Act (FLSA) because of their positional duties and
responsibilities and the level afecisionmaking authority.(Added
October 1, 2010

181.36 AENt r ancnmeand & ekt for a position in a particular class,
admission to which is not limited to persons employed in the City
service.

181.37 AFi | i ngeamsdhe lasbdate upon which irector may accept
applications for the competitive test(s) for an open position.

181.38 AFor C meaass eaotions or inactions by an employee which
impairs the efficient and effective operations of the public service.
There must be a real and substantial relation between the conduct of
the employee and the efficient operation of the public serfAciled
October 1, 2010

181.39 Al n L oc o mBansagarson veho is responsible for thetday
day responsibilies to care for and financially support a child or, in the
case of an employee, who had such responsibility for the employee
when the employee was a child. A biological or legal relationship is
not necessary. (Added December 19, 2001)

181.40 Al nt mears a temporary appointment of a pergamoff-campus
college workstudy programs who msnrolled in an accredited college,
university, or vocationalechnical school without acquisition by the
appointee of any continuing right to be retained asmaployee of the
City beyond such period. (Added January 22, 20@8hended
October 1, 2010

181.41 nJobef ers to fHnclasso or ficlass of
2001)

181.42 AJob Ev armeans & formal pyocess that determines the relative
value to be placed on various classes within the organization. (Added
December 19, 2001)

181.43 AJob Cormeansthe ahange in the allocation of a position as

a result of revisions to the job spfemations and/or the allocation
criteria. (AddedOctober 1, 2010
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181.44

181.45

181.46

181.47

181.48

181.49

181.50

181.51

181.52

181.53

181.54

181.55

"Layoff* means the removal of an employee because of lack of work,
failure of financial appropriation or other causes that do not reflect on
the employee.

ALeave of Abs e nisleaveVdr ttime ofuftom Woaky 0
granted ptsuant to Rule XI § Bhe effect of which does not create a
vacancy in the position of the person granted leave.

ALeave nméana a @eriod of twelve (12) calendar months
begnning on January first of any year.

A L i smeéans an employment list, an original entrance employment
list, a promotion employment list, a reemployment list, a departmental
promotion list, or departmental reemployment list.

AMar ket Atdgneiansnean adj ustment to

an

pay based upon the employeeds posit

to market(Added March 20, 2019)

A Ma yas ysed in these Rules, shall denote an ability to use discretion
or contingency based ohe facts of the situation. (Added December
19, 2001)

A No n e x eefans to those groups of employees who are entitled to
overtime pay after working more than forty (40) hours per vwasek
prescribed by th&air Labor Standards Act (FLSA)Added October

1, 2010

iNon-Tr adi t i on al mé&spsrddrty-Nerwokkaveekwith
regulardays offin that weekother than the combineSaturday and
Sunday(AddedOctober 1, 2010

i Op e n nieans 4 lidt to which eligibleray be added from time
to time through the continuous examination procedure.

AOr gani z a méaosmepditment (Added December 21, 2005)

AOri ginal Ent r an aeangameniploynenelistfor Li st 0

a class resulting from tests of fithess open to all applicants who meet
the prescribed requirements for admission to the tests, regardless of
prior employment in the classified service.

A Ov e r tmeang the additiondime worked by an employee
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excess oforty (40) hous. (AddedOctober 1, 2010

181.% i P a maans the salary, wages, fees, allowances, and all other forms
of valuable consideration, or the amount of any one or more of them
earned by or paid to any employee, by reason of service rendered in
any position, but does not include any allowances fqerses
authorized and incurred as incidents to employment.

181.57 APay Gmeart a scale of compensation rates found in a pay plan
to which each class or class of positions is assigned after completion of
a job evaluation. (Added December 19, 2001)

181.58 APay R aneagsethe range of pay rates from minimum to
maximum set for a pay grade. (Added December 19, 2001)

181.59 APay meéaasmalthe scales of rates of compensation prescribed
under the provisions of the Act, for classes of positionsicidssified
service.

181.60 APer manent r&ersptd a yglassified employegAdded
October 1, 2010

18161 APol i ti c ankeansfao overhoi publicteffort, other than voting,
to support or oppose the election of a candidate for political office or to
support or opposeparticular party inan electomi Po |l i t i cal Act i
includes, but is not limited to, overt or public effocommitted pre
election, during election, and peasection. (Amended January 19,
2017)

181.62 fiPositiond means any office and any employment in the classified
service of the City. For pay and job evaluation purposes, a position is
a collection of duties and responsibilities assigned to an individual
employee in a department. "Position" does not mean trdedhe
employment of an independent contractor, the duties of which call for
services to be rendered by one person. (Amended December 19, 2001)

181.63 RedesignatedsRule | 8§1.73and anended effective July 12018
18164 A Pr obati onar ynears nap lemplogee avho has been
appointed to a position in the classified service from an employment

list and has not achieved classified stag@mendedOctober 1, 2010

181.65 APr obat i on aefeys toPtleeworkiogl test period (Added
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October 12010

181.66 A P r o mormears a ahange of a classified employee from a position
in one job to a position in another job that is assigned a pay grade with
a higher minimum.

181.67 A Pr o md&mplognmentL i smeans a list established in conformity
with these Rules, of regular employees who have demonstrated their
fitness for a position of a higher grade by successfully passing an
examination, either written or oral, for such higher job position and are
eligible for promotion within the same department or transfer and
promotion from another departme(amendedOctober 1, 2010

181.68 APr omot i oneansTadesttfay positions in a particular class,
admission to which is limited to employees in the classgeice
who have held a position in another class.

181.69 AProvi si onal mAapgpaotempdraryeappointmeata
vacant position of a class for which there are no eligibles available for
certificationfor a limited period of service without acquisit by the
appointee on any continuing right to be retained as an employee of
the City beyond such period. (Added January 22, 20@3hended
October 1, 2010

181.70 A R a n geams the range of pay rates from minimum to maximum set
for a pay grade. (Addedecember 19, 2001)

181.71 A Real | onceans & change in the allocation of a position in the
classified service to a different class or class of positions due to either
an error in the previous allocation or a significant change in the duties
and respaosibilities of that position(AmendedOctober 1, 2010

181.72 AReass i gnmeame mtcbange of a probationary or regular
employee from a position in one classadifferent position in a
different classfor which said employee is qualified, that hias same
pay range minimum, with no change i
rate of pay(AmendedOctober 1, 2010

181.73 (AmendedOctober 1, 2010Repealed July 182018
181.74 N Reempl oy nmears aleemployment list of former classified
employees who have left the employment of the City due to layoff or

were unable to be reinstated to their former position upon returning from
an approved leave without pay or demotion within a promotion working
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181.75

181.76

181.77

181.78

181.79

181.80

181.81

181.82

test period. This list shall not be applicaltb persons who have been
discharged or voluntarily resignedAmended October 1, 2010)
(Redesignated from Rule | $2.and amended effective July, 2818)

ARegul ar Hefeps| to § elassified employeAmended
October 1, 2010

A Re gul aneano & definition, policy or mode of procedure
formally prescribed by the Directand approved by the Commission
to govern the manner of giving effect to a part of the City Civil Service
Laws or RulestAmendedOctober 1, 2010

ARe &t at enmaansthedeappointment afegular employee who
has been removeflom his positionand is found to be eligible for
reinstatement under the provisions of RM& 7.1; refers to a decision

of the Commission which returns a formerly dischargagloyee back

to the servicand dl previous conditions of employment shall remain

in effect unless specifically altered by a decision of the Commission
during the hearing or meeting at which the action to reinstate is taken;
the action taken to returmamployee to active duty from a leave
status. (Added December 19, 200YAmended October 1, 2010
(Amended July 182018)

AResi gno or niedssepagtiomafitorn employment at the
empl oyeebds request.

A S h adsluged in thedRules, denotes an obligation or mandatory
duty, without use of discretion. (Added December 19, 2001)

ASi ck Imeaasvabsence from duty of tpeobationary and
classifiedemployee due tpregnancy, childbirth, physical or mental
illness or injury exposure to a contagious diseatthe employeepf
the employee'snmarried, minochild or adult disabled childyr of

t he e mpdpausedranénmsled October 1, 2010 (Amended
March 22, 2018JAmended September 18, 2019)

ASpeci al A smeamnsgtimenmemporary assignment of an
employee to perform the duties and responsibilities of a position other
than the one to which he is regularly assigned, without prejudice to
his rights in and to his regular position. (Added January 22, 2003)

i S p o ungamdlegal husband or wife under the laws of the State of
Louisiana. (Added December 19, 2001)
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181.83 ASt udent méamsakeepoodary appointment of a person who
is enrolled in an accredited high school, college, university or
vocationaltechnical schooto be used for training purposes or to
address a work overload situation where it is not possible or practical
to useregular or probationary employeegthout acquisition by the
appointee of angontinuing right to be retained as an employee of the
City beyond such period. (Added January 22, 2008nended
October 1, 2010

181.84 A Sus p e meansthe @mporary exdos from employment of an
employee for disciplinary reasons or while criminal proceedings are
pending or an investigation is being conducted.

181.85 A Tempor ary Apneans antappeintnient for a limited
period of service without acquisition by the appointee of any
continuing rights to be retained as an employee beyond such period.

181.86 ATempor ary S efarthe parposes 6f theseRules, means
a private firm @ contract with the City whose primary business is to
provide temporary employee staffing. (Added January 22, 2003)

181.87 ATemporary St af f i nogmeddgar shartteren, Emp|l oy
temporary worker whose employer is a priveéetor temporary
services fim on contract with the City. (Added January 22, 2003)

181.88 A T e sneansa specific phase of the examination process, such as a
written test, a performance test, an oral interview, an experience rating,
etc.(AddedOctober 1, 2010

181.89 AT r a n smeans a change of a probationary or regular employee
from a position in a class or class of positions to another position in the
same class or class of positions without a change in the probational or
permanent status and without a break in service onoonmore
working days. Moving an encumbered position from one department
to another without affecting pay or classification of the incumbent shall
be considered a transfer in the absence of formal creation and abolition
of positions in the same class.

18190 A Transi ent Aneane ia nempoeany tagpointment of a
person when thservices of an extra employee are needed on a part
time basis, for seasonal work, or for special projects for any position
in the classified service for a period of six (6)mths or lessvithout
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acquisition by the appointee of aogntinuing right to be retained as
an employee of the City beyond such per{@ddldedOctober 1, 2010

18191 AUncl assi f imeahs ab efficesioc gositions of trust or
employ in the City ofAlexandria, except those specifically placed in
the classified service by the Act or the Home Rule Charter of the City
of Alexandria as they may be amended from time to time.

181.92 A Wo r k i n gneafsdhe pedod that commences immediately upon
appointment to a position whereas a probationary employee or a regular
employee who has been promoted demonstrates the required
knowledge and skill level required of the position while occupying the
position. (AmendedOctober 1, 2010

181.93 AWor ki ng T emdans Ehe timmeowhén an employee is
considered to be in an dhejob test situation for a period of six (6)
consecutive months. (Added December 19, 2Q8&j)endedOctober
1, 2010
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RULE Il

ORGANIZATION, RULES, PROCEDURES AND DUTIES OF COMMISSION

RULE Il 81

1181.1

1181.2

1181.3

1181.4

ORGANIZATION OF COMMISSION

Election of Chairman. The Commission annually shall elecbbite
members as chairman.

The Commission shall, at the regular monthly meeting in September of
each year, elect one member to act as chairman for a term of one year,
or until a successor is duly elected. If the office of a chairman is
vacated becaus# death, resignation, or in any other manner, before
the expiration of his term of office, the Commission shall elect his
successor at its next regular meeting.

Special Meetings. Special meetings may be held at such times and
places as shall bgscified by call of the chairman or any two members

of the Commission. Notice of the time and place of all meetings shall
be given in writing to each member by the Director.

The Commission shall give written public notice of any special,
regular, or redeeduled meeting no later than tweffiyr (24) hours
before the meeting, excluding Sundays, Saturdays and legal holidays.
Such notice shall include the agenda, date, place, and time of the
meeting. (Added December 15, 1999) (Amended October 1,
2010)(Amendd October 21, 2015)

Written notice shall include, but is not limited to, posting a copy of the
notice on City departmental bulletin boards and mailing a copy of the
notice to the news media for publication the day before the meeting.
(Added December 13999)

Rules of Order. The Commission shall not be bound by any Rules of
Order, evidence or procedure in its meetings, hearings or investigations
except such as it may itself establish.

Regular Meetings. All meetings and hearings of2bemission shall
be open to the public and classified employees, except executive
sessions. Regular meetings of the Commission shall be held on the
third Wednesday of every month, if necessary, at a specified time and
place unless the Commission, by netim compliance with law,
changes the date of the regular meeting. (Amended December 15,
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1999) (Amended October 1, 2010)

Any classified employee may participate at any meeting that he
chooses to do s@pecifically, the right of the classified employtll

not be altered, modified, or limited by any policies or directives of the
empl oyeebs supervisor, depart ment
of the administration, and/or the Appointing Autharityhe classified
employee is free to voice any concettmat fall within the jurisdiction

of the Commission. However, should the employee wish to lodge a
complaint or grievance, he must comply with Rule 11 § 1.10. (Added
October 1, 2010) (Amended October 21, 2015)

The Commission shall give written public ivatas required by law of

any regular or rescheduled meeting. Such notice shall include the
agenda, date, time, and place of the meeting, provided that upon a
motion introduced, seconded, and unanimously passed by a roll call
vote of the Commission memisgopresent, the Commission may add a
matter to the agenda for its consideration. The motion shall specifically
identify the matter, the purpose of the agenda item added, and recorded
into the minutes. There shall be an opportunity for public comment
prior to voting on the motion to take up a matter not on the agenda.
(Added December 15, 1999) (Amended October 1, 2010) (Amended
October 21, 2015)

Written notice of the meetings of the Commission shall be posted or
distributed in accordance with theouisiana Open Meetings Law.
(Added December 15, 1999)

1181.5 Executive Session. After twentyfour hours public notice the
Commission may go into executive sessabrany regular or special
meetingupon a motion duly made, seconded, and adopted by the
affirmative roll call vote of a least twihirds of the Commission
members present for the purposes permitted by the Louisiana Open
meetings Law. After all evidence or stipulations have been received in
a disciplinary or grievance hearing heard in opensiges the
Commission may go into executive session for the purpose of
deliberation on the issues presented. No final or binding action shall
be taken during an executive session, and all binding votes or action by
the Commission shall be taken in publession, except to the extent
that other laws may require confidentiality. (Added December 15,
1999) (Amended October 1, 2010) (Amended October 21, 2015)
(Amended September 18, 2019)

1181.6 Quorum. At least three (3) members of the Commission shall be
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present at any meeting in order that the Commission shall have a
guorum for the transaction of business. Except when an affirmative
law requires a vote greater than a majority, the concurrence of the
majority of the members present shall constitute a ruipan an item

of business then before the Commission. (Amended December 15,
1999) (Amended October 21, 2015)

(Redesignated as Rule XI11.3.C effective October 1, 2010)

1181.7 Secretary of the Commission. The Director shall act as Secretary of
the Commis®n, and shall keep adequate records and minutes of its
business and official actions.

1181.8 Minutes of Proceedings. The minutes of the proceedings of the
Commission shall be prepared and maintained by the Director on
behalf of, and subject to the appal of, the Commission.

1181.9 Employee Member Election (Added July 9, 1980) (Amended
December 15, 1999)

A. The Director shall post a notice on the City departmental
bulletin boards advising that the election of the employee
member of the Alexandria @i Service Commission shall be
held. The notice shall provide the following information:

1. Date, time and place of the election;

2. Any classified employee in the City's service may
nominate as a Civil Service Commissioner any
employee withirthe City's Civil Service System, who
IS a registered voter, excepting members of the police
and fire departments;

3. Nominations must be made in writing and delivered in
person, or by malil, to the Director on or before July 20th
of the year of the electip and

4. The duties and term of office.

B. The Director shall determine if the nominee meets the
qualifications to serve as a commissioner and shall post the
names of all qualified persons who have been nominated as
candidates for the office of @i Service Commissioner on the
Cityds department al bull etin boa
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the year of the election.

C. The Director shall provide voting machines with the names of
each nominee to be used in the election. (Amended October 1,
2010)

The ekction shall be held at the City Compound in the
Employee Facility. The election shall be held on the first
Wednesday in August of the year of the election between the
hours of 7:00 a.m. and 5:00 p.m.

D. At the close of voting, the Director shall certifiye results
tabulated by the voting machine. Following the certification,
the Director shall publish the results of the election.

[181.10 Matters To Be Addressed By the Commission (Amended October 1,
2010)

The Commission has the obligation to receiliear, and act on
complaints, grievances, and/or concerns presented by classified and
unclassified employees, members of the administration, elected
officials, citizens, and members of the Alexandria City Council and to

take appropriate action on mattessi t hi n t he Commi
jurisdiction. (Amended October 1, 2010)

A classified employee, member of the administration, elected official,
citizen, and/or member of the Alexandria City Council has the right to
file a complaint, grievance, or concern directly to the Commission. A
classified employee is encouraged to firetlde his complaint,
grievance, or concern with his direct supervisor, department head,
division head, Human Resources Director, member of the
administration, and/or the Mayor. However, if the complainant is
unwilling or unable to have his grievance resol\by his supervisor,

he must provide a written explanation of the reasons for same. (Added
October 1, 2010)

Complaints, grievances and/or concerns shall be provided to the
Director in writing. The Director shall make an initial determination

of whether the complaint, grievance, and/or concern falls within the
purview of the Commission. The Director shall prepare a report and
recommendation that will be forwarded to the Commission for a final
adjudication of jurisdiction and further investigatitMatters requiring
Commission action shall then be researched by the Director and, time
permitting, pl aced on that mont hos
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specified deadline. Matters received after the deadline will be
addressed at the next scheduledtinge (Amended October 1, 2010)

The reporting of complaints, grievances, and/or concerns shall be
governed by Rule XIll. (Added October 1, 2010)

Matters of urgency may be received during a regular meeting under
new business and addressed at a specktimgeif deemed necessary

by the Commission. No action shall be taken on matters initiated under
new business on the date of introduction.

At the time or commencement of any matter considered or decided by
the Alexandria Civil Service Commission, a Corssioner shall be
recused in accordance with Rule XlII § 2.4 for conflicts of interest or
personal reasons where prejudice or bias could cause an unfair and
partial hearing. (Added September 18, 2019)

RULE 1l 82 DUTIES OF THE COMMISSION

1182.1 In addiion to those duties stated in the Act and the Rules and
Regulations, it shall be the duty of the Commission: (Amended October

1, 2010)

A. To represent the public interest in the management of personnel
issues governed by the Civil Service Rul@dsnended Oatber
1, 2010)

B. To advise the City Council and the Director on matters and

personnel issues governed by the Civil Service Rules;
(Amended October 1, 2010)

C. Repealed October 20, 1976;

D. To make and publish such annual and special reports as it
considersdesirable regarding personnel administration in the
City service and recommendations for improvement therein;

E. To conduct hearings and pass upon complaints by or against
any officer or employee in the classified service for the purpose
of demotion, reduabn in pay or position, suspension or
dismissal of such officer or employee, in accordance with the
provisions of the Act;

F. To make, alter, amend and promulgate rules and regulations for
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effectively carrying out the purposes and intentions of ttte A
(Amended December 15, 199@mended October 1, 2010)

1. Prior to adopting proposed or revised rules and
regulations, the Commission shall provide advance
written public notice of the date, time, and place of the
regular meeting. Said notice shall inclutie agenda
and a copy of proposed or revised rul@mended
July 18 2018)

2. The proposed or revised rules and regulations shall be
considered for adoption at the next regular meeting
allowing an opportunity for any interested party to
advocate why th@roposed rule, amendment, or part
thereof should not be adopted. Advanced notice of
meeting shall be given as required by lai&mended
March 22, 2018)

3. Amendments to the proposed rules and regulations
recommended by the Commission shall be made upon
consideratn for adoption. (Added July 18018)

4, Unless otherwise provided, rules adopted by the
Commission shall become effective immediately.

G. To hear and pass upon such other matters as the Director may
from time to time bring before theCommission for
determination and to perform all the duties with reference to
that position that are assigned to the Director in relation to all
other positions in the classified service. (Amended December
19, 2001);

H. (Redesignated as Rule 1182.2 effectvetober 1, 2010)

l. To enforce the provisions of the Law and the Rules and
Regulations of the Commission made in accordance therewith.
(Added December 15, 1999); and

J. To appoint, in addition to the Director, such clerical or other
assistants as may be deemmetessary from time to time to
carry out the provisions of the Act and the Rules and is
authorized to fix the compensation of such additional
employees in accordance with the pay plan. (Amended
December 19, 2001)
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1182.2

RULEII 83

1183.1

1183.2

1183.3

Nothing herein shall prevent ti@mmission from taking such action

on any subject as its members consider proper in the performance of
their duties. (Redesignated from Rule 1182.1.H effective October 1,
2010)

POWERS OF THE COMMISSION (Added December 19, 2001)

The Commission retains exclusive jurisdiction and authority over all
matters arising from the civil service system, its operation in and for
the City of Alexandria and/or thedeules and RegulationsThe
Commission shall exercise its jurisdiction and atitii@ver any and

all decisions that relate to this civil service system and its operation
in and for the City of Alexandria. This exercise of jurisdiction and
authority includes the ability to review any decision by any person
within the City of Alexandma that relates to the civil service or
impacts its function and/or purpose. Further, the Commission may
approve, reject or modify any action and/or decision taken or made
by its personnel irrespective of that action and/or decision being based
upon discrabn. (Added October 1, 2010)

To administer oaths, require the attendance of withesses and the
production of papers, records, files, and books in connection with any
investigation or hearing authorized by the Act or these Rules.
(Amended October 2010)

Said proceedings shall conform with Rule Xl1182.4 of these Rules.
Penalties for failure to respond to a subpoena, to answer a question, or
to produce documents pertinent to the investigation are as represented
in Rule XII182.2. (Amended October 2010)

To recommend to the District Attorney that he institute or cause to be
instituted criminal action to the Appointing Authority @member of

any board or commission which possess appointing power for any
violation of this Act and prosecutersa to a final conclusion.

To investigate any complaint that the provisions of the Law or Civil
Service Rules have been violated by any person in the classified service
and shall hold a public hearing with reference thereto. If the
Commission shall determine that the charges are true, it is empowered
to such action as allowed under Rule Xl1184.9. (Amended October 1,
2010)
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RULEII§ 1

1g1.1

1181.2
1181.3

1181.4

1181.5

11181.6

1181.7

11181.8

RULE 1l

DUTIES AND POWERS OF DIRECTOR

DUTIES OF THE DIRECTOR (Amended August 17, 1988)
(Amended December 15, 1999)

In addition to those duties stated in the Act, it shall be the duty of the
Director:

To establish and maintain a roster of all employees in the City service

in which there shall be set forth, as to each employee, the class title of
the position held, the salary or pay, and any change in class title, pay or
status, and other necessary data.

Repealed February 1990
(Amended December 19, 20(R¢pealeddctober 1, 2010

To investigate from time to time the operation affect of the Act and

of the Rules and to report findings and recommendations to the
Commission, the administration, and the City Coun@mended
October 1, 2000(Amendel June 17, 2020)

To make and publish annual reports regarding the work of the
Department, and such special reports as corsidirsirable to the
Commission, the administration, and the City Coun@mended
October 1, 2010(Amended June 17, 2020)

To perform any other acts and functions which rbayconsideed
necessary or desirable to carry out the purposes of the Act, oravlich
directed tobe perforned by the Commission(Amended June 17,
2020)

To actaschiefadministrativeofficer of the Commissioand executive
head of the Civil Service Departmedirecing and supervigg its
administrative work. (Added December 15, 1989 nended June 17,
2020)

Toattend all meetings of the Commission and to act as its secretary and
record keepeaind shall in addition be official custodian of the files and
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11181.9

11181.10

11181.11

11181.12

11181.13

1181.14

11181.15

11181.16

11181.17

records of said Commission. (Added December 15, 1999) (Amended
December 19, 2001Amended June 17, 2020)

To formulate and prescribe procedsirconsistent with the Act and
Civil Service Rules to fill vacancies in the classified service; to
superintend examinations and tests; to maintain lists of eligibles; to
validate the qualifications of applicants foemployment in the
classified service and to certifg list of eligible candidategor
appointment. (Added December 19, 20QAmendedOctober 1,
2010

To prepare and submit, subject to review by the Commission, budget
requests covering estimatedsts of administering the Civil Service
Program. (Added December 19, 2001)

To act between meetings of the Commission on routine matters
requiring Commission approval. Any such action of the Director shall
be reported to the Commission at thexin meeting and, unless
approved by the Commission at such meeting, shall terminate. (Added
December 19, 2001)

RepealedDctober 1, 2010

To act between meetings oautine matters requiring Commission
approval, including qualification vieers and amendments to job
descriptions. Any such action by the Director shall be reported to the
Commission at the next regular meeting and, unless approved by the
Commission at such meeting, shall terminate. (Added December 19,
2001)(Amended Novembet9, 2003 Amended March 22, 2018)

Repealedctober 1, 2010

To develop and propose to the Commission uniform classification and
pay plans and amendments thereto. (Added December 19, 2001)

To develop and propose to the Commissikules and amendments
thereto governing employment conditioisr employees in the
classified service. (Added December 19, 2001)

To perform job audits to certify the duties and responsibilities of a
classifed position within a department are true to the class allocated
and to present the findings to the administration and Commission for
consideration and/or action. (Added December 19, 2001)
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11181.18

11181.19

11181.20

RULE I § 2

11§2.1

118§2.2

11§2.3

1182.4

To write or amend specifications for job classifications that adequately
reflect the duties and responsibilities of the class and propose to the
Commission for approval. (Added December 19, 2001)

To serve as a member of the Retirement Board forckassified
employees. (Added December 19, 2001)

Shall not lold any public elective officear become a candidate or
applicant for any such public office and shall be in the classified service
provided for municipal employees covered under thé fA&dded
December 15, 1999.)

POWERS OF THE DIRECTOR (Amended December 15, 1999)

The Director shall have the power:
To select City officers or employees as examiners.

The Director may select officers or employees in the @ityice to act

as examiners in the preparation and rating of tests. An employee
serving in this capacity shall be excused from his regular duties for the
time required for his work as an examiner. Officers and employees
shall not be entitled to extra payr their services as examiners.

To appoint special examiners.

The Director may, for the purpose of assisting in the examination of
candidates for positions of high responsibility and positions requiring
unusual qualities or qualifications, retdéine services of persons from
within or without the City who, because of their experience or for other
reasons, have special acquaintance with the qualities or qualifications
requisite for such positions.

To recommend the adoption and amendmentles.

The Director shall recommend to the Commission such rules as he may
consider necessary or desirable to carry out the provisions of the Act
and may, from time to time, recommend amendments or additions

thereto.

To appoint a deputy.

The Drector may designate an employee of the Department to act as
his deputy. In case of the absence of the Director or his inability from
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11§25

RULE I § 3

11183.1

11183.2

any cause to discharge the powers and duties of his office, such powers
and duties shall devolve upon his deputy.

To swear in withesses. (Added December 19, 2001)

The Commission Chairpersomay swear in witnesses offering
testimony in a matter before the Commission. In case of the absence
of the Commission Chairpersoar his inability from any cause to
discharge powers and duties of his office, such responsibility shall
devolve uporanother member of the CommissigAmendedOctober

1, 201Q

EXERCISE OF POWERS OF DIRECTOR (Amended December
15, 1999)

The powers herein conferred upon the Director shall be subject only to
the povisions of the Act and of theuies adopted by the Commission

or by action of the Commission and may be exercised by regulation or
by order as the Director sees fit.

Subiject to ratification by the CommissionetDirector is authorized to
incur such expenses in connection with the operation of his office and
the performance of his duties, including travel, as are necessary or
advisable, for the effective camg out of the interests and purposes of
the Civil Service Law and lRes. (AmendedOctober 1, 2010
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RULEIVS1

IV81.1
IV81.2
IV81.3
IV81.4

IV81.5

IV§1.6

IV§1.7

IV8§1.8
RULE IV §2

IV82.1

IV§2.2

RULE IV

THE CLASSIFIED SERVICE
(Amended July1 8, 2018)

(Amended December 15, 1999Repealed July 18 2018 and
September 19, 2018

(AmendedOctober 1, 2010Repealed July 182018
Repealedecember 15, 1999
Repealedecember 15, 1999
RepealedDctober 20, 1976 (See CSL, Section 5)
(AmendedOctober 1, 2010Repealed July 182018

(Amended June 10, 197¢dmendedOctober 1, 2010Repealed July
18,2018

Repealed September 19, 2018
Repealedecember 15, 1999
(Amended October 1, 201BRepealed September 19, 2018

THE CLASSIFIED SERVICE (Added December 15, 1999)

The classified service comes under the Act and shall comprise all
existing positions in the City service other than those above
enumerated, including posihs that may be hereafter created.

The City Council may abolish any office or position covered by the Act
whenever the need for such office shall no longer exist, provided,
however, that if within twelve (12) months any office or position is
created or restored or a like or similar offiaeposition is created by

any other title or designation, the employee holding the position at the
time of its abolishment shall be given priority and preference over all
other persons whomsoever, to fill said office or position, and the said
employee shalbe given ten (10) days in which to elect whether he
wishes to resume said office or position, the said ten (10) days to count
from the date of notification to him that said office or position is
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available to him. Such notification is to be given by tire®or to the
employee or former employee concerned by United States registered
mail sent to the last known address of said employee or former
employee.

IV82.3 In the event that any position in the classified service is abolished, the

work or duties ofaid position shall not be taken over, assumed, carried
on, performed, or supervised by any person in the unclassified service.
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RULE V

CLASSIFICATION PLAN

RULEV E§1 CREATION AND _ADOPTION OF CLASSES (Amended
November 29, 2000)

The Director shall cause to be prepared a classification plan, which shall
consist of classes, designated by standard titles, designed to provide for
all positions in the classified servicee shall from time to time review

the duties and responsibilities of the positions in the classified service
and may add, combine, divide, or abolish classes, or revise the titles of
existing classes. The classification plan so provided and any changes
therein shall become effective when adopted by the riissmon in
accordance with theudRes and amendments thereto.

The classification plan adopted by the Commission may be fouhe in
Addendumds Sudes. t((AdadedOctober 1,200 R

RULEV § 2 ALLOCATING POSITIONS (Amended November 29, 2000)

V82.1 The Director, as soon as practicable after the adoption of a classification
plan hereunder, and after consultation with Alppointing Authority,
shall allocate each position in the classifiedsiserto its appropriate
class, and, thereafter, shall allocate each new position in such service to
its appropriate class, and may reallocate positions from class to class.
In making such allocations, he shall provide for uniform application of
the clasdication plan to positions under different departments.
Allocation of positions shall be based on those duties actually certified
as true by théppointing Authority. Falsification or misrepresentation
of duties is a violation of theseuRs and mayesult in appropriate
action by the Commission. Any employee affected by the allocation or
reallocation of the position occupied by him at any time shall, upon his
request, be given a reasonable opportunity to be heard thereon.

V82.2 Whenever the dutied the position are so changed that the position in

effect belongs to a different class than that to which it was originally

allocated, the Director shall review the duties of the position and shall

reallocate the position to an appropriate class. Rettasashall

become effective upon approval by the Commission. An employee
adversely affected by a reallocation may request a review of the
Directoré6s action in the same manner
underRule V8. (Redesignated, in part, as BW83 and amended
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effectiveOctober 1, 2010
V82.3 Status of Incumbent When a Position is Reallodateal Job Correction

Upon approval by the Commission
for reallocation, the employee in such position shall beleshtib
continue therein with the same status and all the rights and privileges
the employee would have had if he had been originally appointed by
competitive examination and certification hereunder to a position of the
class to which the position has beslocated provided he possesses
any license, commission, certification, or accreditation which is
established as a minimum requireméRedesignatedn part,asRule
V82.4and amendedffectiveOctober 1, 2010

(RedesignatedsRule V82.4effectiveOctober 1, 2010
Repealedctober 1, 2010

When the employee lacks the required license, commission,
certification, or accrathtion, the Director, with approval of the
Commission, shall declare the position a new position and the former
position shall bedeemed abolished and the incumbent removed
therefrom by layoff(AddedOctober 1, 2010

Compensation for a reallocated positiorder this section of the Rules
shal be in accordance with Rule V8. (AddedOctober 1, 2010

V8§2.4 Status of Incumberwhen a Position is Reallocated

Upon approvaby the Commissiom f t he Di rector ds
for reallocation, the employee in such position shall be entitled to
continue therein with the same status and all the rights and privileges
the employee woultiave had if he had been originally appointed by
competitive examination and certification hereunder to a position of the
class to which the position has been allocatiewided the employee
meets the minimum qualification requirements of the classifitatio
(Redesignated fronRule V82.3 and amendectffective October 1,
2010

If the incumbent does not meet the minimum qualification
requirements, thAppointing Authority may remove from the position

the duties which caused the reallocation and the Dirsletdrreturn the
position to the class to which it was originally allocated. If the duties
are so removed, the incumbent shall be entitled to remain in the position.
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V82.5

V82.6

V82.7

RULEV 83

(Redesignated frorRuleVV82.3 effectiveOctober 1, 2010

If the duties are not removday the Appointing Authority, and if the
incumbent does not meet the minimum qualification requirements, the
Director, with approval of the Commission, shall declare the position a
new position and the former position shall be deemed abolished and the
incumbent removed therefrom by layoffRedesignated fronRRule
V82.3effectiveOctober 1, 2010

(Redesignated dule VI§16effectiveOctober 1, 2010

Compensation for a reallocated positiorder this section of tHeules
shall be in accordance wiRule VI816. (AddedOctober 1, 2010

When a new position not previously existing in the classified service is
originally allocated hereunder, it shall be filled in accordance with Rule
VIII.

No position in the unclassified service as referdrioan Section 498

(C) of the Alexandria Home Rule Charter may be reallocated to a
classified position. No unclassified position may be created or filled in
violation of the limitations imposed by the Alexandria Home Rule
Charter or the Louisiana Cortgtion or a valid act of the Louisiana
Legislature. The Commission may take such action to prevent or
remedy the creation of unauthorized positions or the employment of
persons therein as the Commission deems appropriate.

Market Grade Adjustmeni{AddedOctober 1, 2010

When the pay range for the grade to which a class is currently assigned
is either not sufficient to compete with prevailing market conditions, or
is found to exceed prevailing market rates, the Director may, upon
approval of theCommission, authorize the assignment of the class to a
grade with a more appropriate pay range. The pay rate of employees
occupying positions in the affected class shall be set in accordance with
Rule VI§12.

HEARINGS OR APPEALS FROM ALLOCAT IONS OR
REALLOCATIONS (Amended November 29, 2000)

An employeewho believes his position has been improperly allocated

or reallocated and/evhose compensation is affected by the reallocation

of the employeebds position shal/l pr
Director and will be afforded an opportunity to have his case reviewed
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RULEV §4

RULEV 85

RULEV §6

by the Director, who will make an initial determination conoegrthe
appropriateness of the reallocation and will forward findings to the
administration for resolution. Should the administration fail to resolve
the matter to the satisfaction of the employee within thirty (30) calendar
days, the employee shall seek final determination from the
Commissionn accordance with Rule XlI[Redesignated, in paftom

Rule V82.2and amendedffectiveOctober 1, 2010

USE OF CLASS TITLES (Amended November 29, 2000)

The title of each class shall be tifécial title of every position allocated

to the class, for all purposes having to do with the position as such, and
shall be used to the exclusion of all others on all payrolls, budget
estimates, and official records and reports, pertaining to thegompsiti
provided that any abbreviation or code symbol approved by the Director
may be used to designate a position of a class. No employee shall be
appointed, employed, or paid under any title other than that of the class
to which the position occupied by himallocated.

INTERPRETATION OF CLASS SPECIFICATION
(Amended May 8, 1996) (Amended November 29, 2000)

The Director, subject to thRules and approval of the Commission,
shall provide and may amend from time to time, a written dieimior

each class, describing the natawred purposeof the positions they
encompass,duties and responsibilities characteristic of positions
properly pertaining to the class, with illustrative exampfesork and

the associated knowledge, skills, tra@) and abilitieswhere desirable,

and setting forth the minimum qualifications deemed to be requisite for
entrance to positions of the class. Such definitions shall be deemed to
be descriptive only and not restrictive. A class specification shal focu
on the duties and responsibilities of the position and not any specific
individual filling the position. They shall be construed merely as
defining the several classes and not as prescribing what the duties or
qualification requirements of any positishall be, or as limiting the
right of any employee to compete for promoti@mendedOctober 1,

2010

FORCE AND EFFECT OF CLASSES (Amended November 29,
2000)

The specifications of the classes of positions in the classification plan
andtheir various parts shall have the following force and effect:
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V86.1 The definitions are intended to indicate the kinds of positions that should
be allocated to the class as determined by their duties and
responsibilities, and shall not be construed atadag to any extent or
in any way what the duties or responsibilities of any position shall be or
as limiting or in any way modifying the power of tiAgpointing
Authority or his designee(s) to assign duties to, and to direct and control
the work of empdyees under his supervision. The use of a particular
expression or illustration as to duties shall not be held to exclude others
not mentioned that are of similar kind or quality.

V86.2 In determining the class to which any position should be allocated, the
definition of each class shall be considered as a whole. Consideration
shall be given to the general duties, specific tasks, responsibilities,
gualification requirements, and relatiotis other classes, as together
affording a picture of the kind of employment that the class is intended
to embrace.

V86.3 Repealedctober 1, 2010

V8§6.4 The qualifications listed under the Requirements Section of the
specification for any class shall cthge one of the bases for
acceptance or rejection of applications for examinations for the class.

RULEV § 7 REORGANIZATION PLANS AND CONTRACTS (Adopted
April 21, 2004) (Amended October 1, 2010

V87.1 Jobs that are necessary for the discharge offuhetions of City
divisions, departments, offices, and agencies as those functions are
defined by the Home Rule Charter of the City of Alexandria and the
Constitution and laws of the State of Louisiana are presumed to be
included in the classified servioaless specifically excluded therefrom
by Article X, Section 2 of the Louisiana Constitution of 1974, the
Alexandria Home Rule Charter, the Rules of this Commissiod/or
any other applicable laws pertaining to civil servi@dl persons who
provide sevices to the City of Alexandria or its divisions, departments,
offices, and agencies, under conditions the Commission determines
constitute an employment relationship shall, unless specifically
excluded therefrom by Article X, Section 2 of the Louisiana
Constitution of 1974 the Rules of this Commissiorand/or any
applicable laws pertaining to civil servidee retained under an
appropriate civil service appointmerfdmendedOctober 1, 2010

All reorganization plans and contracts related to the creation, change,
alteration, combination or abolition of city departments, offices or
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agencies, or classified positions submitted to the City Council shall
also be concurrently provided to the Civilrdee Commission for
review, comment or further action Amendments to the original
document shall be resubmitted to the Civil Service Commission
concurrently with submission to the City Coun¢ddedOctober 1,
2010

The prime objectives and purpos#sthe civil service system of the
City of Alexandria are to ensure classified city employees are:

A. competitively selected on the basis of merit, free from political
influence; and

B. protected from discriminatory or arbitrary employment
decisions withoutause(AmendedOctober 1, 2010

V§7.2 Repealedctober 1, 2010

V87.3 Reorganization plans andrtracts under Rule §7 are to be reviewed
by the Commission to determine whetl{&mendedOctober 1, 2010

A. civil service employees will be involuntaritjisplaced by the
contract; and

B. if so, whether the contract is being entered into for reasons of
efficiency and economy and not as a pretext for the
discriminatoryor arbitrary dismissal of civil service employees.
(AmendedOctober 1, 2010
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V87.4 Repeé&ed October 1, 2010

V87.5 All contracts governed by this Rule shall comply with the criteria and
requirements of these Ruleg@mendedOctober 1, 2010

A. (Redesignated as Rule V& AgGffectiveOctober 1, 2010
B. (Redesignated as Rule V&BeeffectiveOctober 1, 2010
C. (Redesignated as Rule ¥8 effectiveOctober 1, 2010
D Repealedctober 1, 2010
E. (Redesignated as Rule V8L&ffectiveOctober 1, 2010
V87.6 Uponreview of the reorganization plan or contract under this Rule, the
Commission may request the Appointing Authority to provide a written
explanation to possibly include the followingimendedOctober 1,
2010
A. The effects of the reorganization plancontract on the status
of current classified civil service employees, as well as any
specific contractual commitments entered into by the parties,
which affect the interests of the displaced civil service
employees(Redesignated from V8§7.5&nd amendeeifective
October 1, 2010
1. Repealed October 1, 2010
2. Repealed October 1, 2010
3. Repealed October 1, 2010
4, Repealed October 1, 2010
5. Repealed October 1, 2010
6. Repealed October 1, 2010
B. Evidence the reorganization plancontract abideby all local,
state, and federal laws regarding unlawful treatment of civil
service employees{Redesignated fronRule V87.5.B and

amendeckffectiveOctober 1, 2010
C. A copy, of studies, research, cost benefit analysis and such other
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evidence to supporationale for reorganization or contraahd
(Redesignated fromRule V87.5.E and amendedeffective
October 1, 2010

D. Repealed October 1, 2010
E. Repealed October 1, 2010
F. Repealed October 1, 2010

G. Any other information or documentation required by the
Commesion or its DirectofAddedOctober 1, 2010

V87.7 Repealedctober 1, 2010

V87.8 Employees impacted by potentially impacted bthe reorganization
plan or contract who choose to remain in the classified service of the
City may request the Commissitminvoke the Rules governing layoffs
in order to preserve their classified stat{Redesignated from Rule
V87.5.C effectiveDctober 1, 2010

V87.9 No classified employee shall enter into a contractual agreement to
provideservices to the City of Alexalnia or its divisions, departments,
offices, and agencies without prior written approval from the
Commission.(AddedOctober 1, 2010

V87.10  Nothing in this Rule shall prohibit or limit the authority and ability of

the Commission to seek, obtain, and/or maintaimmctionrelative
to any reorganization plans or contra¢égldedOctober 1, 2010
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RULEVIS§ 1

RULE VI

PAY PLAN

PREPARATION AND AMENDMENT OF PAY PLAN

(Amended November 13, 1996)

The Direcbr after consultation with the ppointing Authority and
resort to such other measures of investigadioth research as he may
deem desirable, shall cause to be prepared and submit to the
Commission for approval a pay plan for the classified service,
comprising a scale of rates for each class. Each such scale of rates shall
be determined with due regardtte scales of rates for other classes
and to the relative difficulty and responsibility of the characteristic
duties of positions of the class, the minimum qualifications requisite
therefore, and the prevailing rates of pay for similar employment
outside he service, economic considerations and any other factors that
may properly be considered to have a bearing upon the fairness or
adequacy of the rates of the pay plan. He shall also, from time to time,
recommend such changes in the pay plan as changksses or in
economic conditions, or in other factors, may render desirable. Such
pay plan and changes therein shall become effective for budget
purposes when approved by the City Cour{éimendedOctober 1,

2010

The pay plan adopted by the Commissimay be found in the
Addendumbs e&BRues. (AddedOctdber 1, ROID

The rates of pay prescribed in the pay plan provided under the

requirements of this Act shall be deemed to be the rates prescribed for
full-time employment for the regularstablished working hours, in

any period for which payment is to be made, subject to such provisions
as may be made under any provision of law for holidays and leaves of
absence with pay.

In establishing the pay plan, the Director shall take into coraider
and be guided by the pay scales as provided in the union contracts with
the City.

To follow the market as the value of jobs change, the Director shall
make a recommendation to the Commission concerning a pay structure
adjustmentt least annually(AddedOctober 1, 2010
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RULE VI § 2

VI§2.1

VI§2.2

VI82.3

SCALE OF RATES

The scale of rates for any class shall consist of a minimum rate, a
maximum rate and such intermediate rates as may appear to be
necessary or equitable.

The pay of all positions in the classifieergce shall be determined
with reference to the pay plan in effect and in accordance with the
provisions of this Act; any provision of law or appropriation for any
different salary rate or mode of payment for any position to the contrary
notwithstandingand no employee in such service shall be paid any
compensation for service as such except in accordance with the rate
fixed under the mvisions of this Act, and theuRes adopted under its
provisions.

RepealedDctober 1, 2010

Alternative Scales of Rates. The Director is authorized, in preparing
his recommendations for pay plan purposes, to establish alternative
scales of rates for a class of positions, provided:

A. the alternative scales of rates shall consist of a scale of monthly
rates a scale of daily rates and a scale of hourly rates, or any
two of them; and,

B. the scales of rates shall be as comparable as practicable.

The Appointing Authority may select any one of the alternative scales
of rates, provided that all persons hofgpositions of the class within

a department, or organization unit shall have their renumeration
computed on the basis of the same scale of rates. Appeinting
Authority, with the prior approval of the Director, may, after the
selection authorized hein, elect to use one of the other alternative
scales of rates for a class, provided the change is uniform throughout
the class within the department, or organization u@mended
October 1, 2010

Under no circumst anc ecedghk absolute a n
maximum rate of the pay grade to which his class is assigned except as
specifically permitted elsewhere in the Rules, or as specifically
provided in the pay plaiiAddedOctober 1, 2010
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RULE VI § 3 APPOINTMENT RATES (AmendedOctober 1, 2010 (Amended
April 22, 2015)

VI83.1  Appointment to a position in the classified service shall be at the
minimum of the corresponding pay range, subject to adjustment by the
Director, upon a recommendation of the Appointing Authority to do so
due to lisiness necessity and approval of the Commission.

A proposal to hire at abovainimum rates shall include limits, if any,

of the respective supervisor(s)oé pa
the pay rates of employees in the class with the incoming ge®)|d

found necessary by the Director, for which funds have been
appropriated.

Pay rates authorized under this section shall apply to promotion,
demotion, reemployment, reinstatement, transfer, reassignment, or
special assignment.

VI83.2 Reemployment Ratg/Added October 1, 2010(Amended July 18,
2018)

If an individual is appointed from a reemployment lgs,pay shall be
fixed at the same rate as that paid at the time of separstibject to
any general increase that may have h@ewnided during the interval
between the layoff and reemploymeifhtit is within the appropriate
current pay range atthe maximum rate for the class, whichever is
lower. (Amended July 182018)

VI83.3  (AddedOctober 1, 2010Repealed July 18018

RULE VI § 4 REPEALED MARCH 20, 1974
RULE VI § 5 RATE OF PAY UPON DEMOTION (Amended November 14,
1979)

VI85.1  Inthe event of job abolishment, when an employee is demoted, his pay
shall be fixed at the maximum rate for the new class or shall rehain
his last rate in his former position, whichever is the lower.

VI85.2 A voluntary demotion of an employee to a class held prior to a
promotion, within six (6) months of said promotion, shall cause the
demoted employeebs rat aeaspfiortpay t o
promotion, plus any increasebat occurred since the promotion.
(AddedOctober 1, 2010
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A voluntary demotionfAddedMarch 22, 2018)

A. shall not result in an increase in pay, except as a result of an
approved pay plan revision apprenticeship program;

B. shall prohibit the employee from applying for a position in a
higher grade for a period efghteen (18jnonths from the date
of demotion; and

C. shall be approved by the Appointing Authority.

VI85.3 If an employee, through nmtentional fault of his own, becomes
physically unable to perform the duties of his classification, he shall,
subject to application tihe Appointing Authority and approvaby the
Commissionpe allowed to accept a position in a lower pay rdoge
which the Director has predetermined he is qualified to perfaitm
no loss in wages, provided that his present rate of pay falls within the
new range If his payexceeds the maximum rateshall be fixed at
the maximum rate for the new clagf\dded March 12, 1986)
(Redesignated from Rule VI88ahd amendeeffective October 1,
2010

VI85.4  Demotion voluntary or involuntarygdue to inability or unwillingness
to perform or for disciplinary reas:«
to be fixed at the percentage above the minimum in the lower range as
the percentage above the minimum in the higher range at the time of
demotion. (Added November 14, 1979)(Amended My 1996)
(Redesignated from Rule VI88ahd amendeeffective October 1,
2010

VI85.5 Thepayratwf empl oyeeds demoted wunder t|
must fall within the respective range and shall not exceedadkemam
rate of the new clasgAddedOctober 1, 2010

RULE VI § 6 REINSTATEMENT RATE

RepealedDctober 1, 2010

An employee reinstated to his former position shall be paid at the same
rate as that paid at the time of separation from his fopusition,
subject to any general increase that may have been provided during the
interval between the date of separatbopromotionand reinstatement,

or at the maximum rate for the class, whichever is touress
specifically altered by a decision dfet Commission during a hearing

or meeting(AddedOctober 1, 2010(Amended July 182018)
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RULE VI § 7 SALARY INCREASES (Amended March 20, 1974) (Amended
August 16, 2000)

VIg7.1  Effective immediatelythe rate of pay of an employee in a classified
position may be increased in any period of twelve consecutive months
as follows subject to the provisions of other subsections of this Rule:
(Amended March 21, 200{AmendedOctober 1, 2010

A (Redesignatedin part, as Rule VI87.5 and Rule VIg0.4
effectiveOctober 1, 2010)

An employee who has not attained classified status on the date
a salary increase is grantbg the Appointing Authority and

the City Councilshall receive said increase at the end of his
probationary period to be effective fiirst pay period following
completion of his probationary period. (Added June 20, 2001)
(AmendedOctober 1, 2010

B. Red Circle Rates

All increases herein authorized by this Rule are subject to the
requirement that no employeeds p:
rate of the scale prescribed for his cla@smendedOctober 1,

2010

This Rule shall not apply to, affect, or limit in any way an
acrossthe-board salary increase granted by the Appointing
Authority and the City Council. Further, acrdbs-board
salary increases shall not be used to modify the pay plan.
(AddedOctober 1, 2010

Individual pay rates that fall above the maximum rate
established for the grade become red circle rates. Such rates
remain in effect until the grade for the position catches up with
the rate; however, eligibility for a red circle rate is lost upon
demotion or separation from City service. Employees whose
pay exceeds the maximum rate of the pay scale prescribed for
his classiponadoption of this Rule shall not be eligible for any
pay increases(AddedOctober 1, 2010

Red circle rates are assigned undher ¢onditions as outlined
below: (AddedOctober 12010

1. when the classification to which a position is allocased
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assigned to a lower grade;

2. when a position is reallocated to a classification assigned
a lower grade;

3. when an adjustment to the pay structure has the effect of
lowering the maximunnate for the gade to which a job is
assigned;

4. upon granting an acroske-board or merit increase which
results i n an employeeds pay ex
or

5. when an employeeds pay exceeds
approved grade. Wy employee whosete of pay exceeds
the maximum rate established for the appropriate class of
work but not more than twenty percent (20%) shall not be
required to suffer a salary loss, but shall be ineligible for
any further pay increases until such time as such in@ease
are permissible in accord with the provisions stipulated
elsewhere in these Rules or in the pay plan permitting pay
above the maximum rate; or is permissible as a result of
an adjustment to the pay structure which has the effect of
increasing the maximunate for the grade to which a class
IS assigned.

C. An employee's eligibility for the increases authoriaader this
section of the Ruleshall not be interrupted byAmended
October 1, 2010

1. His promotion or reassignment

2. His demotion

3. The reallocation of his position to a lower class

4, A change in the salary range assigned his class pogsition
5. His appointment to an equivalent or lower class position

in the same or another department without a break in
service of on@r more working days

6. Time served by him in the military service if he is re
employed under the provisions dhese Rules
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(AmendedOctober 1, 2010or

7. His transfer from a position in one department to a
position in another departmerffmendedOctober 1,
2010

D. (Redesignateds Rule XI81.6.A and Rule XI82%.A effective
October 1, 2010

E. Any adjustment or iorease that an employee receivesler
provisions of other sections of these Rules, unless otherwise
indicated, shall not be charged against such employee's
eligibility to receive the regular increases authorized under
this section.

F. (RedesignatedsRule VI§L7.1.A and Rule VI§17.2ffective
October 1, 2010

G. Repealed August 16, 2000

H. Prior approval of the Civil Service Commission must be
obtained in the case of artreasen pay which, by itself or with
another increase, will have the effect of increasing an
employee's pay more than fourteen percent (14%) in any twelve
(12) consecutive months, except where tAppointing
Authority and the City Council grants an acrtise-board
salary increase. (Amended January 15, 199Amended
October 1, 2010

Should an employee not be granted an increase in salary for
which he has attained eligibility, tgpointing Authority shall
furnish the employee a written statement detgithe reasons

for denial of the salary increase. An appeal to the Commission
shall be available to any classified employee Was reason to
believe that the denial has beemade without just cause.
(AmendedOctober 1, 2010

J. The followingchanges in the rate of pay of an employee shall
not constitute increases in pay within the meaning of this
section: (Redesignated from Rule VI87.and amended
effectiveOctober 1, 2010

1. A change in the rate of pay to the minimum rate
of a higher tass made necessary by the promotion of an
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employee; or

2. A change in the rate of pay made necessary by a
change in the minimum rate of pay established for the
class of position involved.

VI§7.2  Repealed March 20, 1974
VI§7.3  (Redesignatetb Rule VI87.1.EffectiveOctober 1, 2010
VI87.4  Merit Increase$AddedOctober 1, 2010

A. Upon adoption by the Commission of a performance evaluation
plan and upon a satisfactory showing that the proper
implementation has occurred, each employee may be granted a
merit increase if the Appointing Authority has determined from
an objective evaluan that his overall performance merits such
an award. An employee with a ratingifofc o mp et ent 0, A v
goodo or fAoutstandingod shall be ¢
(2%), three percent (3%), or four percent (4%), respectively,
increase of his individal pay rate on the first day of the pay
period immediately following his anniversary date. Increases
shall be retroactive to the pay period immediately following the
empl oyeebs pay raise eligibility

B. Merit increases may Dexteeddh@use an
pay range maximum, nor may a merit increase be awarded to an
employee whose pay exceeds the respective pay range
maximum

C. Empl oyees with A@Ai mprovement neeoc
ratings on their performance evaluation shall not be elifgpiole
a merit increase for twelve (12) months following the
unsatisfactory evaluation.

D. If funds approved for merit increases are inadequate to cover the
application of guidelines provided under this section
consistently to all employees classified untezse Rules, no
merit increase shall occur.

VI87.5  AcrosstheBoard Increasgkedesignated, in part, from Rule VI87.1.A
effective October 1, 2010)

An acrosghe-board increase refers to an increase in pay by the same
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percentage of elpayhte thats providedeordtke act u a
same date to all employees classified under these Rules.

VI87.6  Personnelstatus changdorms or other documentseporting pay
increases must be received in the Human Resources offices at least
five (5) work days befor¢he end of the pay period in which the
increase is effective. Forms received less than five (5) work days
before the end of the pay period shall be held over and made effective
subject to the limitations of these Rulé®ginning with the next
succeedingpay period. No pay increase shall be retroactive to a date
prior to the pay period in which the personnel form is initiated
(AddedOctober 1, 2010

RULE VI § 8 PAY REDUCTIONS (Amended November 14, 1979)

The rate of pay of any employee maydeereased under the conditions
and subject to the procedural requirements hereinafter prescribed.

VI88.1  The Appointing Authority may, for cause, reduce the salary of an
employee within the salary rang®t to exceed five percent (5%)
Notice of intentim to effect a reduction in pay and the reasons for such
action shall be given to the employee and the Director in writing, by
the Appointing Authority, ten (10) days prior to the effective date of
the reduction and the reduction shall be reported to thexior on a
Personnel Status Change form established for this purpose. Any
classifiedemployee whbelieveghat his rate has been reduced without
just cause may appeal to the Commissioraccordance withthe
provisions of Rule XIll(AmendedOctober 12010

VI88.2  (Redesignateds Rule VI8 effectiveOctober 1, 2010
VI88.3  (Redesignateds Rule VI$.3 effectiveOctober 1, 2010

VIe8B4 An employeebds pay i s subject to re
before the Commission, it is determined that #mployee has
benefited from increased pay as a result of either a violation of these
Rules, or an abuse of the discretion granted in these R{Aesled
October 1, 2010

VI88.5 Any employee whose rate of pay exceeds the maximum rate
established for theppropriate class of work by more than twenty
percent (20%) shall be required to suffer a salary reduction to a rate
equivalent to twenty percent (20&)ovethe maximum rate and shall
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RULE VI § 9

VI§9.1

VI8§9.2

be ineligible for any further pay increase(s) until such time as such
increase(s) is permissible in accord with the provisions stipulated
elsewhere in these Rules or in the pay plan permitting pay above the
maximum rate, or is permissible as a result of an adjustment to the pay
structure which has the effect of increasingrtteximum rate for the
grade to which a class is assign@tdedOctober 1, 2010

PAY RATES FOR TEMPORARY EMPLOYEES ON SPECIAL
PROJECTS

The Rules may provide for the payment employees temporarily
employedo be paid at the minimum rgbeovided for the class, except
that with prior approval of th€ommissiontheAppointing Authority
may pay a temporary employment appointment a pay ratetofthp
market value of the pay range provided for the ¢lasbject to the
following conditiors: (AmendedOctober 1, 2010

A. that the appointee possesses extraordinary or superior
gualifications/credentials above and beyond the minimum
gualifications/credentials required which have been verified
and documented as job related, and that additmmashall be
limited to five percent (5%) per year of formal education or
documented paidwork experience or other valuable
gualification or credentialAddedOctober 1, 2010

B. that the appointee was, or is currently, satisfactorily employed
by anotler government jurisdiction in a capacity equivalent to
the position involved, which employment has been verified,
and that additional pay shall be limited to five per¢B#t) per
year of experience; (Addedctober 1, 2010and

C. that the duties and respsibilities of a position require the
employment of a person with qualifications/credentials that
differ significantly from those normally required for other
positions in the same class, and the persons who possess such
gualifications are not readily aVlable in the labor market at the
minimum entrance rate in the pay graffdded October 1,

2010

(Redesignated to Rule V84.13 effectiveOctober 1, 2010
The Director subject to approval by the Commissiahall have

authority to validate the qualifications/credentials credited for purposes
of this section.(AddedOctober 1, 2010
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RULE VI § 10

VI810.1

VI§10.2

VI810.3

V1§10.4

RULE VI § 11

RULE VI § 12

COMPENSATION FOR PART -TIME SERVICES

RepealedDctober 1, 2010

When partime service is rendered, it shall be the duty of the
Appointing Authority to certify to the Director, on each notice of
appointment or change in status of the emplotrespercentof full-
time hours to be workedAmendedOctober 1, 2010

When paritime service in any position is authorized or rendered, the
actual compensation to be paid shall be the appropriate hourly rate.
(AddedOctober 1, 2010

An employee paid on adweekly basis, who is employed for only part
of a pay jeriod shall be paid for the proportionate calendar days
worked.(AddedOctober 1, 2010

A permanent, patime employee shalbe entitled to the same pay
provisions provided in this section of the Rules ti@tvould receive
if he were employed oa full-time basis. (Redesignated from Rule
VI87.1.A effectiveOctober 1, 2010

COMPENSATION FROM MORE THAN ONE SOURCE

No payment or allowance shall be made to any employees in respect of
any service rendered to the City by him eithethie discharge of his
ordinary duties or in the performance of other duties imposed upon him
or which he may undertake to perform, that will have the effect of
causing his total compensation or pay for any period to exceed the
amount authorized hereundes, determined by the rate prescribed,
except as may be expressly authorized under any provision made by
due authority for payment for overtime work in excess of the hours
required for fulltime employmenttAmendedOctober 1, 2010

PAY UPON JOB CORRECTION OR GRADE ASSIGNMENT
(AmendedOctober 1, 2010

When the Commission assigns a job to a different grade or changes the
allocation of a position from one class to another by job correttien,

rate of employees in the positions of any class for which a rate is
established or changed or reallocation made shall be adjusted as
follows: (AmendedOctober 1, 2010
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A. The rate of any employee who is paid at less than the minimum
rate of the scalgrescribed for his class shall fowith be
increased to such rate;

B. RepealedDctober 1, 2010

C. The rate of any employee who is paid at a rate between the
minimum rate and the maximum rate of the scale prescribed for
his class, but not correspondwgh any specified rate of such
scale, shall not be ahged; or

D. The rate of any employee who is paid at a rate in excess of the
maximum rate of the scale prescribed for his class Seall
governed by the provisions of Rule VI§7.1.B(&dmended
October1, 2010

RULE VI § 13 COMPENSATION FOR PART OF A PAY PERIOD

When an employee receiving a salary amaeeklybasis is employed

for part of a pay period, compensation shall be allowed for the
proportionate calendar time he is employgdmendedOctober 1,
2010

When less than a full pay period of time is lost witile employee
remains on the pagll and no authorized leave with pay is allowed,
deduction shall be made for the proportionate calendar time lost,
including any intervening holiday oegular day off, provided that:

A. When a holiday or regular day off immediately precedes or
follows a period of leave without pay, deduction shall not be
made forthe holiday or regular day off;

B. When authorized leave without pay is five (5) calemtdeys or
less, no deduction shall be made for any Sunday or holidays
included in such leaye(AmendedOctober 1, 2010

C. When an employee is on leave without proper approval by the
Appointing Authority, a deduction shall be made for any
holiday orregular day off which immediately precedes or
follows or is included in such period of leave without pay.
This does not prohibit other disciplinary action in the
discreton of theAppointing Authority; or

D. When a holiday or regular day off immediatglyecedes,
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follows, or is included in a disciplinary action whereby the
employee has been suspended of his duties without pay,
deduction shall be made for the holiday or regular day off.
(AddedOctober 1, 2010

RULE VI § 14 When an employee is transferiedm one budget unit to another and

a holiday or regular day off intervenes between the last day worked in
the budget unit releasing the employee and the first day worked in the
budget unit employing the person after the transfer, payment for the
intervenng holiday or regular day off shall be made by the budget unit
employing the person the major portion of the pay period. If two
budget units employ the person for the same length of time during the
pay period, the budget unit releasing the employee ksadiable for

any payment due for such intervening holiday or regular day off.

RULE VI § 15 CHANGE IN RATE OF PAY

When any change is made in the rate of pay of an employee, the
Appointing Authority must file with the Director a copy of the
APer sonnel Status Changeo form appr
Director shall endorse this forbreforea copy thereois filed with the
Payroll Department. No change in the rate of pay of any employee
shall be nade by the Payroll Department unless and until a Personnel
Status Change form properly signed by Ampointing Authority and
endorseddy the Director has been filed with the head of the Payroll
Department.The Directorshall have the authority to prohikény
change in pay that does not comply with this Rule or any other Rule
adopted by the CommissidmendedOctober 1, 2010

RULE VI § 16 PAY UPON REALLOCATION (Redesignated from Rule V82.3
in part, effective October 1, 2010

When the duties of a position are so changed that the position in effect
becomes one of a different class from that to which it is allocated, such
change shall abolish the former position and create a new position of
such different class.

A. If the reallocation of a position is to a class with a higher
maxi mum rate of pay, the empl oy
fixed in accordance with RuMI817.

B. If the reallocation is to a class with a lower maximum rate of

pay, the rate of pay of the employee, if within the range of the
class to which the position is reallocated, shall not be changed
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RULE VI § 17

VIg17.1

VI817.2

VI817.3

RULE VI § 18

by reason of the reallocation.

C. If the reallocation is to ala@ss with the same maximum rate of
pay, the rate of pay of the employee, if within the range of the
class to which the position is reallocated, shall not be changed
by reason of the reallocation.

D. The rate of pay of any employee who is paid at a rat®dass
of the maximum rate of the class to which the position is
reallocated shallbe governed byhe provisions of Rule
VI§7.1.B.

PROMOTION RATE (Added October 1, 2010

When an employee is promoted to a class with a highegraalg, his
pay shall be increased as follows:

A. An employee who receives a promotion shall be granted a
seven percent (7%) salary increase or have his salary raised to
the minimum rate of the new class, whichever is the hjgher
or (Amended January 15, 1997Redesignatedrom Rule
VI87.1.F and amended effectiv@ctober 1, 2010

B. An employee who receives three (3) grade or higher
promotion shall be granted a ten and-ba# percent (10.5%)
salary increase or have his salary raised to the minimum rate of
the new class, whicheverhggher.(AddedOctober 1, 2010

In the event an employee is receiving a salary greater than the maximum
rate of his current class and is promoted to a higher class, the salary
increase shall be calculated on the maximum rate of his current class
and not hisurrentsalary. (Added Januatyp, 1997)Redesignated from

Rule VI87.1.F and anended effectiv®ctober 1, 2010

The rate of pay of any employee who is paid at a rate in excess of the
maximum rate of the class to which he has been promotedbshall
governed by the provisions &ule VI§7.1.B5. (Added October 1,
2010

OVERTIME PAY (Added October 1, 2010)

An employee in the classified service may be required by the
AppointingAuthority to work overtime and shall be compensated for
overtime in accordance withair Labor Standards Act, hereinafter
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ref er r ELBAOtIor overtsne éonditions.

It is theintent of civil service to ensure equal distribution of overtime
by assigningpvertimeto the employee who is qualified to do the job

by rotation based oseniority withinthejob classification withirthe
department. The initial distribution and assignment of overtime shall
be by seniority. After the initial overtime assignment, overtime will
beworked bythose employeads the job classificatiohaving worked

the least amount of overtime.

A chart of overtime assigned and worked shall be keptach
department based on thep#ipable overtime premium rate (for
example, two (2) hours worked shall be posted as three (3) hours if at
time and one half). Eachanuary 1 the hours listed on such charts
shall be set back to zero while the order of names on such charts shall
begin with the most senior employee within the job classification.

Voluntary overtime work offered but refused shall be recorded as
above ad given equal consideration as overtime actually worked in
regards to eligibility for future overtime assignmenRefusals to
work voluntary overtime shall be made in writinl.an employee is

in a leave status or cannot be contaétedvertime, theAppointing
Authority shall go to the nextligible employeeand the employee
will not bepenalizedor the overtime offerednd will remain eligible

for the next overtime assignment

When an employee is on extended leave for a period greater than four

(4) weeks, not including annual leave, he will be positioned on his
department 6s overtime |i st for his
overtime hours worked by all employees within his assigned job
classification within the department.

If the overtime asignment requirgqualifications not possessed by
the next senior employee eligible for voluntary overtime work, the
Appointing Authority shall so advisedlemployee and go to the next
eligible employee possessing the required qualifications and the
employee will not bepenalizedfor the overtime offerecind will
remain eligible for the next overtime assignment

Overtime pay provisions shall not apply to classes of work designated
as exempt in the pay plan. Itis expected that employees in the exempt
classes will work whatever hours are required to satisfy the needs of
the service and will adjust their working schedules to meet such
needs.
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VI818.1 Methods of Compensation for Overtime

Overtime compensation for n@xempt employees may be granted
in the form of cash payment or compensatory leave earned.

VI818.2 Compensatory Leave

A. Compensatory leave credited to an emplayedibe used with
prior approval of the department head.

B. An employee who has been credited with compensatory leave
may be regired, by the department head, to take all or part of
such leave at any time

C. Payment is required under circumstances definedRufe
V1818.5

VI818.3 Compensation Rate for Neexempt Employees

A. All FLSA overtime shall be compensated at the time and one
half rate.
B. Overtime performed during official closures due to

emergency situations shall be compensated at the time and
onehalf rate.

C. Overtime performednd actually workedn a holiday may be
compeasated at the time and chalf rate.

VI818.4 Compensation Rate for Exempt Employé&ddedOctober 1, 2010
(Amended June 16, 2021)

The Appointing Authority shall compensate exempt employees
accordance with one of the following options:

€) No overtime compensation.

(b) Compensation at the straight (hour for hour) rate may be
granted to exempt employees who are required to work overtime due
to business necessity to perform essential services. Overtime
compensation may be granted in the formcakh payment or
compensatory leave earned.
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(© Overtime performed during official closures due to
emergency situations shall be compensated in accordance with Rule
VI § 20.

VI818.5 Caps and Payment of Overtime EargaddedOctober 1, 2010

A. Non-exemptemployees who accrue compensatory leave at the
time and ondalf rate shall accumulate no more of such
compensatory leave than allowed under FLSA. Once the
maximum balance of compensatory leave earned at time and
onehalf is reached, any additional work excess of the
empl oyeebs established work peri
exempt employee in cash at the time andlwadérate.

B. For norexempt employees, payment shall be madée end
of the fiscal year for any unused compensatory leave at the rate
defined inRule VI§18.3

C. Upon separation of employment or promotion to an assistant
management or management level of a department or division,
all compensatory leave credited to a reemptemployee shall
be paid according to the method of calculation of hourly rate
contained in the Fair Labor Standards Act at the final rate
received by the employee or, upon promotion, at the regular rate
of the lower classification.

VI818.6 Prior authorization and approval from the department head must be given
for anyovertimeworked

RULE VI 8§ 19 CALL OUT DUTY (Added October 1, 2010)

An employee called back to work after having completed his regular shift
due to a sudden or unexpected esratl be paid at the rate of one and
onehalf (1 %2) times his regular rate of pay for a minimum of three (3)
hours. Call out pay shall not be paid but once in any given three (3) hour
period. (Edited October 20, 201@mended November 20, 2019)

Employees called to work less than three (3) hours before the scheduled
start of the work day shall be paid one and-bak (1 %2) times their
normal hourly rate for that positiarf the three (3) hours remaining from

the time the employee was calleditork and the time the employee was
scheduled to start work. (Added March 25, 2015)

This call out provision shall not apply to an employee who is called to
start his regular shift earlier than the normal reporting time, nor shall it

City of Alexandria Civil Service Rules VI.17



apply to an employee whis held over at the end of a shift. Employees
who are scheduled to work after his regular shift shall not be paid under
the call out provisions of this section. (Added October 20, 2010)

RULE VI § 20 COMPENSATION DURING AN EMERGENCY (AddedOctober 1,
2010

If an employee reports to work at his regular shift and is sent home due
to an emergency declared by #hepointing Authority, he shall be paid
for his regular shift at the rate to which he would be entitled.

An employee in a classification that is considered essential during an
emergency that reports to work at his regular shiftrandt remain on
duty due to the emergency declared by the Appointing Authority shall
be paid for his regular shift &is regularate of payandshall receive

paid leave of absence for thegular shifthours worked when the
emergency no longer exists be calculated at the rate paid for his regular
shift. Said leave of absence shall be subject to appobtiat Appointing
Authority.

RULE VI § 21 SHIFT DIFFERENTIAL PAY (AddedOctober 1, 2010

VI§21.1 Employees assigned to and working the second shift shall be paid a shift
differential of fifty ($.50) per hour for all hours worked on that shift and
consecutive hours worked beyond the normal end of that shift. An
employee whose shift begins between 208. andL0:59p.m. shall be
considered as assigned to and working the second shift.

VI821.2 Employees assigned to and working the third shift shall be paid a shift
differential of one dollar ($1.00) per hour for all hours worked on that
shift and consadive hours worked beyond the normal end of that shift.
An employee whose shift begins between 11:00 p.m5a0@h.m. shall
be considered as assigned to and working the third shift.

VI§21.3 Anemployee assigned to and working ahbir shift beginningpetween
5:00 p.m. and 7:00 p.m. shall be paid shift differential of seviwnty
($.75) per hour for all hours worked on that shift and consecutive hours
worked beyond the normal end of that shift.

VI821.4 Documentation assigning the employee toappropriate shift shall be
mai ntained in the .employeeds personne

City of Alexandria Civil Service Rules VI1.18



RULE VI § 22 SPECIAL ASSIGNMENT PAY (Redesignated from Rule VIII § 8
effective October 1, 2010

VI822.1 No reduction shall be made in the salary of such employee assigned
tempoary duties in a position of a class lower than the class of his regular
position. Redesignated froRule VIII&8.1 effectiveOctober 1, 2010

VI§822.2  An employee assigned temporary duties in a class higher thata#is of
his regular positiorshall have his pay fixed at the rate he would have
received upon promotion to the higher position on the first day of
assignment to the higher positionRedesignated from Rulelll §8.2
effectiveOctober 1, 2010(Amended March 20, 2019)

VI822.3 While on speal assignment, all pay increases to which the employee is
entitled in his permanent position shall be calculated on his authorized rate
of pay in his permanent position and the special assignment pay adjusted
accordingly. (Amended January 16, 2008Redsignated asRule
VIII 88.3 and amendedffectiveOctober 1, 2010

RULE VI § 23 HOLIDAY PAY

VI823.1 Employees shall be paid a holiday allowance at their regular hourly rate
for the number of hours they would normally have been scheduled to
work if the daywas not a holiday(AddedOctober 1, 2010

VI823.2 Whenever the Appointing Authority determines in advance that any
employee shall be required to work on any holiday, the employee shall,
in addition to holiday pay, be compensated at-tméonehalf for all
hours worked on the holiday. An employee shall have the option to
receiving the compensation provided in this section in the form of a
cash payment or compensatory leave earned. (Redesignated from Rule
X187.2.B effective October 1, 2010) (Amended ®epber 2, 2020)

VI823.3 Holidays which occur during unpaid leav@ssuspensionshall not be
paid.(AddedOctober 1, 2010

VI823.4 Employees working twelve (12) hour rotating shift& nortraditional
work weekshall: (AddedOctober 1, 2010

A. observahe actual calendar holidag defined in Rule X187;1

B. not receive a holiday allowan@s defined in Rule V3.1
when notscheduled to work on the actual caleruarday; and

C. receive a holiday allowanaes provided in Rule VI823.1 and
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VI1823.2 when a bliday is worked.

VI823.5 When an employee is called into work on a holiday due to a sudden
and unexpected event, the employee shall be entitled to call out pay as
provided in Rule VI8§19. (Added September 2, 2020)

RULE VI § 24 WORKMENOGS COMPE INSBRANCENPAY
(Amended July 21, 2004)(Amended September 15, 2004)
(Redesignated fronRule XI82.2 and amendeeffective October 1,
2010

When an employee is absent from work due to disabilities for which he
is entitled to wo:r(AddeeQrtdberl,200)mMpensat i

A. shall, to the extent of the amount that his sick leave balance
allows, be granted sick leave not to exceed the amount
necessary to receive total payme
compensabn equal to his regular salary;

B. may, tothe extent of the amount that his annual leave balance
allows, be granted annual leave not to exceed the amount
necessary to receive total payme
compensabn equal to his regular salary; and

C. Leave credits resulting from adjusnent s due to wor k
compensation shallnot be available for use until the
empl oyeebs return to duty.

RULE VI § 25 COMPENSATION VIOLATIONS (Added October 1, 2010

If payments to an employee are found to have been made in violation
of the provisions othe laws, Rles, or pay and classification plans
governing the compensation of classified employbesDirectomay

take such corrective action he deems appropriate or may direct the
AppointingAuthority to take such corrective action. Corrective actions
may include, but are not limited to, rescinding any actions associated
with the violation and the associated compensation, and/or restitution
by the employeeThe Appointing Authority or affected empleg may
appeal such corrective action to the Commission.

RULE VI § 26 APPRENTICE PAY PROGRESSION (Added August 26, 2015)
(Amended June 16, 2021)

VI826.1 The Commission may approve apprenticeships for classes where
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employees are required to obtain cerdifion by a statute or an agency
with lawful rulemaking authority or participate in a formal,
documented training program where completion is required in order for
continued employment.

VI826.2 Contingent on approved funding, the pay of an employee in an
apprenticeship program will progress to the program completion rate
as justified by progress in training.

VI826.3 Employment may occur between the minimum of the pay grade and a
program complgon rate as justified by certifications. Unsuccessful
completion of training within the predefined training period shall result
in demotion of the employee if a vacancy is available for which the
employee is qualified, or termination of the employee.

A. An apprentice period may be extended by the Commission for
the following reasons:

1. Authorized  absences occurring during the
apprenticeship.

2. Failure by the governing authority to fund the
apprenticeship pay progressions, as described in
V1826.2 above.

a. Extensions granted under the provisions of
VI826.2(A)(2) shall be effective upon approval
by the Commission and remain in effect until
appropriate funding is secured or for a
maximum of one calendar year from the date of
approval, whichever comes first.

b. The Commission may grant subsequent
extensions, subject to the conditions set forth
VI826.2(A)(2)(a) above.

3. Failure by the governing authority to fund the training
program required for successful completion of the
training program and continued employmeantthe
class.

a. Extensions granted under the provisions of

V1826.2(A)(3) shall be effective upon approval
by the Commission and remain in effect until
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appropriate funding is secured or for a
maximum of one calendar year from the date of
approval, whicheveromes first.

b. The Commission may grant subsequent
extensions, subject to the conditions set forth
VI826.2(A)(3)(a) above.

B. Employees participating in an apprenticeship program, who
have not completed the program, shall not be eligible for merit
increases.

C. The Director of Civil Service shall, after consultation with the

Appointing Authority, have the authoritp make minor pay
adjustments to employees of a class while administering
apprenticeship progressions and upon completion of the
apprenticeship programs, to preserve pay differentials related
to seniority, qualifications, or merit, subject to funding.

RULE VI § 27 MARKET ADJUSTMENT (Added March 20, 2019)

To maintain market competitiveness, classified employees in active
status for a designated time period prior to the payment date shall be
granted a market adjustment when compression issues and market
condtions as determined by Civil Service so warrant and funds are
approved.

The amount of base pay adjustment shall be as follows:

A. I f the employeebds hourly rat
the minimum up to the 1st quartile (first quarter) of hig pa
range, his pay shall be increased by 4%.

B. I f the employeebds hourly rat
the 1st quartile up to the midpoint (second quarter) of his pay
range, his pay shall be increased by 3%.

C. I f the empl oy e esised dt apointlabpover at
the midpoint up to the 3rd quartile (third quarter) of his pay
range, his pay shall be increased by 2%.

D. I f the employeebds hourly rat

the 3rd quartile up to the maximum (fourth quarter) oplig
range, his pay shall be increased by 2%.
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All increases herein authorized are subject to the requirement that no
empl oyeebds pay shall exceed the max:
the job.

Any adjustment or increase which an employee receives tiveer

provisions of other rules, unless otherwise indicated, shall not affect

such employeebs ability to receive |
rule.

For all employees on special assignment the market adjustment shall
be calculated based upon the autharizge of pay in his regular

position. The employeeds rate of pa
shall be recalculated based on his new rate of pay in his regular
position.

The Appointing Authority may for reasonable business reasons
request an exception to this rule from the Commission.
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RULE VIl

EXAMINATIONS AND EMPLOYMENT  LISTS
(Amended March 25, 2015)

RULE VII § 1 PUBLIC ANNOUNCEMENT, APPLICATIONS, DEADLINES

VIIgl.1

VIIg1.2

VII181.3

RULE VII § 2

VIIg2.1

VII§2.2

The Civil Service Departmerghall give written notice fifteen (15) days
before holding any test given to establish an employment list, by posting
a notice which includes the minimum rate of pay well as the desired

or necessary qualifications for théass, on the Civil Service Office
bulletin board and bylectronicallymailing cqies to the Mayor, City
Clerk, division directors andegpatment nmanagers for posting on their
bulletin boards.

Announcements for promotional examinations whick &mited to
applicants from a division oreghartment must be posted on the Civil
Service Office bulletin board amdectronicallymailed to the Mayor and
City Clerk, but dstributed only to the affected division oeghrtment.
(Amended November 20, 201Amended 8ptember 2, 2020)

The Director may also advertise vacancies in newspapers, trade
publications, journals and any other medium found to be available and
appropriate.

An application filing deadline shall be established for either 4:00 pom. o
the 19" day of the examination announcement or when a maximum
number of applicants has been reached, whichever occurs first.

A. Should the deadline for appdict i ons f al | on a
holiday, it is etended to the next working day.

B. The Director nay extend deadlines duean inadequate number
of qualified applicants or other sound business reason

APPLICANTS

An applicant is a person of lawful age who has permission to work in the
United States issued by the UGovernmentif not a citizen, and has
submitted to the Civil Service Office the prescribed application for
employment forms wh proof of the aforementionegrior to the
deadline for applications.

An application for employment shall be rejected for one of the
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following reasons:

A.

failure to meet special necessary qualifications as speacified
the examination announcement;

applicant has been previously dismissed from the public
service for delinquencgr misconduct within the past five (5)
years preceding the filing deadline, or is a former employee
not recommended for rehire by the Appointing Authority
where such recommendation is supported by recorded
performance records subject to verification by Biredor;

applicant has been found to have falsified any material on an
application, examination or other matesialsed in the
selection processr used faud or deception in the process;

applicant is a regular employee whose performance has been
rated less than competent during the twelve (12) months
preceding the application filing deadline and is applying for a
position with the same or essentially the same desired
educatiorand experience qualifications;

applicant has been previously demotedrfrthe classeing
examined for incompetence; or

applicant has previously taken the same test for the same class
within the last six months.

RULE VII § 3 TYPES OF EXAMINATIONS

VII83.1 Examinations are procedures developed or sanctioned by the Civil
Service Office that, by means of numerical scores, measure
qualifications and merit of applicants.

VII83.2 Examinations may take the form of written or dedts, performance
tests, ratings of education and experiecea combination of these.
If a written test is availabler can, in the opinion of the Director, be
prepared within a reasonable perisdid written test shall be used
the whole or part of the examination process in question.

A.

Written examinations shall be prepared for egdsition

where resources alloand shall be job related, practical and

as objective as possible.
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VI183.3

RULE VII § 4

VIIg4.1

VI1I1§4.2

V1184.3

B. Performance examinations shall be the opportunity for
applicants for a position to perform the work tasks of the
position before the Director or his delegated an expert in
the task tested. A numerical score shall result which reflects
the degree of skill shown by the applicant in performing the
tasks of the position.

C. Ratings of education and experierstall consist of forced
choice rating scales measuridigectly job related education,
professional certifications and working experience. Each
rating choice shall have a fixed point value and the scale shall
yield a numerical score providing a relative ranking of
applicants on the basis of objective and evbable
gualifications.

The Director may, due tan inadequate numbef applicants with
desired education and experience, delays in advertising, preparation
or revision of examinations, or other unforeseen circumstances, delay,
postpone or cancekaminations. Suitable notice shall be provided to
applicants in advancéd and when possible.

WEIGHTING AND SCORING EXAMINATIONS

Two or more types of examinations may be combined with the
following weighting:

Written Performance Rating of
Examination Test Education and
Experience

A. 100% 0% 0%

B. 50% 50% 0%

C. 50% 30% 20%

D. 60% 0% 40%

E. 0% 100% 0%

F. 0% 60% 40%

G. 0% 0% 100%

Civil Service examinations shall be scored using deviation scores

whenever possible. Other scoring methods may be authorized by the
Director in cases of inadequate numbers, skewed distributions or

other sound reasons. The minimum passaayge on all examinations

is 75.

Scores shall be grouped into Bands by use of a Standard Error of
Measure for each examination where it can be calculated. All
applicants whose scores are within the same Band are considered to
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be tied.

VII84.4 Preferences: One of the following shall be added to passing scores
where applicable:

A. V et e r Fonosiginal appointments only and as per

State laws, ife (5) points shall be added to the scores of
applicants who havprovided proof of service ithe amed

forces of the United Statesyder honorable condition$en

(10) points shall be added to the scores of applicants who have
provided proof of honorable service and have a service
connected disability. Only one set of points, either five or ten

points, shall be awarded per applicant. Spousesemnarried
widows/widowers or parents of disabled or deceased veterans
claiming ten veteransd points sh
proof of el i gibilityhonorable!| udi ng
dischargeand dsability and further documentation applicable

to specific applicantgAmended June 17, 2020)

B. Seniority: Regular employees of the Alexandria
classified serviceshall have oneg(1) point for each year of
service added ttheir score, to a maximum dfventy (20)
points.

C. Resdtent s 6: Applicants residin
havethree (3) points added tbeir score.

VII84.5 Within thirty (30) days after the completion of an examination, the
Civil Service Departmenshall complete the sdaoag and notify
applicants of their test results. T@a&vil Service Departmenshall
keep the papers and documents pertaining to the examination
availabl e f or aptpiftyi(30)alays aftes the date pect i o
of natification of the test resultéAmended November 20, 2019)

A. Examination items or questions subject tause shall not be
made available to disputing applicants, but the Director may
authorize inspection by a mutually agreed upon outside
professional as necessary to resolve a dispute.

B. An error in scoring a test shall be corrected if discovered, but
its correction shall not invalidate an appointment or promotion
previously made from said list.

RULE VI § 5 EXAMIN ERS (Amended November 20, 2019)

VII85.1 The Civil Service Departmentmay appoint employees in the
classified srvice to serve as subject matter experts and assist in
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VI1185.2

RULE VII § 6

VI1186.1

VI1I86.2

V1186.3

VI1186.4

preparation, administration and/or scoring examinations. The
Appointing Authority shall excuse any employee so appointed from
his regular duties for the timequired. Employees are not entitled to
extra compensation for these services.

The Civil Service Departmeninay retain the service of qualified
persons from outside the classified service to assist in preparation,
administration and/or scoring @xinations.

EMPLOYMENT LISTS (Amended November 20, 2019)

Insofar as practicable, employment lists shall be prepared by the use
of competitive examinations, but th@ivil Service Departmenis
authorized to prepare a neompetitve employment list in cases
where position qualifications are so minimal as to prevent the use of
examinations.

TheCivil Service Departmemhay limit applications for employment

to regular employees in a division, department, or tocthssified
service, or open the examination to the general public, at the request
of the Appointing Authority.

The Civil Service Departmentmay schedule and conduct
examinations in anticipation of need for an employment or promotion
list.

The Civil Service Departmentshall prepare, following each
examination, in descending order of scores, an

A. Open Employment Listcontaining names of the highest
scoring applicants, regardless thieir current employment
status;and/or

B. Promotional Emploment List containing names of the

highest to dwest scoring employees in the departnvemere

the vacancy exists, followed by the highest to lowest scoring
employees irthe remainder of the divisiomhere the vacancy
exists, followed by the highest to lest scoring employees in
the remainder of the entire classified Civil Service.

C. The employment lists provided for herein shall remain in
effect for at least six (6) montland may be extended by the
Director for up to three (3) years.
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VII86.5 Removal ohames from an employment list may occur due to

A.

B.

H.

refusal ofthree (3) offers of employment;

failure to respond after three (3) contact attempts from Human
Resources; (Added March 22, 2018)

appointment to a position in tleéass the list is prepared for;

filing a written statemenobr verbal communication by the
applicant of unwillingness to acceptppointment. The
Department will send a letter to thepéipant confirming the
decision;

failure to report within a reasonable time to a-peéection
interview by the Appointing Authority or his delegate, unless
evidence of good cause is provided to Eheectoror lack of
prompt response to contact by the Appointing hwity to
schedule an interview;

failure to eport for work after selection;

failure to meet the physical requirements for performing the
essential functions of the class with reasonable
accommodation as determined by goprapriate medical
professional;

death or

rejection of application as described in Section 2.2.

RULE VII § 7 SELECTION OF CIVIL SERVICE DIRECTOR

The selection shidbe in accordance wittihe Act and may be selected

by the Commission by using education and experience standards or
with theuse of arexamination process to be conducted by competent
examination prtessionals from another Merit System to be selected
by theCommission(Amended March 22, 2018)
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RULE VI

VACANCIES, CERTIFICATION AND APPOINTMENT

RULEVII I §1

VIIg1.1

VI1181.2

VI1181.3

VIlIg1l.4

(Amended March 25, 2015)

GENERAL RULES FOR FILLING VACANCIES

A position that can be filled by regular employment under the Civil
Service Rules shall be, but allowances are made for temporary
employmentsubject to approval of the Director.

A. A regularfull-time position is a position expected to exist into
the foreseeable future where @mployee regularly and
predictably workdorty (40) hours or more weekly.

B. A regular less than fulime position is a position expected to
exist into the foreseeabléuture wherein an employee
regularly and predictably works more thairty-two (32) but
less tharforty (40) hours per week.

Insofar as practical, vacancies in positions shall be anticipated and
sufficient advance notice given so as to accommgogmsition
classification, advertising, examination and certification.

The Appointing Authority may request applications be limited to
persons with special qualificationseducation, professional
certifications andor experience where such scjualifications are
reasonable.

A. When Special Necessa Qualifications are requesteahd
approved by the Director, these shall be stated in the pursuant
examination announcement.

B. Special Necessary Qualifications shall be bona fide
occupational galifications made necessary by responsiktiti
of the position to be fille@nd shall not be approved if found
unreasonable or contgato the intent of the Act anduRes
adoptedhere under

The Appointing Authority may request Selective Certification from
an existingemploymentlist of persons with certain education,
professional certificationgnd/orexperience qualifications.
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VIII81.5 A vacancy is considered filled as of the dateAppointing Authority
appoints an eligible to regular employment from a list certified by the
Director.

VIII81.6 Similar classes are classes that, in the analysis of the Director, are so
closely related that a person who has been laid off from one of them
can be reemployed in another.

RULE VIII § 2 PROCEDURE FOR FILLING VACANT POSITIONS OF
REGULAR EMPLOYMENT

VIII82.1 The Appointing Authority shall notify the Director of intent to fill a
position and request aftisf eligibles for this purposen the fams
required by the Director and indicate the list(s) requisitioned as
follows:

A. Both Open Emloyment and Promotion Lists;

B. A Promotion List limied to regular employees of thizidion
where the vacancy is located whibave passed the
examination;

C. A Promotion List limted to regular employees of a

department where the vacancy is located waee passed the
examination; or

D. A Promotion List limied to regular employees of the
classified srvice who have passed the examination.

VIII§2.2 Certification occurs when the Director prepares and transmits to the
Appointing Authority a list of names of persons lawfully eligible for
appointment to a classified position.

A. The Director shall, upon notification of intent by the
Appointing Authorityto fill a position, certify the topanking
names on the reinstatement list for that clasdewer than
five (5) are availablehe shall then certify the topames of
those on the reemployment list for that or a similar class
ranking as necessary toopide at least five(5) names.
(Amended July 182018)(Amended September 19, 2018)

B. The Director shall, when reemployment and reinstatement
lists contain fewer than fivg5) persons available for
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appointment, certify from the Open and@romotionlists.
(Amended July 182018)

C. If there are fewer than fivg5) names available for
appointment follaving certification as per this i, the
Appointing Authority may request additional names or may
select from those available.

D. The Director shall ertify one (1) additional name, plus ties
for each additional vacancy to be filled.

E. Certification from Open Employment and Promotion Lists
shall provide the names of eligible on the Open Employment
who have the top five(5) scores on the applicable
examination, plus those tied with them, as well as the top five
(5) names of regular employees, if any, plus ties, from the
Promotion List.

F. Certification from a Promotion List liited to regular
employees of agpartment shafprovide the nameeof regular
employees of said gpartment who have the top fi(&)
scores, plus ties, on the applicable examination.

G. Certification from a Promotion List limed to regular
employees of aidision shall provide the naes of regular
empbyees of the epartmat where the vacancy is located
who have the top fiv€s) scores, plus ties, on the applicable
examination. Should fewer than fi{8) be available, the
names of th top scores, pluges, of regular employees of the
division shall be certified as necessary to provide names of at
least five(b) eligibles.

G. Certification from a Promotion List limed to regular
employees of the classifiedryice shall provide the naaa of
regular employees of theegartment where the vacancy is
located who have the top fiy®) scores, plus ties, on the
applicable examination. Should fewer than fi(® be
available, the names of the top scores, plus i regular
employees of theidsion shall be certified as necessary to
provide five(5) names. Should there still be fewer than five
(5) certified, the names of the top scores, plus tiesegidlar
employees of the entire classifieghdce shall be certified as
necessary to provide names of at least {@)eligibles.
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VIII§ 2.3 The Diredor shall, in addition, notify the Appointing Authority of
regular employees wishing to be demoted to the position and class in
guestion, those who wish to be transferred to the vacant position, and
those who wish to be reassigned to said position toxtieatthe Civil
Service office is aware of them.

VIII82.4 Vacant positions in the classified civil service shall be filled by
appointment from the empyment lists described in thisuR or the
position shall be considered abolished by the Civil Service Office.

RULE VIII 8§ 3 PREFERENCE IN FILLING VACANCIES

VIII83.1 Vacant regular positions in the classifiedvsce shall be filled, when
in the best interests of the service, by demotion, transfer,
reinstatement, remployment, promotiongr appointment from an
open employment lish the order namedAmended July 182018)

A. Demotion is a change in the emyoent of a classified
employee from a position in one class to a different position
in a different class with a lower pay range minimum.

B. Transfer is a change in the employment of a classified
employee from a position in a class to a different position
the same class. Movinghancumbered position from one
division to another without affecting pay or classification of
the incumbent shall be considered a transfer in the absence of
formal creation and abolition of positions in the same class.

C. Reasginment is a change in the employment of a classified
employee from a position in one class to a different position
in a different class, for which said employee is qualified, that
has the same pay range minimum.

D. Reinstatement means the restoratiba olassified employee
to employment in a class from which they accepted demotion
to avoid lay off.

1. The Director shall keep a reinstatement list which shall
contain the names of all persons who have been
demoted from classes through no fault of their bwin
to avoid lay off.

2. The Director shall certify names from a reinstatement
list by listing the employee with the most seniority in

City of Alexandria Civil Service Rules VIIl. 4



the appropriate class first.

E. Reemployment means the restoration of a former employee to
employment in the same or siariclass from which they were
involuntarily separated through no fault of their own, such as
a lay off.(Amended July 182018)

1. The Director shall keep a reemployment list which
shall contain the names of all persons who have been
separated under this lsection.(Amended July 18

2018)

2. The Director shall certify names from the respective
reemployment list by listing those with most seniority
in class first.

3. Should an employee be disabled or physically unable

to perform in the respective class at ttime of
separation, said employee shall not be certified for
reemployment until determined to be capable of
working in the class by a physician.

4. Removal of names from reemployment lists shall
result from the following:

a. Expiration of eligibiliy two (2) years after
layoff;

b. filing a written statement of unwillingness to
accept reemployment in the same anitar
classes;

C. refusal of three (3) offers of reemployment i

the same class laid off from;

d. failure to respond withinfourteen (4)
calendar days of notification to repo for
interview or appointment;

e. death;
f. failure to report for work after appdment;or
g. reemployment to the same class laid off from.
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F. Promotion is the change regular employment under thiassified
Civil Service from a position in a class having a lower pay range
minimum to a different position in a different class having a higher
pay range minimum.

G. Open ppointment $ initial employment under thdassified Civil
Service following certificatiorof an Open Employment list resulting
from an examination and subsequent appointment by the Appointing
Authority.

RULE VIII § 4 SPECIAL ASSIGNMENT OF DUTIES

Whenever the services of an employee are temporarily needed in any
other position in the City sepe, in the same or another department,
such employee may be temporarily assigned the duties of the other
position for a period not to excettdee (3) months, in which thaules
relating to certification, transfer, demotion and promotion shall not
apply. The assignment will commence upon receipt of written
justification from the Appointing Authority to the Director. In
eXxtenuating circumstances and with
Appointing Authority may assign an employee for a period in excess
of three (3) months; but in such event, all rights of the employee shall
be maintained. The employee shall not be given preferred rights to the
position.

Compensation for employees on special assignment bkealin
compliance with Rule VI 82
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RULE IX

WORKING TEST

RULEIX§ 1 WORKING TEST

Every person appointed to a position in the classified service after
certification of his name from an original entrance employnistrard
every employee promoted to a positshrall beevaluatedy a working

test while occupying such position.

RULEIX 8§82 DURATION OF WORKING TEST

The period of such working test shall commence immediately tingon
first day of work in the positioand shall continue faix (6) months
(AmendedOctober 1, 2010

The working test period for a pdanne employee of the classified
service shall be computed on the same calendar basis as if he was
employed full time(AddedOctober 1, 2010

RULEIX 83 REPEALED October 1, 2010
RULEIX 8§84 REPEALED
RULEIX 85 INTERRUPTION OF WORKING TEST

(Redesignated d&8ule1X85.6 effectiveOctober 12010

IX85.1 If an employee is transferred during his working test period from a
position in one department to a positionanother departmenthe
second department head may, in his discretion, permit the granting of
credit for the portion of the working test peripaeviously completed.
(AmendedOctober 1, 2010

IX85.2  If an employee resigns during a working test period, all credit for the
portion of the working period completed before he resigned shall be
cancelled(AmendedOctober 1, 2010

IX85.3 If an employee is granted leave without pay (except military leave)
during a working test period and is subsequently reinstated to the same
department in the position he was occupying when granted leave
without pay, he shall be given credit for the portsbthe working test
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period completed before he was grantedde@mendedOctober 1,
2010

IX85.4  If an employee is granted military leave during a working test period
and is subsequently reinstated or reemployed, he shall be given credit
for the portiomn of the working test period completed before he was
granted military leave(AmendedOctober 1, 2010

IX85.5 If a probationaryemployee is promoted while serving a working test
period to a position of a higher class in the same department, he shall
coninue to serve his working test in the position from which promoted
and upon completion of six (6) months satisfactory combined service
in the two (2) positions, he shall acquire il service status in the
lower class; but, if he has been promaie@nother departmeris a
result of certification from a promotion list, he must also serve a
working test period on the new position, duration of which shall not be
less than six (6) months from the time he was promoadiended
October 1, 2010

IX85.6  If an employee is laid off during a working test period and subsequently
reappointedy the sameepartmento the same class within one year
he shall be given credit for the portion of the working test period
completed before he was laid fRedesignated from Rule IX 8§ 5 and
amendedOctober 1, 2010

RULE IX 8§ 6 EVALUATION OF EMPLOYEE 6 PERFORMANCE

During the third or fourth month of the working test period and in such
manner as the Director may require, fgpointing Authority shall
repot to the Director his observation of the employee's work, and his
judgment as to the employee's willingness and ability to perform his
duties satisfactorily, and as to his habits and dependabfityended
October 1, 2010

RULEIX 87 REMOVAL OF EMPLOYEE DURING WORKING TEST
PERIOD

IX87.1 Removal by the Appointing Authority after Two (2) Months.
(AmendedOctober 1, 201(Amended July 182018)

After the firsttwo (2)monthsof t he empl oyeeds wor ki
the Appointing Authority may remove an employeetife employee is

unable or unwilling to perform his duties satisfactorily or his habits and
dependability do not merit his continuance in the servitgon
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IX§7.2

IX87.3

IX87.4

IX8§7.5

RULEIX &8

removal of an employee, the Appointing Authority shall inform the
Directar and employee, in writing, of the fact and the reason for his
action.(AmendedOctober 1, 2010

A classified or probationargmployee may be demoted during his
working test for inability to perform the duties of his position
satisfactorily. The employemay be allowed eligibility for another
position or classification for which he has been deemed quatified
reinstated to his former position if a vacancy exifittheprobationary
employee is demoted prior to reaching classified stétesyorking

test periodshall begin anew If a classified employee is demoted or
reinstated to his former position during the working test period, the
working test shall be terminatg@ddedOctober 1, 2010

Removal by the Appointing Authority Within the Rir§wo (2)
Months.

The Appointing Authority may remove an employee within the first
two (2)months of his working test period only with the approval of the
Director.(AmendedOctober 1, 2010

Removal by Director

The Director may remove amployee during his working test period
if he finds, after giving him notice and an opportunity to be heard, that
such employee was appointed as a result of fraud or error.

Limitation on Number Removed During Work Test Period.

No more than thre@) employees shall be removed successively from
the same position during their working test periods withthe
approval of the Director.

(AddedOctober 1, 2010Repealed July 18018

CERTIFICATION AT CLOSE OF WORKING TEST PERIOD

Ten (10) days prior to the expiration of an employee's working test
period, theAppointing Authority shall notify the Director in writing
whether the services of the employee have been satisfactory and
whether he will continue the employee in his positidrcopy of such
notice shall be given to the employee ten (10) days prior to the
expiration of such employee's working test period. Upon approval of
the Director of a favorable report, the appointment of the employee
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RULE IX &9

shall be deemed to be complete atekpiration of the working test
period. Failure by aAppointing Authority to give such ten (10) days
notice to the Director and a copy thereof to the employee shall have the
same force and effect as a satisfactory report.

RECOGNITION OF PR OVISIONAL SERVICE (Added October
1, 2010

In the case of an employee who was hired under provisional
appointment, and who subsequently qualifies for and is appointed to
the same position on a regular basis, without interruption of
employment, creditowards completion of the required working test
period shall be given for all service previously rendered under the
proceeding provisional appointment.
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RULE Xl

HOURS OF WORK AND LEAVES OF ABSENCE

RULE XI 8§ 1 ANNUAL LEAVE (Amended March 20, 1974)(Amended
November 10, 1993)(Amended September 24, 2003)

X181.1 Leave Accrual

Annual leave with pay shall be earned by all-futie employees (both
monthly salaried and hourly wage) on the following basis: Employees
who have completed one (1) year of service will be entitled to eighty
(80) working hours of vacation for the currealendar year.

Thereafter, annual leave will be credited on January 1st of each year

as follows:

2 years 4 years 80 hours of annual leave

5 years 9 years 104 hours of annual leave

10 years 14 years 120 hours of annual leave

15 years 20 years 160 hours of annual leave

21 years 8 additional hours per year for each

year over 20 years up to 30 days.

Employees shall accrue annual leave during all periods of absences
from work due to paid leave. Employees shall not actzaee:
(Redesignated from RuleXI88.2 and amended effective October 1,

2010)
A. For any overtime hour;
B. For any hour of unpaid | eave,

periods of suspension;

C. For any hour in ortall status outside his regular duty hours;

D. For any har of travel or other activity outside his regular duty
hours; or

E. For any overtime hour of holiday.

X181.2  Taking Annual Leave.
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Annual leave is at all timesubject to the approval of thegppointing
Authority, is to be requested by the employee in advance of its being
taken, andmay not be taken in units smaller than -gpearter(1/4)
hour. (AmendedOctober 1, 201)(Amended November 17, 2010)

I n computing and recording charge
accumulated annual leave, deduction shall be made only for such time

that the employee is absent when scheduled to wiorkual leave may

not be charged for nemwork days. (AddedOctober 1, 2010

X181.3  Repealedctober 1, 2010

X181.4  MaximumCarry OverfAmendedOctober 1, 2010(Amended March
16, 2022)

Annual leave may be carried from one calendar year to the next
provided that the amount carried forward does not exceed the

following:

2 years 4 years 160 hours of annual leave

5 years- 9 years 208hours of annual leave

10 years 14 years 240 hours of annual leave

15 years 20 years 320 hours of annual leave

21 years 480 hours of annual leave.

Annual leave in excess of that which can be carried forward shall be
credited to the employeeds sick | ea:

X181.5 Payment Upon TerminatigghmendedOctober 1, 2010

Upon termination of employment for any reasoeluding retirement,

other than theft of Citjunds or property, the employéer in case of

death, the employeebs heirs or estaf
accumulatedbut unused annual leavbalance at the time of

termination For employees terminatedt allowed to resign in lieu of

termination for theft of City funds or property, théppointing

Authority may deduct from payment of accumulated annual leave any

amount necessary to offset the cost to the City of the tfaaftended

November 17, 2010)

X181.6  Continuous ServicAddedOctober 1, 200)

A. Former employees who are reemployed following a break in
service of one or more working days, shall be considered "new"
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employees within the meaning of this Rule. Therefore, no
annual leave shall be restored to the record and date of hire shall
reflect the date they return to work. (Amended June 22, 1994)
(Redesignatedrom Rule VEB7.1.D and anended effective
October 12010

B. Former employees who areinstated by court order or Civil
Service decredollowing a break in service of one or more
working days, shall not lose prior service credits and shall not
affect his or her continuous service unless otherwise stated in
the court order or decree. No annual leave paid upon
termination shall be restored to the record. (Amended June 22,
1994) Relesignatedfrom Rule VE7.1.D and anended
effectiveOctober 12010

C. Employees who areinstated from an approved leave without
payfollowing a break in service of one or more working days,
shall not lose prior service credits and shall not affect teior
continuous service. No annual leave shall be restored to the
record for the period the employee was off on approved leave
without pay.(Amended June 22, 1994)Rédesignatedrom
Rule VI87.1.Dand anendeckffectiveOctober 12010

D. Former employeesho are appointed from a reemployment list,
shall not lose prior service creditst neither shall it be counted
I n comput i ng conhthueus semipd. ¢AmMeneld s
June 22, 1994) (Redesignated from Rule VI§7 éffective
October 12010 (Amendediuly 18 2018)

X181.7  When an employee has used all accumulated sick leave, but has annual
leave accumulations available for use, upon request by the employee,
he shall be permitted to use annual leave in lieu of sick leave (for sick
leave purposesyubject to provisions, conditions, and limitations set
forth in Rule X82.8. (AddedOctober 1, 2010

RULE XI § 2 SICK LEAVE (Amended March 20, 1974)(Amended April 13,
1994)(Amended September 24, 2003)

(Redesignateds Rule X182.1 and Rule XI82.8 effective October 1,
2010)

X182.1  Leave Accrua{AmendedOctober 1, 2010

(Redesignated as Rule X182.8 effective October 1, 2010)
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Effective September 18, 20149ck leave wih pay as defined by Rule
1.1.80shall be granted to gtirobationary and classifiezinployeest
therateof eight @) hours per montbeginning on thenitial hire date

and shall be credited on the first day of each mtmtheafter Sick

leave may not be taken in advance of beingited and may not be
taken in amounts less than emearter (1/4hour. Unused sick leave

with pay may be accumulated. On December 31 of each year, the
accumulated sick leave earned by an employee shall be carried forward
to the succeeding yeaR€desigatedrom Rule XI82 andRule XI823

and amendeeffective October 1,2010 (Amended November 17,
2010)(Amended March 16, 201{Amended September 18, 2019)

Employees shakarnsick leave during all periods of absences from
work due to paid leavand absences from work when the Appointing
Authority determines it is necessary to reduce the work hours of
employees or furlough employees in order to avoid or reduce layoffs
Employees shall nobe credited withleave (Redesignated from
RuleXI88.2 ancamended effectiv®ctober 1, 201Amended March

16, 2011)
C. For any overtime hour;
D. For any hour of unpaid | eave,

periods of suspension;

E. For any hour in ortall status outside his regular duty hours;

F. For any hour of travel or other activity outside his regular duty
hours; or

G. For any overtime hour of holiday.

X182.2  (Redesignatedn part,as RuleVI § 24 effectiveOctober 12010

Repealedipril 13, 1994

Repealeduly 21, 2004
Repealeduly 21, 2004
Repealedctober 1, 2010

Repealed October 1, 2010
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X182.3  (Redesignated d&ule XI182.1 effectiveOctober 12010

X182.4  Repealedctober 1, 2010
X182.5  Repealed March 1, 1973

XI82.6  Continuous ServicBAmendedOctober 1, 2010
(Redesignated, ingpt, asRule X181.6 effectiveOctober 12010

A. Former employees who are reemployed following a break in
service of one or more working days, shall be considered "new"
employees within the meaning of this Rule. Thereforesicio
leave &all be restored to the record and date of hire shall reflect
the date they return to work. (Amended June 22, 1994)
(Redesignatedrom Rule VEB7.1.D and anended effective
October 12010

B. Former employees who areinstated by court order or Civil
Service decredollowing a break in service of one or more
working days, shall not lose prior service credits and shall not
affect his or her continuous service unless otherwise stated in
the court order or decree. No sick leave paid upon termination
shal be restored to the record. (Amended June 22, 1994)
(Redesignatedrom Rule VEB7.1.D and anended effective
October 12010

C. Employees who areinstated from an approved leave without
payfollowing a break in service of one or more working days,
shall not lose prior service credits and shall not affect his or her
continuous service. No sick leave shall be restored to the record
for the period the employee was off on approved leave without
pay. (Amended June 22, 1994)Re(designated fronRule
VI87.1.D and anended effectiv®ctober 12010

D. Former employees who are appointed from a reemployment list,
shall not lose prior service credits but neither shall it be counted
i n computing the employeeds cont
June 22, 1994) (Resignated from Rule VI87.1.0and
amended effectiv®ctober 12010 (Amended July 182018)

X182.7  Payment Upon TerminatiofAmend October 1, 2010 (Amended
March 16, 2022)
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Upon termination of employment for any reason other than theft of City
fundsorppr operty, the employee (or in c
heirs or estate) shall be entitled to be paidtbire (1/3) of all accrued

but unused sick leave.

When an employee has vested in the retirement system and his accrued

but unused sick leave exats the amount that can be applied to the

empl oyeebs years of service for pur
shall be entitled to be paid all accrued but unused sick leave.

X182.8  Reporting Absence and Requirements for Returning to \(Autkled
October 12010)

A. An employee unable to be at work for any reason is obligated
to report the fact that he will not be available for work to his
immediate supervisor no less than fift€¢&h) minutes prior to
the start of his shift. If the employee is unable to notify his
immediate supervisor, the employee or someone on his behalf
is obligated to contact someone in authority in his work unit,
department or section of his inability to reportnork. Failure
to do so may result in disciplinary actidémployees taking
sick leave must sign an Absence Report on the first day of their
return to work, stating the amount of leave tak@dded
August 18, 1977(Redesignated from Rule XI82 aashendced
effective October 12010

B. An employee who has taken sick leave shall file with the
Appointing Authority a certificate stating the cause of his
absence and the amount of time taken. If the amount of leave
taken is in excess of five (5) consecutiveygjahe employee
mu s t provide a rcertficate tstatinghhel physi
necessity for the absence or some other acceptable proof that
the employee was ill and unable to worlRhe employee shall
make the certificate available to thppointingAuthority upon
the employeeds returndaypof duty ol
absence, whichever comes firgRedesignated from Rule
X182.1 and anended effective October 2010

C. The Appointing Authority for good cause may authorize
variances in these filgitimes provided the employee has been
made aware of this requirement prior to, or when the
Appointing Authority was first notified of the absencé&ailure
to comply shall result in absences not being charged to sick
leave (Redesignatedrom Rule X182.1 andraended effective
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X182.9

RULE XI § 3

RULE XI§ 4

Xig4.1

October 12010

D. When the Appointing Authority has determined that an
employee has charged an absence against sick leave although
no actual sickness or iliness as define®ite | occurred, the
AppointingAuthority may deduct the value of absent time from
the employee's accrued annual leave or pay and may, in his
discretion, also take disciplinary actiofiRedesignated from
Rule X182.1 ad anended effective October 2010

Notification (AddedOctober 12010

If sick leave is used in accordance with a scheduled surgery, planned
medical treatment, or birth of a child the employee shall provide the
Appointing Authority with thirty (30) days notification, if possible.

TRANSFER OF ANNUAL AN D SICK LEAVE IN CASE OF
TRANSFER, PROMOTION OR DEMOTION (AMENDED
October 1, 2010

When a classified employee is transferred, promoted or demoted from
a classified position in one organization unit to a classified position in
another organization unit, agcrued and unused sick and annual leave
shall be transferred with him. In each case of transfer, promotion or
demotion of a classified employee from one organization unit to a
classified position in another organization unit, the department head
from whom the employee is transferred, demoted, or promoted shall
certify the amount of accrued and unused sick and annual leave of the
employee to the department head to whom the employee is transferred,
demoted or promoted. The value of his accrued and urarsedl

leave shall be computed in accordance with the provisions of this Rule

CIVIL , EMERGENCY, OR SPECIAL LEAVE (Amended July
20, 1977YAmended October 1, 2010JAmended April 1, 2020)
(Amended June 16, 2021)

(Redesignateds RuleXI84.1 effectiv®ctober 12010
Repealedctober 1, 2010

A permanent employee shall be given time off without loss of pay,
annual leave, or sick leave whéAmended July 182018)

A. Performing jury duty;
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B. Summoned or subpoenaed to appear as a withess before a court,
grand jury, or other public body or commissian,to givea
deposition providedit is work related anthe employee is not
a plaintiff. If an employee is subpoenaed to appesra party
in a personal matter, the employee may elect to use accrued
annual leave or be allowed approved leave without pay;
(AmendedOctober 1, 2010

C. Performing emergency civilian duty in relation to national
defense;

D. The Appointing Authority determines the empfee is
prevented by an act of Goglich as extreme weather conditions
or natural disasterdrom performing his duties; (Added
October 1, 2010

E. Serving on a public board or commissig@sddedOctober 1,
2010
F. Serving as an election official @ommissioner in either a

primary or general election;

G. When voting in a primary, general or special election, provided
the employeeds work schedul e cor
provided not more than two hours of leave shall be allowed to
vote in Rapi@s Parish and additional hours, not to exceed one
day, to vote in another parisipon the employee providing a
votersregistrarcard for another parish(Added October 1,
2010

H. Taking a required examination p
continuedemployment before a state licensing bogftided
October 1, 2010

The Appointing Authority determines that because of local
conditions or celebrations it is impracticable for employees in
such locality to work(AddedOctober 1, 2010

J. The AppointingAuthority determines in the best interest of the
City, when a statewide stay at home order is issued in response
to a declared statewide emergency by the Governor, that it is
impractical foremployee to perform his duties;(@dded April
1, 2020)
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X184.2

X184.3

XI84.4

RULE X1 8 5

XI85.1

XI85.2

K. To recéve a vaccination in response to a public health
emergency as declared by the Governor, provided such leave
shall not exceed 4 hours for each administration of the vaccine.
The Appointing Authority shall require the employee to
provide proof of vaccinatiorfor documentation purposes.
(Added June 16, 2021)

An employee who was available for work and otherwise scheduled to
work shall be given time off without loss of pay under the provisions
of Rule X184.1. (AddedOctober 1, 2010

The provisims under Rule X184.1 shall not apply to employees who
are on leave without pay immediately prior to or immediately
subsequent to the period of time of closure or to employees during
times they were not otherwise scheduled to work due toagmeved
leawe of absence(AddedOctober 1, 2010

Essential duty personnel who fail to report for essential duty when
required or abandon their post without prior permission from
appropriate supervisory authority shall not eligible for pay as provided
for under Rule XI184.1 and may be subject to disciplinary action.
(AddedOctober 1, 2010

LEAVE OF ABSENCE WITHOUT PAY

The Appointing Authority may, upon the written request of the
employee or with the approval of the Director at the request of the
Appointing Authority, grant a probationary or permanent employee,
leave of absence without pay for a period not to exceed sixty (60)
calendar days iany twelve (12) month period whenever such leave is
considered to be in the best interest of the sen{ismendedOctober

1, 2010 (Amended January 18, 2012)

A written request shall be submitted thirty (30) days prior to the
requested leave date, if possib{@ddedOctober 1, 2010

Requests for leave without pay due to illness or injury must include a
statement from the attending physicigndicating the approximate
length of time the employee will be unable to perform his duties. Prior
to returning to work from a leave without pay due to illness, the
employee must provide a medical release from the attending physician
stating the employee is able perform the duties of his position.
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(AddedOctober 1, 2010

X185.3  The employee shall be provided a written confirmation of approval
granted by theé\ppointing Authority to include the start and ending
dates of leave(AddedOctober 1, 2010

X185.4  Suchleave may be granted only after all accumulated sick and annual
leave has been exhaustédddedOctober 1, 2010

X185.5 Leave without pay due to illness or injury may be extended up to an
additional sixty (60) days when determined by the Appointing
Authority to be in the best interest of the City and when approved by
the Director, provided that: (Added January 18, 2012)

A. A prior written request is submitted to the Appointing
Authority on or before the last day of leave without pay; and

B. The employeenicludes with his/her written request a statement
from the attending physician providing an updated medical
status on the employeeds ability

X185.6  Where any employee does not return to work as of the day following
the last day ofleave without pay authorized herein, he shall be
considered as having resigned from his position. (Added January 18,

2012)

RULE XI 8 6 REPEALED October 1, 2010

RULE XI § 7 HOLIDAYS (Amended September 24, 198¢Amended May 11,
1994)

Redesignated as Rule XI87.1 effective October 1, 2010)
X187.1  (Redesignated as Rule XI87.3 effectdetober 12010
Holidays for all employees in the City service shall be as follows:

January 1, New Year's Day

January 19, Martin Luther King's ifaiday
Friday before Easter Sunday

Last Monday in May, Memorial Day
June 19Juneteenth

July 4, Independence Day

First Monday in September, Labor Day
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November 11, Veteran's Day
Fourth Thursday and Friday of November, Thanksgiving
December 25, Christmas

XI187.2 A RepealedDctober 1, 2010
B. (Redesignated as Rule No. VI§2&ffectiveOctober 12010

Observance of holidaysther than those provide fprovided in Rule
X187.1 shall be on dates determined by the City Cou(&dded
October 1, 2010

X187.3  If any of the holidays stated in this section falls on a Saturday, the
preceding Friday shall be observed as the holiday. If any holiday falls
on a Sunday, the succeeding Monday shall be observed as the holiday.
(Redesignated from Rule XI87.1 effee October 12010

RepealedNovember 17, 2010

| f any of the holidays wunder this
normal day off, an additional day of vacation or an additional day of

pay will be paid at the option of the employe&ddedNovember 17,

2010)

X187.4 If any of the holidays under this section fall within an employee's
scheduled annual leave, the employee will not be charged leave for the
absence(AddedOctober 1, 2010

XI187.5  Refer to Rule VB 23for holiday pay(AddedOdober 1, 201D

RULE XI § 8. FUNERAL LEAVE (Reference Rule XI, Section 2.1) (Amended
02/87)

X188.1 In the event of the death of a probationary or classéiedp | oy ee 6 s
spousechild or parent / legal guardiaan employee may be granted
forty (40) hourgpaid leave of absence from the hours the employee is
scheduled to worko be taken within one (1) weeX the funeral or
burial rites. (AmendedOctober 1, 201)(Amended March 16, 2011)
(Amended May 15, 2019)

X188.2  (Redesignated as RuXI811 and Rule XI82L effective October 1,
2010

X188.3 In the event of the death of a probationary or classéiedp| oy ee 6 s
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grandparent, grearandparent, grandchild, current sadaw, current
daughtetin-law, current brothein-law, current sistein-law or sibling

or the parenor siblingpf t he empl oyeeds spouse,
grantedtwenty-four (24) hourgpaid leave of absence from the hours

the employee is scheduled to waikpe taken within one (1) week of

the funeral or burial rites(AddedOctober 1, 201)(Amended March

16, 2011 Amended March 22, 2018Amended May 15, 2019)

X188.4  This includes a person standing in loco parentis as a parent, son, or
daughter. For the purpose of tHule i h a |l f and current
relationshipsand foster childremwill be viewed as natural (Added
October 1, 2010(Amended March 22, 2018)

X188.5  Documentation will be required for each request of funeral leave upon
the employee returning to work. This may include a statement from
the funeral bme or obituary indicating the name of the deceased,
location of the funeral, date of death, and date of the funeral. Failure
to provide the required documentation will result in the leave being
charged against accrued annual leave or leave without (Faided
October 1, 2010

X188.6  When theAppointing Authority has determined that an employee has
charged an absence against funeral leave for a funeral or burial rite not
covered in this section, tiAgpointingAuthority shall deduct the value
of absent time from the employee's accrued annual leave or pay and
may, in his discretion, also take disciplinary actihddedOctober 1,

2010
X188.7  An employee will not receive compensation for eligible bereavement
leavedays hat f all on an empl oyeedbds sche
16, 2011)
RULE X1 §8 9 ADMINISTRATIVE LEAVE WITH PAY _ (Added October 1,
2010

X189.1  An employee shall be placed on administrative leave pending an
investigation when th&ppointingAuthority has reason to believe the
employee has engaged in conduct, which, if confirmed, would

warrant disciplinary action, and th
work during the investigation would be contrary to the best interests
of the City.

X189.2  The empbyee shall be given written notice of the administrative leave
granted pending investigation and the reasons therefore. The
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employee shall also be advised thatngst be readily available to
return to work upon a call from the Director of Hunm@asources
Failure to do so will result i
personal annual leave.

X189.3  Administrative leave shall be with pay and shall not exceed thirty (30)
calendar days without the prior approval of the Director.

X189.4  The Director nay allow an extension for up to an additional thirty
(30) days upon receiving a written request from Appointing
Authority providing reasons therefore.

X189.5  Upon completion of the investigation, the employee and the Director
shall be advised of theutcome and any action and disciplinary
sanctions that may be taken.

X189.6  Administrative leave is not a disciplinary action and is only
appealable if the basis of the appeal is diseration or a violation of
these Riles.

RULE X1 810 HOURS OF WORK (Added October 1, 2010

The work week for fultime employees in the classified service shall
consist of not less than thirfive (35) regularly scheduled working
hours, exclusive of lunch periods. A person employed to work on a
regular schedule of lessan thirtyfive (35) hours per week shall be
considered a pattime employee for purposes of pay administration
and other purposes contemplated by these Rules. Appeinting
Authority shall establish a schedule of normal working hours for its
employees Any schedule which does not constitutiery (40) hour
work week or is irregular shall be submitted to the Commission. The
Commission shall approve said schedule where the schedule is in the
public interest.

RULE Xl § 11 SPECIAL LEAVE RELATED TO THE COVID-19 HEALTH
PANDEMIC (Added September 15, 2021)

A. Subject to the limitations set forth herein, the Appointing
Authority may grant paid leave of up to 80 hours for a full
time employee for any one or a combination of the following:

1. an employee subjedo a quarantine or isolation order
related to COVIB19;
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2. an employee advised by a health care provider te self
guarantine related to COVHDO;

3. an employee experiencing COWD® symptoms and
seeking a medical diagnosis;

4. for an employee caring for an imdiate family member,
as defined by the Family and Medical Leave Act, subject
to a quarantine or isolation order related to CO\KDor
caring for an immediate family member advised by a
health care provider to sefuarantine related to COVID
19.

B. The Appointing Authority may grant paid leave of up to 80
hours for a fultime employee for an employee caring for a
child whose school or place of care is closed or childcare
provider is unavailable for reasons related to COXD

C. Leave set forth in tkirule is only available to employees who

have not previously exhausted these leave allotments under
the former Families First Coronavirus Response Act
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RULE Xl

DISCIPLINARY ACTIONS AND SEPARATIONS

RULE XII § 1 MAINTAINING STANDARDS OF SERVICE (Amended June 22,

1994 (Amended July 26, 1994AmendedOctober 1, 2010

X1181.1 When any employee in the classified service is unwilling to perform
the duties of his ition in a satisfactory manner, or has committed

any act or acts to the prejudice of the service, or has failed to perform
any act or acts that it was his duty to perform or otherwise has become

subject to disciplinary or other corrective action, it shalthe duty of
the Appointing Authority to take such action as the circumstances may

warrant to maintain the standards of effective service. Such action may

extend to: (AmendedOctober 1, 2010

A.

B.

removal from the service;
retirement under any provisiaf the law applicable;

a reduction in pay not to exceed five percent (5%) and not to
reduce an employeeds pay bel
the pay range minimum of the clas§AmendedOctober 1,
2010

demotion to any position of a lower class that the employee is
deemed by thé\ppointing Authority and the Director to be
competent to fildl and t he
accordance with Rule ©b.4; (AmendedOctober 1, 2010

suspension without pdgr a period or periods not exceeding in
the aggregate of sixty (60) days in any continuous period of
twelve (12) months; or

written reprimand or other such less drastic measure of
discipline as, in the judgment of thgppointing Authority,
seems to beatessary and propéAmendedOctober 1, 2010

X1181.2  All applications filed for admission to tests of fitness by any person
who has been dismissed from the classified seoriadowed to resign
in lieu of terminatiorwithin the previoudive (5) years shall forthwith
be rejected. Additionally, the Director, subject toRues, may reject

the application of an employee for admission to tests of fithess or refuse
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to test any applicant, or may cancel the eligibility of any eligible on any
employmet list, for any of the reasons listed und@tg8 1.3 of this

Rule. Any such facts shall also be considered cause for removal of any
employee.(AmendedOctober 1, 2010(Amended March 22, 2018)

X1181.3  Disciplinary action by thé\ppointing Authority maybe taken for any
of the following reasons(AddedOctober 1, 2010

A. iIncompetency, inefficiency or inattention to or dereliction of
duty;
B. failing or unwillingto perform the duties of the position in a

satisfactory manner;

C. When, after the employee has been given written notice that his
attendance requires improvement, an employethhes (3)or
more unapproved absences during aagsecutiveifty -two
(52) week period. An unapproved absence occurs when an
employee is abse¢ from work without having obtained
approval prior to the absence or not reporting the absence as
required under Rule XI82.8.

D. dishonesty, intemperance, insubordinatiorontinuous
discourteous treatment of the public or a fellow employee, or
any other act of omission or commission tending to injure the
public service; or any other willful failure on the part of the
employee to conduct himself properly; or any violation of the
provisons of theseRules and City personnel policies,
procedures, or standards;

E. unjustified or unsubstamatedphysical or emotional unfitness
for the position which the employee holds;

F. use of alcohol, unprescribed narcotics, or controlled
dangerous sugtances while on dutgr reporting to work
under the influence of same; useaafy kind of substance that
interferes with the efficiency, physical, or meriiadess of the
employee, or which precludes the employee from properly
performing the functions anduties of his position;

G. directly or indirectly campaigning, soliciting or receiving

money, goods, or anything of value from any person or group
for any political party or political purpose;
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H. any other sanctions proposed by the Commission;

l. unauthorized use of City equipment for personal business or
pleasure;

J. possesses a conviction that was nofpumnged anar
dismissed of a felony or misdemeanor convictathin the
last seven years. Rejection of application for a job
appointment in the classified service shall take into
consideration the seriousness of the offense, its recency, and
the age of the applicant at the time of the occurrence;

K. falsifying applications for employment; making false claims
of qualifications in securing eligibility and appointment of self
or another;

L. using fraud misrepresentation, suppression of the troth,

deception to secure a job appointment or promotion;

M. using orpromising to use influence or official authority to
secure appointment to or eligibility for a position in the
classified servicedr any reason other than qualilie merit;

N. inducing or attempting to induce or coerce any person holding
a position in theclassified service to resign, take a leave of
absence from his duties, or waive any of his rights under civil
service;

O. inducing or attempting to induce or coerce any person holding
a position on the civil service commission;

P. unwillingness, inabilityor failure to achieve within the time
specified and/or maintain such certifications, permits,
licenses, registrations, or other credentials specified as a
requirement of the job as deemed reasonable by the
Commission

Q. any other activity, act or failuréo act which impairs the
department; or
any act or failure to act that the Commission accepts as
sufficient to show the offender is unfit or unsuitable for
employment in the classified service.

X1181.4  Suspension Pending CrimirfatoceedingsAddedOctober 1, 2010
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A. With prior approval of the Commission, th&ppointing
Authority may suspend a permanent employee, without pay,
pending criminal proceedings when an indictment or bill of
information has been filed against the employee for conduct
that, ifproved, would be cause for dismissal anddppointing
Authority cannot obtain sufficient information to initiate
dismissal proceedings

B. The Appointing Authorityd s requesyva of ar appr
suspension under thisuRR must explain why the conduct
would be cause for dismissal, why the employee cannot be
allowed to work in any capacity, and why sufficient
information to initiate dismissal proceedings cannot be
obtained. The request must also include documentation that an
indictment or bill of informatiorhas been filed

C. Before appoving a suspension under thisul® the
Commission must furnish the employee a copy of the
AppointingAuthorityd s r equest and a reasona
respong¢land

D. A permanentemployee suspended under thigl&Rmust be
given written notice before the time the suspension begins.
This notice must comply witRuleXI1182 to the extent possible.

XI181.5 Nondisciplinary removalg¢AddedOctober 1, 2010

An employee may be nedlisciplinarily removed under thellowing
circumstances:

A. The employee is unable to perform the essential functions of
his job due to illness or medical disability personal
circumstanceand has exhausted all available leave options;

B. When there is cause for dismissal, but the casig®ot the
empl oyeedbds fault.

C. When an employee is removed under this section of the Rule,
the adverse consequences of XI181.2 shall not apply.

RULE XII § 2 PROCEDURE IN DISCIPLINARY OR REMOVAL CASES

Repealedctober 1, 2010
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Xi§2.1
XI§2.2

XI18§2.3

X1§2.4

RepealedDctober 12010

RepealedDctober 1, 2010

RepealedDctober 1, 2010

Notice of Proposed ActiofAddedOctober 1, 2010

When theAppointing Authority proposes to discipline or remove a
probationary or permanent employee, the employee must be given
written notice of the proposed action, the reasons therefaces
supportingsame and a reasonable opportunity to respond.

Written Notice to Empyee of Discipline or Removéhdded
October 1, 2010

When anAppointing Authority decides to discipline or remove a
permanent or probationary employee, the employee must be given
written notice of the action being taken before the action becomes
effective. The written notice must:

A. State what action is being taken and the date and time the action
will become effective;

B. Describe in detail the conduct for which the action is being
taken including, where pertinent, dates, times, places, and
names of persons directly involved in or affected by such
conduct (unless their identities are protected by law, in which
case, identification may be made as permitted by kg
subsequerdtatenentswhich reveal the conduct complained of;

C. In a written disciplinary notice where removal is not

considered, thAppointing Authority shall provide counseling

for i mprovement of the employeeodo
D. Contain the following notification to permanent @oyees:

AYou have the right to appeal thi
Service Commission within thirty (30) calendar days following

the date of this letter. The appeal procedure is contained in Rule

Xl of the Civil Service Rules, which is availablfrom the

Civil Service Department or the Human Resources
Department The appeal must be made in writing and delivered

to the Director of the Civil Service Divisian.
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X1182.5  Providing Written Notic§ AddedOctober 1, 2010
Written notice is consideragiven to the employee:

A. When it istenderedto the employee. In the event of an
employee refusing to acknowledge receipt of such a complaint,
this fact shall be stated on the letter and witnessed by another
employee;

B. When it istenderedo a person fosuitable age and discretion
who resides with the employee; or

C. On the seventh calendar day after it wadified mailed with
correct post agnestrecenaddress furaishedl oy e e 0 ¢
in writing or electronically tothe Human Resources
Department.

X1182.6  Employee Discussion®ddedOctober 1, 2010

A. An employee discussion may be issued to attempt to improve
an empl oyeeobs conduct and shal
disciplinary action under thiRuleand shall not be included in
any publicly accessible personnel record.

B. An employee may respond in writing to an employee
di scussion and the employeeds r e:
/or attached to each copy of the letter maintained by the City.

C. If the same or similar conduct recurs, an employee discussion
can be used to support the severity of future discipline and shall
be made part of any publicly accessible personnel file.

D. An employee discussion is not appealable under Rule XIllI.

RULE XII § 3 APPEALS

Any employee in the classified service who is subjected to disciplinary

action may appeal to the Commission as provided in RulgX1liand

Rule XI1181.2 (AmendedOctober 1, 2010

RULE XII § 4 LAYOFF AVOIDANCE MEASURES (AmendedOctober 1,
2010)
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(Redesignated as Rule XII &HectiveOctober 12010
X1184.1  Types of Layoff Avoidance Measur@sddedOctober 1, 2010
These measures consist of the following:
A. withholding of acrosshe-board or merit increases;
B. reduction in work hours; and
C. furloughs without pay.
X1184.2  Approval of Layoff Avoidance MeasurésddedOctober 1, 2010

A written plan for layoff avoidance measures shall be submitted to the
Directorin a reasonable time prior to the effective date of the measures.
The Director ball submit the plan to the Commission for approval.

X1184.3  Withholding ofMerit Increases

When theAppointing Authority determines that it is necessary to
withhold merit increases in order to avoid or reduce layoffs, his request
shall certify to the Commission that the City does not have sufficient
funds, the proposed effective date, and the period of time involved.
Uponreceiving Commission approvahe Appointing Authorityshall
notify affected employees.

Withholding of merit increases shall not exceed one period of twelve
(12) consecutive months.In the event the withholding of merit
increases exceeds a period of ltw@e consecutive months, the
Appointing Authority shall recertify to the Commission the reasons
for and period of time the withholding shall continue.

Employees whose merit increases are withheld shall retain their
eligibility for such increases for a #eyear period.

X1184.4  Reduction in Work HourAddedOctober 1, 2010

A. When theAppointing Authority determines it is necessary to
reduce the work hours of employees in order to avoid or
reduce layoffs,it shall provide the Commission with the
reason for the reduction, the names and jobs of any employees
to be excluded, if any, and reasons for their exclusion, the
number of work hours reduced for each employee, the
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proposed effective date and the periodmgtinvolved.

B. Such reductions shall not exceed one period of twelve (12)
consecutive monthsn the event the reduction in work hours
exceeds a period of twelve consecutive months, the Appointing
Authority shall recertify to the Commission the reasdosand
period of time the reduced hours shall continue.

C. The number of work hours reduced for an employee shall not
exceedsixteen (16hours {fwenty-four (24) hours for 1zhour
shift employeesper biweekly payroll period.

D. Affected employees shall Iseibject to the same leave benefits
as apply to regular, futime employees. Any hours worked
over the employeeds reduced work
with compensatory leave earned at the hour for hour rate.
Hours which exceed a 4@ur workweek shalle compensated
with compensatory leave earned at the time anehatfeate if
required by the Fair Labor Standards Act.

X1184.5  Furlough Without PayAddedOctober 1, 2010

When theAppointing Authority determines it is necessary to furlough
employes without pay to avoid or reduce layofis,shall include
reasons for the furloughs, the names@asdsof those employees to be
excluded, if any, and the reason for their exclusion, the total number of
work hours or days for each employee, the dates and period of time
involved and the organizational unit affectedlt shall specify if
employees will be retled from furlough at the same time. If
employees will be recalled at different times, the recall schedule must
be specified and justified.

An employee shall not be furloughed for more than 240 work hours in
any twelve (12) consecutive month period withprior approval of the
Commission.In the event the furlough exceeds 240 work hours in any
twelve consecutive months, the Appointing Authority shaltesify

to the Commission the reasons for and period of time the furlough shall
continue.

X1184.6  Required Annual Leave During Closur@gldedOctober 1, 2010
This measure does not require submission of a plan or prior approval

of the Director or Commission. A department may require employees
to use up to a maximum of ten (10) days of annual leave per calendar
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year, when the efficiency of operations dictateemporary closure.
Employees who have exhausted all annual leave shall be placed on
leave without pay, for no more than ten (10) days per calendar year.

X1184.7  Written Notification to Employees of Avoidance Measu(aslded
October 1, 2010

In every caseof hours reduction under Rule XlI84, tiAgpointing
Authority shall furnish to the employee involved a written notice of the
reasons therefore, with a copy forwarded to the Director. The written
notice shall also inform the employee:

A. of his right ofappeal to the Commission within thirty (30)
calendar days of the date of the avoidance measure to be
taken

1. In the case adireductionof work hoursif the reduction
is in excess of the equivalent of ten (10) working days
in a period of twelve (12) caldar months;

2. In the case of &rlough without pay, if the furlough
exceeds one hweekly pay period or an equivalent
number of hours in a period of twelve (12) calendar
months;or

3. if the employee alleges the reduction resulted from
discrimination due to race, color, national origin,
gender, sexual orientation religion, age, disability,
politics or other specific cause

B. of the address and phone number of the Civil Service
Departmat; and

C. of the fact that forms to assist in the filing of an appeal may be
obtained from the Civil Service Department.

RULE XII 8 5 ORDER IN MAKING LAYOFES

X1185.1 Whenever a position in the classified service is abolished or needs to
be vacated because of stoppage of work from lack of funds or other
cause, the employee in the class involved in the affected department
having the lowest average performance evaluétiothe last three (3)
years of his service immediately preceding the proposed layoff date or
for the entire period of less than three (3) years shall be laid off. In the
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absence of a performance evaluation, or in case of equal performance
evaluationtheinverse order o$eniority in the class involved shall be

the factor determining the order of layoffhe Appointing Authority

shall give written notice to the Director of every proposed layoff a
reasonable time before the effective date thereof, bessdharforty-

five (45) daysprior to the effective date of the layoff, and the Director
shall make such orders relating thereto as he considers necessary to
secure compliance with the Rul@e written notice shall include the
names and titles of anyd all probationary and regular employees
proposed for layofin inverse order No layoff shall be effected until

the Director has approved the names submitted for |ajloéf name of
every regular employee so laid off shall be placed on the appropriate
reemployment list.All such names will be ranked by seniority within

the class and shall remain on the reemployment(Redesignat

from Rule Xl § 4 and mended effectiv®ctober 1, 2010(Amended

July 18 2018)

When employees in a designated ciassn organizational unit are to
be laid off, the order of layoff shall be determined in the following order
of successionfAddedOctober 1, 2010

A. Those holding appointments am emergencytemporary, or
provisional basistAmendedOctober 1, 2010

B. Those who have not coreped their working test periogho
were certified from original entrance employment jists
(AmendedOctober 1, 2010

C. RepealedDctober 1, 2010

D. Regular employees the manner specified dyule XI1185.1.
(AmendedOctoberl, 2010

X1185.2 Seniority of regular employees in the class involved in the
organizational unit affected by a contemplated layoff shall be
computed as followgAddedOctober 1, 2010

A. by the total length of continuous employment under a
permanent appoiment with the Cityand

B. by the total length of continuous employment under a
permanent appointment plus the total length of prior interrupted
service under a permanent appointment occasioned by a layoff,
providing the break in service from the layoffic greater than
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thirty-six (36) months;

X1185.3 When two or more regular employees have like seniority, the
Appointing Authority shall have the discretion in determining which
employee or employees shall be laid off fi(déiddedOctober 1, 2010

X1185.4  Should a regular employee be scheduled for lsg®# result of having
the lowest ranking on the ordef-layoff list for the class in which a
layoff is contemplatetlut has an equal average performance rating and
more seniority or a higher aveemgperformance rating than an
employee in a lower classf the same kind of workn the
organizational unjthe shall be demoted to the lower class and an
employee in the lower class shall be demoted or laid off in accordance
with this Rule (AddedOctoberl, 2010

X1185.5  Upon receipt of the formal notice of an impending layoff but before the
layoff is affected, the Director may approve the transfer of employees
to vacant positions which are not affected by the layoff in order to
vacate positions to be disied. The following provisions regarding
the transfer of employees potentially affected by the layoff shall apply:
(AddedOctober 1, 2010

A. Should a probationary or regular employee be scheduled for
layoff in one department while a provisional empy®Ids a
position of the same class in another department, the Director
shall arrange a transfer of the probationary or regular employee
to the position held by the provisional.

B. An employee on an ordexf-layoff list who is not scheduled for
layoff or demotion may be voluntarily transferred to an equal
or lower position which is not affected by the layoff and which
the Appointing Authority and the Director deem the employee
is qualified to fill

C. An employee on an ordef-layoff list who is scheduled for
layoff or demotion may be voluntarily transferred or demoted
to another position in the same class which is not affected by
the layoff or to a position in an equal or lower class which is
not affected by the layoff and which thgppointing Authority
and the Director deem the employee is competent to fill
provided that:

1. the employee has the highest average service rating and
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XI185.6

XI1185.7

XI185.8

RULE XII § 6

XI186.1

seniority of all employees on the same otoelayoff

list or an ordewof-layoff list for another class who are
also scheduled for layoff or demotion and who could
also be considered for transfer into the position; and

2. when there are multiple vacant positions available, the
highest level position shall be offered first ahdlsbe
offered to the highest ranking employee eligible under
this section.

D. Nothing in this section shall preclude the transfer of an
employee under Rule VI8 5.

When theAppointing Authority concludeghat a certain individual is
essentiato the efficient operation of the organizational unit because of
special skills or abilities and itvishes to retain the individual in
preference to a person of greater seniority,Appointing Authority

must submit a written request to the Directorgermission to do so.
The request must provide in detail the specific skills and abilities
possessed by the individual and the reasons why such individual is
essential to the effective operation of the organizational unit. If the
Director approves the ragst, the individual may be retained in spite
of a lack of seniority(AddedOctober 1, 2010

Freeze on Appointments to Layadiffected AreagAddedOctober 1,
2010

Beginning the date the Commission approves the layoff plan, no
appointmentshall be made in the affected department to job titles or

positions abolished in the layoff. This freeze on appointments shall end
upon the establishment of the Department Reemployment List.
(Amended July 182018)

An exit interview will be coducted by the Civil ServicBepartment
with affected employees prior to layoff to inform the employees of their
re-employment rights(AddedOctober 1, 2010

RESIGNATION (Added October 1, 2010

An employee will be considered as having resigned from employment
with the Citywhen

A. the employee provides written or oral notice of resignation;
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XI186.2

RULE XII 87

B. the employee fails to report to work fiive (5) consecutive
working days without properly notifying the immediate
supervisor oAppointing Authority, excluding a catastrophe
or

C. the employee fails to report to work at the end of a leave of
absence without pay.

Anempl oyeeds written or oral notice
time specified by the employee. An oral resignation must be
documented by the person receiving it. An employee may not
withdraw or modify the resignation after tiAgpointing Authority

accepts it unless thippointing Authority agrees.An employee may

resign after receiving notice that thathority is proposing dismissal,

but the proposed di smissal will ©be
of t er miAmesignatiomabaimed tdhave been obtained by

duress or fraud may be treated by the Commission as a notice of
discharge, provided the employeatifiesthe Commissiofn writing

that such resignation was not voluntary ahd employediles an

appeal with the Directoin accordance with Rule XIlI181.5 The

burden of proof of such fraud or duress shall be on the employee.

TERMINATION FOR CONVICTION OF A FELONY (Added
October 1, 2010

The employeeemployer relationship existing between an employee in
t h e sClassifiedserviceaybe terminatedr such employeenay

be removed from his position of employment with the City upon
conviction, during his employment, of a felony as defined by the laws
of this state and by the laws of the United Stai&&hin ten (10) days
after a conviction is final and all appellant review of the original trial
court proceedings is exhausted, tA@pointing Authority may
terminate any classified employee who is convicted of a felony and is
holding a position of empyment with the @y. For the purposeof
Rule XII of the City of Alexandria Civil Service Rules, final conviction
of a felonymay be a cause for termination of an employee from the
classified service of the City.
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RULE Xl

APPEALS, HEARINGS AND INVESTIGATIONS

RULE X1l 8§ 1 APPEALS

X1181.1 Appeals ly Employees to the Commission (Amended October 1,
2010)

Regular employees in the classified service b#levethey have been

subjected to disciplinary actions by #epointingAuthority involving

dismissal, suspension, reduction in pay or demotion or have been

denied any right under the provisions of the Charter or these Rules,

without just cause shall have thght to seek a hearing before the
Commissionto evaluate theé\ppointing Authorityd s acti ons and
determine whether th&ppointing Authority had just cause and acted

in good faith in taking the actiofthe burden of proof on appeal, as to

the facts, shall be on tiAgpointing Authority.

XI181.2 Appeal ofWorking TestEmployees.(AmendedOctober 1, 2010
(Amended July 182018)

A regular employee who is removed while serving a working test
period fdlowing promotion and who is denied reinstatement in his
former position, as provided iRule IX 8§ 7.1 may appeal to the
Commission(Amended July 182018)

X1181.3 Appeal of Applicant§Amended October 1, 201(Redesignatetb
Rule XI11182.4.B effectiveOctober 1, 2010

Persons who have applied for or have been examined for the classified
service and who allege they have beetrimination against due to
race, color, national origin, gender, sexual orientation, religige,
disability, politics, lack of just cause, favoritism, or arbitregsonsr

other valid reasonsnrelated to merémployment consideratiosgall

have a right to appeal to t@®mmission(AddedOctober 1, 2010
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XI181.4 (Redesignated as RukdlI§ 3 effective October 1, 2010)
A. (Redesignated as Rule XI1183.B.1 effective October 1, 2010)

B. (Redesignated as Rule XIlI83.B.and Rule XIlI83.B.2
effective October 1, 2010)

C. (Redesignated as Rule XlII§3dHective October 1, 2010)

X1181.5 Requirements foFiling Appeals(Amended May 8, 1996 Amended
May 19, 2004)Amended July 21, 2004AmendedOctober 1, 2010

A. Persons appealing to t®mmissiorshall do so in writindpy
filing a Petition of Appealwhichwill be available in the Civil
Service DepartmenfAddedOctober 1, 2010

Although the employee need not use this form to begin his

appeal, an employeebs petition f
and contain all of the following informatiofAdded October
1, 2010

1. A description of the adverse employment decision or
adverse employment action;

2. The name and job title of the individudepartment head
or supervisor responsible for the adverse decision or action;

3. The date the employee received notafeor otherwise
learned of the adverse decision or action;

4. The effective date of the action;

5. The reason(s) why the employee believes the adverse
decision or action was unjustified;

6. The remedy or relief the employee would like the
Commission to provide

7. The employeebs current addr es s
number where he may be reached during-working
hours;and

8. The name, address, and telephone number of the
empl oyeeds attorney, i f an at i
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employee in his appeal.

B. The Petition of Appeal must be signed by the employee or his
attorney. By his signature, the person signing the Petition of
Appeal will be attesting that the petition is being filed for a good
and legitimate purpose and the statement of facts are true and
correct.(AddedOctober 1, 2010

C. Appeals to the Commission must be filed with and received by
the Civil Service Department during established department
working hours and within thirty (30) calendar days of the
effective date of the action complained agaorsthirty (30)
calendar days from the date the appellant first learned of the
adverse action, whichever occurs lassaturdays, Sundays,
holidays, and nomvorking days shall not serve to extend the
thirty-day limitation. Following the expiration of thighirty
(30) calendar day period for filing and receipt of appeals, no
appeal shall be amended or supplemented in such a way as to
change the fundamental issues involved in the original appeal.
(AddedOctober 1, 2010

D. Within sixty (60) calendadays afte receipt of the appeal, the
Commission shall initiate a hearing. T@®mmission may
continue the hearing from time to time for good cause and
reason(AddedOctober 1, 2010

Notwithstanding the aforesaid, any failure by @@mmission

to schedule and/aommence an appeal hearing within sixty
(60) calendar days as required herein shalprejuidice antbr
affect the rights of the employee and/or tAepointing
Authority with regard to the disciplinary action taken and the
appeal (AmendedOctober 12010

E. Except as otherwise specifically provided in the Rules, the
burden of proof on appeal, as to the facts, shall be on the
AppointingAuthority or other official against whom action the
appeal is taken. Refer toRule XI1182.4. (Added October 1,
2010

F. Whendiscrimination is alleged to be a basis for appeal, specific
facts supporting the allegation of discrimination must be
provided in detaiby the appealing party The specific facts
required will vary, depending on the nature of the appeal;
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however, the facts must be presented in sufficient detail to
enable theAppointing Authority to prepare a defense. A
supposition of discrimination is not sufficient. The types of
facts which must be included ar@dddedOctober 1, 2010

1. the date, time,and place the discriminatory action took
place;

2. the name(s) of person(s) or department(s) alleged to have
taken the discriminatory action;

3.a description of how the appel
performance was the same as that of other persons who
were treated differently;

4. the names of other persons treated differenttliknown,
and the dates the different treatment occurred; and

5. a description of events, including the dates and
circumstances thereof, which led appellant to believe that
the adverse decision was based on his religious or political
beliefs,gender, sexual orientatiprace, or other nemerit
factor.

Persons allegindiscrimination as a basis for appeal shall bear
the burden of proof of their allegationd\dded October 1,
2010
G. Appellants shall have the right to be represented by counsel.
Such counsel must be duly licensed to practice law in the State
of Louisiana(AddedOctober 1, 2010
X11181.6 (Redesignated dule Xl1183.B.3effectiveOctober 12010

X1181.7 Repealedctober 1, 2010
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RULE XIII § 2 HEARINGS

XI182.1 Power to Administer Oaths, Take Testimony, and Demand
Production of Records

The Commission, each member of the Commission, the Dirdtstor,
attorney and any referee of the Commission shak hlag power to
administer oaths, subpoena witnesses, and compel the production of
books, records, files, and papers pertinent to iamgstigation or
hearing authorized by the Commission pursuant to the Law and Rules.
(AmendedOctober 1, 2010

When the Commission hears an appeal, and in the absence of a court
reporter, theCommissionChairman will administer an oath to the
witnesses wh will then be examined by the partids certain cases,

it may be necessary for testimony to be taken outside the presence of
the Commission or on a day other than the day set for the hearing. In
such cases, the Commission may appoint or designatsanpeth the

power to administer oaths, such as a court reporter, to take and
transcribe the necessary testimony. The parties to the appeal will be
entitled to question the witness in front of the person designated to take
the testimony.(AddedOctober 12010

Any employee required to testify shall not be subjected to any
disciplinary action by théppointingAuthority because he so testifies.
(AddedOctober 1, 2010

X1182.2 Refusal toAppearor Testify; Providng False TestimonyAmended
October 12010

A. Any employee in the classified service who refuses or fails to
appearbefore the Commission, its Director, or its attorney in
response to a subpoena or a request under the provisions of
Rule XIII182.1, or having appeared refuses to testify or answ
any question pertinent to the matters under consideration or
who knowingly gives false testimony or who knowingly
solicits, condones, or accepts without refutation, false or
misleading testimony given by a witness in his behalf at a
hearing, or who fad to produce any books, papers,
photographs, or other items pertinent to the hearing may be
found by tke Commission to be guilty of ctempt in
accordance with these Rules and, in addition to that which is
provided for in thesRules, may be found by theo@mission
to have forfeited his position and may be found by the
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Commission not to be eligible thereatfter for appointment to any
position in the classified service for a period not to exceed ten
years or be subject to a suspension from his posiéomenced
October 1, 201D

B. In the case of refusal byg persorto willfully fail to appear in
response to a subpoena or to an order issued under the
provisions of Rule XI1182.1 hereof, tw willfully fail to answer
any question or produce any books, papersiqgraphs, or
other items pertinent &ny hearing before the Commission, the
Director, or its attorney, do knowingly give false testimony
or to knowingly solicit, condone, or acceptithout refutation,
false or misleading testimony given by amyness in hidehalf
at any such hearing, the Commission may authdszgtorney
to seek an order from a court of requisite jurisdiction
compelling such person to appear beforeGobenmission its
membes, its Director, or its attorney and to produeeards, or
be there to give testimony pertaining to the matter under
consideration or in question. The r@mission may also
authorize its attorneto pursuecontemptproceedings against
any person who fails to comply with the order of the Court and
these Riles (Added October 1, 2010)

C. If the AppointingAuthority or the appellant fail to appear at the
place, and on the day and at the hour fixed for such hearing, the
Commission may, in its discretion, decide the issue involved on
the basis of the evidencearoduced and may rendadecision
by default against any party failing to appear. (Redesignated
from Rule X11183 effectiveOctober 12010

X11182.3 Deadlines for HearinggAddedOctober 1, 2010

A. The Commission shall provide the employee and the
Appointing Authority with advance written notice of the
scheduling of a hearing on an appeal. This notice shall be sent
at least fifteen (15) days before the date fixed for the hearing
and shall include the date, time, and location of the hearing. If
sud written notice is placed in the United States mail, postage
prepaid, and addressed to the employee at his last known
address, notice shall be deemed to have been given.
(Redesignated from Rule XllI § 3 and amended effective
October 1, 2010)
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B. The employe and theAppointing Authority shall provide the
Commission with aPreHearing Memorandum, which shall
contain the following: (1) a factual background of the appeal,
(2) a summary of the law relied upon by each pa@y;a
witness list and a summary of the anticipated testimony for each
witness; and(4) an exhibitlist at leasten (10)calendar days in
advance of the hearing. Parties shall not be entitled to call any
witnesses to testify at the hearing that are noudetdin the
PreHearing Memorandum; or to place into evidence any
exhibit not disclosed in the RAgppeal Memorandungxcept
upon approval of the Commission and for good cause shown.
A copy of all exhibits to be used at the hearing shall be provided
to the Commission as attachments to the -lFearing
MemorandumThe provisions of this subsection shall not apply
to rebuttal withessesr to documents or other evident used for
impeachment purpose§Amendedlune 232017)

C. The employee and thgppointing Authority shallattend a Pre
Hearing Conference with the Civil Service Board Chairperson
and/or Civil Service Board Designee as well as the Civil
Service Boardds |l egal counsel to
upon, among other thingstjpulation of fact ad evidencéo be
submitted at the hearing. The Chairperson and/or Designee
shall endeavor to schedule the Piearing Conference at
time and placeonvenient for all parties between five (5) to
seven (7) calendar days before the date of the appeal hearing.
Attendance either #person or by telephone at the fPtearing
Conference is mandatoryAdded June 232017)

X11182.4 Hearing Proceeding®ddedOctober 1, 2010
A. All hearings shall be open to the public.

B. At all appeal hearings thippointing Authority shall have the
burden of proofand shall proceed first to present its case in
support of the actions taken by it against the employee. After
the AppointingAuthority has completed the presentation of its
case, the employee shall be permitted to present his case. The
AppointingAuthority shall be entitled to present testimony and
documentati on t o rebut t he e mp
evidence foll owing t he compl et i
presentation of his cas¢Redesignated from Rule Xll181ehd
amendeceffective October 1, 2010)
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Notwithstanding the aforesaid, in all cases in which the
employee has asserted that tAppointing Authority has
discriminated against him in imposing the disciplinary action
taken, the employee shall have the burden of proof and shall
proceed first to preseritis case In such cases, the party
alleging discrimination must prove that he is in a protected class
based on race, color, religion, national origin, age, disability,
gender, sexual orientatioor, political affiliation and prove that

he suffered an adverse employment action. The burden will
then shift to theCity which must articulate a legitimate ron
discriminatory reason for its decision or action. If the City
carries this burden, the burderl shift back to the appellant
who must prove that the reason given by the City for its action
or decision is untrue and that the real reason was intent to
discriminate.

C. All persons to be called as witnesses by the employee and the
Appointing Authority shall be sworn in and placed under the
rule of sequestration prior to the commencement of the first
hearing on the employeebs appeal
rule of sequestration shall be banned from the hearing room
during the course of theearing except when testifying before
the Commissiorthemselves. Witnesses placed under this rule
of sequestration shall further be prohibited from discussing the
facts and circumstances of the case with any persons or parties
other than the attorneysrfithe employee and/or tiAgpointing
Authority. After a witness has completed his testimony at a
hearing and has been released by the parties, he shall be
released from the rule of sequestration, except that he shall be
prohibited from discussing the cagith any other witness until
the conclusion of the appeal before @@mmission

D. Affidavits and other exparte statements shall not be received
into evidence without the consent of all parties, except to
refresh memory or to discredit a witness.

E. Partes and witnesses shall be subject to eeassnination as
in civil trials before the courts and the Commission, each
member of the Commission, or its attorney may exarainte
crossexamine any witness.

F. The Commission may require that the parties stipukl
undisputed facts.
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G. The Commission may limit corroborative evidence.

H. The Commission magetthe total time to be allowed for oral
argument, according to the circumstances of each case, and
may limit oral argument to one or more issues.

The Commission may take notice of the provisions of the Act,
the Rules, the classification plan, and the pay plan without the
necessity of an offer in evidence.

J. At the time or commencement of any hearing or other matter
considered or decided by the A#mdria Civil Service
Commission under Rule Xlll, a Comrsisner shall recuse
him/herself without a motiofrom the proceeding or matter
for conflicts of interest or personal reasons wheeguplice or
bias could cause amfair and partial hearindAdded June
20, 2012)YAmended September 19, 2018)

1. Repealed September 19, 2018
2. Repealed September 19, 2018
3. Repealed September 19, 2018
K. (Added June 20, 2012Repealed September 19, 2018)
1. Repealed September 19, 2018

L. When a@ormalmotion is presented to recuse a Commissioner,
the party requesting the recusal shall list the specific reasons
why the Commissioner should not be involved inlibaring
and evidencesupporting the alleged bias prejudice. Te
Commissioner shall either recuse himself or refer the motion
to the other Commissioners presgitdded June 20, 2012)
(Amended September 19, 2018)

M. If the Motion for Recusal is referred to the other
Commissioners present, the inqustyall be an objdive one.
The Commissioners deciding the Motion for Recusal shall not
ask whether the Commissioner is subjectively biased, but
whether the average Commissioner in his position is likely to
be neutral, or whether there is an unconstitutipotential for
bias.(Added June 20, 2012)
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N. In the event of a tie vote by the Commissioners present who
are referred a Motion for Recusélshall be construed as a
failure of the party bearing the burden of proof as required by
these Rules. In such ase, the party failing to satisfy the
burden of proof in a convincing manner necessarily fails to
support its/his contentionsThe Chairman may withhold his
vote if his voting would result in a tie, but he may also vote to
enforce the tie if desiredAdded June 20, 2012Amended
September 19, 2018)

X11182.5 The Commissiorshall decide appeals on the basis of relevant facts
produced and presented by the employee andigheintingAuthority
at the appeal hearing, including sworn testimony and documentary
evidence(AddedOctober 1, 2010

XI1182.6  The policy of the Commission with regard to disciplinary appeas sh
be as follows:(AddedOctober 1, 2010

A. In reviewing the disciplinary actions, t@ommissionshall
have the duty and authority to determine whether the
Appointing Authority acted with just cause and within its
Rules, procedures, and policies in taking disciplinary action for
infractions allegedly committed by an employee, and, if so,
whether thediscipline imposed is commensurate with the
infraction.

B. The Commissionshall act to modify or set aside disciplinary
action taken by thé\ppointing Authority only when it finds
that theAppointingAuthority has acted unreasably. The fact
that the Comnsision findsthe Appointing Authority could or
should have pursued a different course of action against such
employee shall not be sufficient grounds to modify or set aside
disciplinary action taken by th&ppointing Authority.

C. For purposes of this Rul e, Nj ust
rational basis for the disciplinary action taken by the
Appointing Authority, based upon the information available to
the Appointing Authority at the time such discipline was
imposed. Just caeshall be deemed to have been established
when the Appointing Authority produces evidence
demonstrating the empl oyeeos co
infractions and demonstrating that the commission of such
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infractions bear a real and substantial relationdbipthe
efficient operation of the affected department of the City
government.

RULE Xl § 3 COMMISSION DECISIONS (AmendedOctober 1, 2010

(Redesignateds RuleXI1182.3.A effectiveOctober 12010

A.

The Commission shall rule upon appeals within a reasonable
period of time after completion of hearings in this matter.
Failure of theCommissiorto act withina reasonable period of
time shall constitute an affirmation of the action taken by the
Appointing Authority. (AddedOctober 1, 2010

In accordance with the policies set forthRale X11182.6, the
Commission shall take one of the following actions in
rendering decisions on appeal§Redesignated from Rule
X1181.4 and amended effective Octobe20;10)

1.

Determine that the action of tiAg@pointing Authority
was taken for just cause and affirm the action
(Redesignated from Rule XIIlI81.4.A and amended
effective October 1, 2010)

Modify the disciplinary action taken by tAgpointing
Authority and immsea greater or lesser disciplinary
action as deemed appropriate under the circumstances
and can direct a suspension without pay for a given
period, which in no event shall exceed six (6) months
(Redesignated from Rule XIli81.4.B and amended
effective October 1, 2010)

Set aside the action of thgpointing Authority and
order it toreinstatehe employeand restoreall salary,
benefits and rights losas a result of the action
(Redesignated from Rule XIlI§1.4.Bnd amended
effectiveOctober 1, 2010)

The interim of time during which the employee is
absent prior to reinstatement will always be deducted
from total service unless back wages are paid or unless
otherwise decidedybthe Commissior{Redesignated
from Rule XIII81.4.B and amended effective October
1, 2010) or
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5. Any and all actions equitable and just under these
Rules.(Added October 1, 2010)

C. A tie vote shall be construed as a failure ofghgty bearing the
burdenof proofas required by these Rules. In such a case, the
party failing to satisfy the burden of proof in a convincing
manner necessarily fails to support its/his contentions.
(Redesignated from Rule 1181.6 and amended effeCtoteber
1, 2010

D. Within seven (7) calendar days, excluding holidays, after the
Commissiorhas rendered a decision on an appeal pursuant to
Rule XIII83, the Director shall mail bgertified mail return
receipt requesteghdregular mail a notice of tteommissiod s
decision to the employee/appellant and to Ampointing
Authority, through their counsels of record if they are
represented by counsel, stating the final action of the
Commissiooon t he appell antdos appeal
the following form:(AddedOctober 1, 2010

fiYou are hereby notified that after hearing the appeal of
(appell antdos name), bearing Appe,
Alexandria Civil Service Commission of the City of Alexandria

voted (give the vote) toQommissiod s d e cYiosshawen ) .

thirty (30) calendar days from the date of your receipthis

notice in which to file a suit
decision in the 9 Judicial District Court in Rapides Parish.

Members of the Commission and employees of the Civil

Service Department anot allowed to give legal advice. If you

need legal advi please contact an attorney.

E. Appeal of Commission Decision(Redesignated from
XI1181.4.C and amended effective Octolie201Q

The employee and/or thgppointing Authority shall have the

right to appeal th&€ommissiod s deci st Judicialt o t he
District Court for the Parish of Rapides, Louisiana. The
procedure foappealing a ruling of theommissiorto the court

is as follows:

1. The party wishing to appeal t|
shall proceed by filing a petition with th& Judicial
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District Court seeking a review of the decision of the

Commissiorand stating the reasons in support thereof.
Such petition must be filed no later than thirty (30)

calendar days from the date of receipt of notice of the
Co mmi s decison.o s

2. The party appealing the ruling, whether such party is
the employee or th&ppointing Authority, shall appear
as the plaintiff in the petition, and the other party shall
be named as the defendant. The defendant shall be
served with the appeal petition and citation as required
by law.

3. TheCommissiorshall not be a party to anpjgeal, and
if it is named as a party in the appeal, it shall be
summarily dismissed upon motion of the employee, the
Appointing Authority, or the court on its own motion.

4. After a petition for review of th€ommissio®d s r ul i ng
has been filed, any party the action may request that
the record of the proceedings be filed with the Court.
All requests shall be made in writing to the Director and
shall include the caption and docket number of the suit.
Within thirty (30) days after receipt of the written
request, the Director shall forward a certified copy of
all documentsn file with theCommissiorto the @urt.
The Director shall notify all parties of the filing of the
record.

5. Any party may request in writing, a duplicate copy of
the Commissiod s t ardirg ofrtree roceedings.
Within thirty (30) days after receipt of the written
request, the Director shall provide the requesting party
with a duplicate tape recording of the hearing.

6. The Court shall be limited to its review of the findings
of the Commissionto testimony, documents, and
exhibits placed into evidence at the hearing before the
Commission as well as the written findings of the
Commission The Court shall not permit the
introduction of new evidence on appeal of the
Commissio®d s fgs. ndi n

7. The Courtés ruling on appeal
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determination of whether thE o mmi ssi ond6s f ac
findings were clearly wrong or manifestly erroneous

Further the District Court cannot modify the
Commse si onb6s dec.ibirarp caprtionsl e s s it
or characterized by an abuse of discretion.

8. The Commissionshall have no legal interest in the
outcome of an appeal. T@®mmissiorshall have no
duty or responsibility to support or defend its decision
and ruling on an appeal.

RULE XIIl § 4 INVESTIGATIONS (Amended October 1, 2010)

To enable the Commission to enforce the provisions of the Civil
Service Law and the Rules, the Commission may investigate conduct
asserted to be in violation there@iddedOctober 1, 2010

When after a publignvestigative hearing, a classified employee is
found to have violated the Civil Service Law or the Rules, the
Commission may order him suspended, demoted, discharged, or
otherwise disciplinedAddedOctober 1, 2010

XI184.1 Request for InvestigatioffddedOctober 1, 2010

A. Any person who suspects that there has been a violation of the
Civil Service Law or Rules may file a request for investigation
with the Director.

B. A request for investigation must be in writing and may not be
combined with any o#tr matter filed with the Director. It
should be clearly identified as a request for investigation;
provide the name, mailing address, and daytime telephone
number of the person filing the request; and describe the
conduct to be investigated in as muchadets is available to
the person filing the request.

C. A request for investigation shalbtbe a public recordnd shalll
remain confidential until such time the matter warrants a
Commission hearing.
X11184.2 Investigations By the DirectgAmendedOctober 1, 2010
A. The Director may, on his own initiative, investigate any

suspected violation of the Civil Service Law or Rules and shall
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conductanyinvestigation as ordered by the Commission.

B. Upon receipt of a request for investigation, the Directdni®r
designee shall conduct such investigation as he deems
warranted based on the information contained in the request for
investigation.

C. Following an investigation, the Director may request the
Appointing Authority totake corrective action, and/provide
special reportsor may file a formal complaint to the
Commissiorunder Rule No. XI1184.3.

D. Corrective actioy the Appointing Authoritynay include, but
not limited to, rescinding an action and associated
compensation, and the effecting of back pay and benefits to an
employee.

E. Corrective actiorby the Appointing Authoritywhich reduces
an employeeds pay, | owesutssn an
loss of permanent status, or nullifies an appointment, shall not
become effective until the employee has been given notice of
the reason for action, and a reasonable opportunity to respond.

X1184.3 FormalComplaintsAddedOctober 1, 2010

A. Any person who asserts that there has been a violation of the
Civil Service Law or Rules may file formebmplaintswith the
Commission.

B. Formalcomplaintsshall be clearly identified as such, may not

be combined with any other matter filed with the Diredor
the Commission and must:

1. be in writing;

2. contain the name, mailing address, and daytime
telephone number of the person filing the charges,
hereinafter the complainant, and of his attorney, if any;

3. contain the name and mailing address of each person
who is charged with comitting a violation, hereinafter
a respondent;

4, identify which provisions of the Civil Service Law
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and/or Rule was violated;

5. describe, in sufficient detail to enable the respondent to
prepare a defense, the conduct that violatedCiki
Service Law and/or Rule;

6. describe, in detail, the facts which led the complainant
to conclude that a violation occurred;

7. state what action the complainant wants the
Commission to take as a result of the investigation; and

8. describe what evidencéd complainant has to prove
the charges.

C. When formalcomplaintsare filed by someone other than the
Director, the Director shall be given an opportunity to join as a
complainant.

D. Formalcomplaintsshallnotbe a public recorend shall remain
confidentialuntil such time the matter warrants a Commission
hearing.

X1184.4 Commission Action on Form&omplaintsAddedOctober 1, 2010

A. Each filing which purports formalcomplaints shall be
deliberated by the Commission inexecutive session.
Thereafter, in its sole discretion, the Commission may take any
action as it deems appropriate, including any of the following:

1. decline to investigate the matter aedder a summary
disposition in accordance with Rule XIIl 84.11,

2. order the Directoor an independent investigatto
conduct an investigation and to submit a report thereon;
and/or

3. order a public hearing on some or all of the charges.

B. Written notice of the Commi

the complainant.

XI184.5 Docketing ofPublic InvestigationgAddedOctober 1, 2010
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Upon the Commission orderiraypublic hearing, theomplaintshall

be docketed and the case shall become a public record. Copies of the
complaintand t he Commi s she mailédsto eachd e r s h.
complainant, each respondent, andApgointing Authority. Notice

to counsel of record shall constitute notice to the party he represents.

XIl184.6 Notice to Partie¢AddedOctober 1, 2010
A. The parties to a public investigation are tbeplainant(s) and
the respondent(s)A r e s p o n d etménbhead chayha
made a party upon the department

B. Notice shall be giverto all counsel of record and to all
unrepresented parties. Notice to counsel of recirall
constitute notice to the party he represents.

X11184.7 Consolidation of Public Investigatiof&ddedOctober 1, 2010
Two or more public investigations involving common issues of law or
fact or two or more public investigations involving the same partie
may be consolidated for hearing.

X11184.8 Notice of HearinggAddedOctober 1, 2010
Written notice of the time and place for a public hearing shall be mailed
to the parties at least thirty (30) days before the date of the hearing.
With the consent dhe parties, this notice and delay may be waived.

XI184.9 Commission Action After HearinfAddedOctober 1, 2010
If the Commission determines that the complaint is valid, it is
empowered to suspend or demote said employee, reduce hisosalary
wages, or take other disciplinary action that is proper and advisable, up
to and including termination. (Redesignated part, from Rule
XIV81.9 and amendedffectiveOctober 12010

X11184.10 Continuance of Hearing&ddedOctober 1, 2010

A public hearing may be continued by the Commisganits own
motion or by the Commissigits Chairman or the Director:

A. for good cause shown;

B. by consent of all parties; or
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C. if it is not reached for hearing.
X1184.11 Summary Disposition (AddeQ@ctober 12010

A. At any point of the complaint procesketCommission, on its
own motion or on motion of a party, may summarily dispose of
the matteunder Rule No. XII18.14B, Rule XIlI84.15A, or
on any of the following grounds:

1. that thealleged miscondugcewen if proved, would not
constitute a violation of th€ivil Service Law or the
Rules;

2. that thealleged miscondudtas not been described in
sufficient detail to enable the respondent to prepare a
defense;

3. that the facts asserted to support the conclusiaha
violation occurred, even if proved, do not support the
conclusion;

4, that the mattein the complainhas become moot;

5. that the complainant has already been afforded an

opportunity to prove the same charges in an appeal
hearing or in another publicvestigative hearingyr

6. that the complainant has tdl to bear his burden of
proof.
B. A party may move for summary disposition orally at the public

hearing or in writing any time before the Commission renders
its final decision in the case.

C. When the Commission summarily disposes abmplaint it
shall render a decision in accordance with Rule XI1g

X11184.12 Withdrawal ofComplaint(AddedOctober 1, 2010
A. With the approval of the Commission, tbemplaintmay be
withdrawn uponthecop | ai nant 6s written req

the date of the public hearing o
request made at the hearing.
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B.

With the approval of the Commission, the parties may settle
complaintand the settlement shall constitute a final digfosi

X11184.13 Amendment ofComplaint(AddedOctober 1, 2010

A.

The complaint may be amended or supplemented by the
Director or another partyupon written motion of the
complainant andpproval of the Commission

The respondent shalbe notified of any amended or
supplementatomplaintto be investigated and shall be given a
reasonable opportunity to prepare his defense against the
amended complaint

X11184.14 Procedure for Hearing&ddedOctober 1, 2010

A.

B.

The burden of proof, as to tfats, shall be on the complainant.

The Commission may require the complainant to give his
sworn testimony before hearing any witnesses and, if the
Commission finds from such testimony that there is no just or
legal ground to support the charges, it rdagline to hear or
consider any other evidence and dismiss the investigation.

If the investigation is not dismissed under subsection (B), the
Commission shall allow the complainant to present such
evidence as is relevant to the charges.

The chargeagainst a respondent shall not be accepted as prima
facie true. Evidence shall not be received from the complainant
to supplement or enlarge the charges except as approved under
Rule XIlI84.13 The respondent may rebut any proof offered

by the complainarin support of the charges.

The provisions of Rule No XIl181.5.G and XIlI§82.4 are
hereby applicabletpublic hearings, except where they may be
in conflict, whereby this section shdikttate

X11184.15 Failureof Parties to Appear at Hearing (Add@dtober 1, 2010

A.

If the complainant, without having been granted a continuance,
IS neither present nor represented at the place and time fixed for
a public investigative hearing, the Commission may order the
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investigation dismissed.

B. If a respondent, without having been granted a continuance, is
neither present neepresented at the place and time fixed for a
public investigative hearing, he may be deemed to have waived
his appearance and testimony may be taken in his absence with
thesame effect as if he were present.

X11184.16 Attorney Fees (Adde@ctober 1, 2010

When a complainant does not bear his burden of proving the charge(s)

and the Commission finds there is no reasonable basis for the
complaint, the Commissionmayorderhinro pay reasonabl e ¢
fees in an amount not to exceed $1,500 per respondent.

XI11184.17 Decisions (Addedctober 1, 2010

After concluding a public investigative hearing, the Commission shall
renderfindings of fact an@ decisionwhich will be educed to writing

The Commi ssionds decision shall be -
and within seven (7) calendar days, the Director shall mail a copy of

the decision to the parties.

RULE XIII 8 5 WHISTLEBLOWER PROTECTION (Added October 1, 2010

XI11185.1 Reprisal Prohibited
TheAppointingAuthority or any designee tfie AppointingAuthority
shall not engage in reprisal against an employee for disclosing a
violation or suspected violation of any of the following:

A. a state or federal law;

B. a lawful regulation orule promulgated by the @i or other
subdivision of the tate of Louisiana; or

C. the Qvil ServiceLaw orRules adopted by the Alexandria Civil
Service Commission through its ruteaking process as
provided under Act 390.
X1185.2  Reprisal Prohibited
An employee who discloses, or who is known by &mpointing

Authority to have indicated an intent to disclose, violations or
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suspected violations are protected by this Rule, unless the employee
knew the disclosure was false. This protection extends to an employee
who patrticipates in, or who was known by fgointing Authority to

have indicated an intent to participate in,aurt proceeding or an
investigation, hearing, or inquiry conducted by a public body.

X11185.3 Forms of Reprisal

Reprisal includes actions such as discharge or disciplinary actions,
threats of discipline, denial of permanent status to probationary
employees, negative performance evaluations or comments therein, or
arbitrary and capricious changes in the conditions of employment.

XI11185.4 Right of Appeal

Any employee who alleges that he has suffered reprisals prohibited
under this section of the Rules including, but not limited to discharge
or other disciplinary actions, threats of discipline, denial of permanent
status to probationary employees, neggiedormance evaluations or
comments therein, or arbitrary and capricious changes in the conditions
of employment shall have the right of appeal to @@mmission
adhering to Rule No. XIII81.

XI11185.5 Burden of Proof
An appellant who files an appeal bdsan allegations of reprisal as
prohibited under this section of the Rules shall bear the burden of proof
either through first or indirect evidence.

X11185.6 Making False Disclosures
A determination by th€ommissiorthat an employee has knowingly
made or intended to make a false disclosure shall be grounds for

dismissal of appeal and may be grounds for further disciplinary action
by theAppointing Authority.
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RULE XIV

POLITICAL ACTIVITIES

RULE XIV §1 PROHIBITED POLITICAL ACTIVITIES _ (AmendedOctober 1,
2010

XIV81.1 Repealedctober 1, 2010

XIV81.2 No person shall be appointed or promoted to, or demoted or dismissed
from, any position in the City classified service, or in any way favored
or discriminated againstith respect to employment in the classified
service because of his political opinions affiliations. (Amended
October 1, 2010

XIV81.3 No person in the classified service shall, directly or indirectly, pay
give, render, or offeany contribution, assessment, subscription, or
donation to any political party offering candidates for elected
government office at any timand no person shall solicit any such
contribution, assessment, subscription, or donatomny political
party from any employee in the classified service or member of the
Commission at any timeThis prohibition shall incide attendance at
fundr ai sing activities where the cl as:
admission(AmendedOctober 1, 2010

XIV81.4 Repealedctober 1, 2010

XIV81.5 No person shall, directly or indirectly, give, render, pay, offer, solicit
or acceptany money, service or other valuable considerationrfon
account of any appointment, proposed appointment, promotion or
proposed promotion to, or any advantage in a position in the classified
service of the City(AmendedOctober 1, 2010

XIV81.6 No Appointing Authority, or agent or deputy thereof, or supervisor of
any employee, shall, directly or indirectly, demote, suspend, discharge,
or otherwise discipline or threaten to demote, suspend, discharge, or
otherwise discipline any person in the slfisd civil service of the City
for the purpose of influencing his vote, support, or other political
activity in any election; andhe Appointing Authority, or agent or
deputy thereof, shathot use his official authority or influence, by
threats, promise or other means, directly or indirectly, to punish or
coerce the political action of any employee in the classified service of
the City.(AmendedOctober 1, 2010
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XIV81.7 No employee in the classified service of the City, and no member of
the City Civil Service Commission shall be a member of any national,
state, or local committee of a political padifering candidates for
political office, or an officer or member afcommittee of any factional,
or political club or organizationoffering candidates of elected
government officepr becomea candidate for nomination or election
to any public officeat any time. (Redesignated part,asXIV81.12
effectiveOctober 12010

XIV81.8 No person elected to public office shall, while serving in flebtive
office, be appointed to or hold any position in the classified service of
the City.

XIV81.9 (Redesignatetb RuleXIll § 4 effectiveOctober 1, 2010

XIV81.10 No employee of the classified service or member of the Commission
shall, directly or mdirectly, attempt to influence the vote of fellow
employees, the public, or other voter with resgecani ndi vi dual 0s
candidacy for elected government offid®it may express personal
opinions of candidates in private conversatigdded October 1,
2010)

XIV81.11 No person may directly or indirectly, attempt to influence the vote of
any employee in the classified service or member of the Commission
by any means, ei ther in support or
candidacy for elected government officeiring the working hours of
said employee or hours of service of said men{BetdedOctober 1,
2010

XIV81.12 No employee in the classified service shatl any timemake any
political speech or public political statemeint supportof or in
opposition toon behalf of any candidate, faction, or padyelected
official, as a part of any political campaign, for the nomination or
election of public officers, or shall take any part in the management or
affairs of any political faction oparty or in any political campaign,
except to exercise his right as a citizen to express his opinion privately,
to serve as a commissioner or official watcher at the polls in any
election, and to cast his vote for whom he pleases. (Redesignated from
RuleXIV 81.7 effectiveOctober 1, 2010(Amended January 19, 2017)

XIV81.13 No person employed in the classified service or member of the

Commission shall directly or indirectly solicit or accept money, goods,
services or any other thing of value in suppdrbioopposition to an
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individual 6s candi dacy,afanytimel ect ed
(AddedOctober 1, 2010

XIV81.14 No person may promise employment, a pay raise, promotion, or other
benefit of employment in the classified service to any gilkeson in
an attempt, directly or indirectly, to induce support of or opposition to
an i ndi vidual 6s candi da c yAddedo r el ec
October 1, 2010

XIV81.15 A classified employee muysat all times, (1)avoid the actuapublic
supportor oppositionof a candidate, party, or facticend(2) avoid the
appearance of giving such suppairtopposition (AddedOctober 1,
2010 (Amended January 19, 2017)

XIV§1.16 In cases where an employee is personally served with a lawful
subpoena or order by a court of competent jurisdiction or officer of the
court, he or she shall testify as to facts, not opinionkgss otherwise
ordered by the courfertinent to the emploge6s s pec-i ali zed
related knowledge and to records routinely maintained by the employee
for the City of Alexandria(AddedOctober 1, 2010

RULE XIV § 2 CLASSIFIED SPOUSE OF POLITICAL CANDIDATE (Added
October 1, 2010

When the spouse of a classifietiployee is a candidate for election to

a public office, the employeedbds par:
A. An employee who is thepouse of a candidate may:
1. Appear in a photograph witthe spouse who is a

candidate for elected office;

2. Serveasahosthostess n t he domeWwheryeeds
thespouse who is a candidate for election has a party at
theirhome in supportdhes poused6s candi dacy
employee may not take an active part in soliciting
campaign contributions;

3. Attend a fundraiser or bér political or social event
with the spouse, and support the campaign, short of
soliciting contributions, while in attendanad the
fundraiser or social event; and
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4, Allow community funds to be used to support the

campaign.
B. An employee who is the spouska candidate may not:
1. Place a bumper sticker supporting the spouse on the

vehicle that the employee usually drives;

2. Wear, use, display or distribute fliers, handbills, tee
shirts, hats, stickers, pins, fans, water bottles, or any
other material suppting the spouse, unless the
employee is with the spouse at a political or social
event;

3. Solicit contributions, whether the employee is with the
spouse or not;

4, Personally sell anything, including food, at any function
that supportthes pouseds campai gn;

5. Participate in any activity supportinthe s pouse s
campaign while at work or on duty.

RULE XIV § 3 TO WHOM PROHIBITIONS APPLY (Added October 1, 2010

XIV83.1 The prohibitions of Rule XIV apply to all current classified City
employees, including thosm approved leave with or without

pay.

XIV§3.2 A classified employee serving in an unclassified position as
authorized by the Commission is also restricted frine
political activitiesof Rule XIV.

RULE XIV § 4 REPORT OF VIOLATIONS (Added October 1, 20D)

It shall be the duty of any employee, city official, or citizen to report

promptly any violation of the provisions of this Rule to the Director,

whose duty it shall be to adhere to the provisions of Rule X11184.
RULE XIV 8 5 COMMISSION ACTION (Added October 1, 2010

The Commission shall adhere to the provisions of Rule X#I84.
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RULE XIV § 6 QUESTIONS (Added October 1, 2010

Should an employee @ questions pertaining to theilé governing

political activity or require clarificatiomje is to contact the Director
for clarification and answers.
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RULE XV

STATE RULES TO GOVERN

RULE XV § 1 Any points not covered in these Rules, that should arise, will be
governed by the Rules and Regulations of the Louisiana State
Department of Civil Service if they are covered therein.
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RULE XVI

NEPOTISM
(Adopted 12/19/90)

RULE XVI§1 PURPOSE (Amended December 16, 2015)
Repealed October 1, 2010

No applicant or employee may be appointed, transferred, promoted,
reassigned or demoted or otherwise employed in a position if such
action results in their having supervisory responsibilities for an
immediate family member.

Supervisory responsibilitiefor purposes of this rule only means
scheduling, assigning resources, training, evaluating performance,
approving time and attendance, assigning work and assuring
productivity, or having substantial input into these decisions.

Immediate family for purp@s of this rule only means relationship by
blood, marriage, adoption including the following: spouse, siblings,
children, parents, grandparents, aunts, uncles, nieces, nephews, first
cousins, guardians, wards, step, half addwrelations of those listl.

Repealed December 16, 2015

Repealed December 16, 2015
Repealed December 16, 2015

RULE XVI § 2 RESPONSIBILITIES (Added October 1, 2010)

A. Applicant Responsibility

The applicant must truthfully complete the Nepotism Request

form and return it witthis completed application. During the

recruitment process and at the time an offer for employment is

made for a position, it is the apg
Civil Service of any life changes or household change that may

impact his previous sponse to the Nepotism Request form.

B. Empl oyeebdbs Responsibility

Employees who marry, establish a close personal relationship,
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or move into the household of another employee may continue
employment as long as it does not result in the situations
outlinedin XVI 8 1. The employee must immediately report to
his department head any life change or change in residence that
Is or may be in direct conflict with this Rule.

C. Depart ment Headds Responsibility

Upon learning of a conflict or potential conflict withg Rule,
the department head will report the matter to the Human
Resources Director.

D. Human Resources Directords Respo

Upon notification of a conflict of this Rule, the Human

Resources Director will have the affected employee(s)

complete an emplyment application and forward same to the

Civil Service Director to place the employee on the appropriate

empl oyment | ist for vacancies wi:"

If attempts to find a suitable position within the City are
unsuccessful, the choice of whahall terminate from City
employment rests with the affected employees.

E. Consequences of Failure To Report

1. An applicantédés failure to rep
being removed from the appropriate eligibility list, and,
if selected, may be terminatédm employment.

2. An empl oyeeds failure to rer
disciplinary action and the Appointing Authority shall
rectify the situation at the earliest practical time.

RULE XVI &8 3 STATUS OF EXISTING EMPLOYEES (Added October 1, 2010)
(Amended December 16, 2015)

Effective upon adoption of this Rule, all relatives presently working in
the abovdisted situations will be "grandfathered" into the system in
their current position, in their current department, iairtfcurrent
division. However, the Appointing Authority shall make every effort
to rectify at the earliest practical time any relationships in conflict with
Rule XVI.
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RULE NO. XVII

PERFORMANCE EVALUATIONS
(Added July 18, 2001)(Amended February 27, 2002)

RULE XVII § 1 ESTABLISHMENT OF EVALUATION SYSTEM

An employee in the classified service who has completed his@nth
probationary period as of May*'12002 shall receive an acrebs

board salary increase granted byAppointingAuthority and the City
Council. Each subsequent year hereafter, an employee shall be
evaluated by a form adopted by the Commission that is a statement or
description of obarvable conditions that define levels for each major
task or duty area.

RULE XVII § 2 REQUIRED COMPONENTS (Amended January 16, 2008)

Each department shall utilize a performance evaluation system
approved by the Commission, which shall consist offttlewing

components:

A. a performance planning form;

B. a performance evaluation form;

C. a five-level rating system; and

D. training materials approved by the Director.

RULE XVII § 3 RATING SUPERVISOR AND REVIEWER

XVI1183.1 A supervisory person designated beg ttepartment or division head
shall perform the rating. This rating supervisor or evaluator shall be in
the best position to observe and doc
A reviewer shall be a department head except where he is the rating
supervisor.Then the division head shall become the reviewer.

A. If an employee has worked for more than one supervisor in the
department since the last evaluation, the department head shall
determine who shall be the evaluator. If none of the supervisors
have adequat knowl edge of t he empl c
performance, the department head shall obtain information
from each supervisor and evaluate the employee. (Added
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January 16, 2008)

B. If an employee worked for more than one department since the
last evaluation, thedepartment for which the employee
currently works shall be responsible for evaluating the
empl oyeebs performance. The eva
performance I nformation from t
supervisor for consideration in completing the evatumati
(Added January 16, 2008)

XVII83.2 All rating supervisors and reviewers must complete an approved
training session on performance evaluation systems and must supervise
the employee being evaluated for a period not less than six (6) months,
with theexception of employees in their working test period.

RULEXVII§ 4  PERFORMANCE FACTORS TO BE RATED (Amended January
16, 2008)

XVI1184.1 Each employee shall be rated on the following performance factors:
Quantity of Work; Quality of Work; Work and Safdtiabits; Personal
Relationships; and Adaptability.

XVII84.2 Additionally, supervisory employees shall be rated on their supervisory
ability.

RULE XVII § 5 RATINGS (Amended January 16, 2008)
The standards of performance shall be five (5) levels:

A. Outstanding: All work performance is consistently above
standards for the position. A substantial part of the work
performance exceeds supervisory and management
expectations most of the time.

B. Very Good A substantial part of the work is well above the
standards of performance required for the position and all parts
of the performance are at least competent.

C. Competent This is the overall rating assigned when
empl oyeebs wor Kk perf or mance i s
somewhat above the standards of perfoweaequired for the
position. This is the performance expected from a trained and
qualified employee.
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D. Improvement NeededThis rating indicates that a significant
part of the work performance is below the standards of
performance for the position anthere is a reasonable
expectation that the employee will bring his/her performance
up to acceptable standards.

E. Unsatisfactory This rating is given when a substantial part of
the work performance is inadequate and inferior to the standard
of performanceequired for the position.

RULE XVII § 6 PERFORMANCE PLANNING SESSION

XVII§6.1 Four mont hs prior to the employeed
supervisor shall hold a meeting with the employee to discuss the factors
that will be covered in the performee evaluation, as well as the
performance that will be expected of the employee. The performance
planning form will be signed by both the rating supervisor and the
employee to document the meeting. (Amended January 16, 2008)

XVI1186.2 Thereafter, perforance planning sessions shall be conducted no later
than thirty (30) days after:

A. the appointment of a probationary employee;

B. the movement of an employee into a new job classification;
C. a change in the job description; and/or

D. a new rating supervisor.

RULE XVII § 7 RATING PROCESS (Amended January 16, 2008)

XVII§7.1 An annual performance evaluation shall be performed on the
anniversary date of each employee and shall be completed and returned
to the Human Resources Department no later than fifteendéls)
after the anniversary date.

XVI1187.2 The rating supervisor shall complete the performance evaluation form,
providing supporting statements and documentation for any overall

rating of AUnsatisfactoryo. The re
rating supervisor has completed it and before the ratings are discussed
with the employee. I f the reviewer

rating, the employee may be considered for demotion or termination
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XVII§7.3

RULE XVII § 8

RULE XVII 89

RULE XVII 810

RULE XVII § 11

and the proper disciplinary or termination paperwookipleted and
signed prior to discussing the ratings with the employee.

The rating supervisor shall discuss the ratings with the employee. The
employee and the rating supervisor shall sign the form and a copy given
to the employee.

RE-RATING (Amended January 16, 2008)

Empl oyees receivingoawnrifindmpsateéemémart
overall rating shall be reated in three (3) months from the date of the

| ast revi ew. | f the employee i s &
department head shall recommend the employee be demoted or
terminated and start the appropgigroceeding.

WHEN RATINGS OR RE -RATINGS BECOME OFFICIAL

The rating or reating shall become official when a copy of a signed
rating sheet has been given to the employee. No signed rating sheets
shall be altered or changed.

EMPLOYEEGS REFUSAL TO SI GN

An employee cannot prevent a rating ofragng from becoming
official by refusing to sign the performance planning session or
evaluation form. If an employee refuses to sign, the rating supervisor
shall note on the fom that the employee refused to sign and the date.

EFFECTS OF RATINGS (Amended January 16, 2008)

XVII§11.1An empl oyee receiving an overall n C

becomes eligible for promotion or salary increases. Additionally, the
employee is entitled to a salary increase provided in Rule No.
VI87.4.(AmendedOctober 1, 2010

XVII§11.2An employee reei vi ng an overall Al mpr ov

RULE XVII § 12

Y

AUnsatisfactoryo rating becomes i ne
i ncreases until he receives an over.

RECORDS OF SYSTEM

Originals of the completed performance evaluatowmfand reratings
shall be retained in eacHhumaanmpl oyee
Resource®epartment. Records of the ratings andatengs are not
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RULE XVII § 13

RULE XVII § 14

RULE XVII § 15

accessible to the public.

REVIEW OF RATINGS

If a permanent employee is dissatisididr reviewing his performance
evaluation rating, he may:

A. Present a written request to the division head for a review of his
rating within fifteen (15) calendar days from the date on his
performance evaluation form. This request must list the
specific Bctor rating(s) that are in dispute and an explanation
as to why he feels a higher rating was earned. The employee
should attach supporting documentation, if available.

B. The division head shall review t
with any supporting doeuentation. The division head may
render a decision based on the information provided or may
schedule a meeting at which the employee, the rating
supervisor, and any other persons the division head deems
appropriate may be heard.

C. No later than fifteen ()5calendar days after receiving the
empl oyeebds request, the division
a written notice of his decision regarding the rating.

D. The division head may designate another person to conduct the
review, as long as the person did natipgpate in the rating.

E. Failure by the division head or his designee to comply with this
section of theRule absent compelling reasons, shall be
considered as no rating for the employee and Section 15 of this
Ruleshall apply.

APPEAL OF RATINGS

A permanent employee after being reviewed by the division head or his
designee may appeal to the Commission within thirty (30) days after
receiving written notification from the division head. Rule Xl
regarding appeals, hearings, and investiga shall be adhered to.

EFFECTS OF ABSENCE OF RATING OR RE-RATING

An employee who is not rated orn&ed in accordance with tHrule
shall be considered as having a ACol
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RULE XVIII

RESPONSIBILITIES AND DUTIES

OF CIVIL SERVICE DEPARTMENT
(Added October 17, 2001)
RepealedOctober 1, 2010
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RULE XIX

RECORDS
(Added October 1, 2010

RULE XIX § 1 PAYROLL AND ATTENDANCE RECORDS_ (Added October
1, 2010

The Appointing Authority shall install and maintain a system of
payroll records such that each employee of the classified service is
identified by name, class title, pay range, and actual hourly rate of

pay.

A. Payment to individuals employed in the classified service is to
be madeaccording to the ratesertified by the Director and
upon signed statement by tiAg@pointing Authority, or his
delegated representative, of the hours worked and hours of
leave aiken which are eligible for pdyy the employee.

B. Any change in the employment status of any employee in the
classified service shall be immediately reported to the
Director on thePersonnel Status Change form or any other
form prescribedand subject taertification bythe Director.

C. In any case of empyonent of a person in violation of the
provisions of the Act or the Rules adoptibeére underthe
Director shall notify the officer responsible for payraliho
shall not issue an order for the payment of, and no officer shall
pay any compensation to therpon, upon the penalty of
personal liability for the sum or sums paid contrary to the
order of the Director

D. No person shall subsequently be removed from a payroll
except in accordance with the Rules.

E. The Director 0s appr opessobnnelo n

transactions shall constitute certification within the meaning
of this Rule.
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RULE XIX § 2 EMPLOYMENT LIST REQUISITION AND REPORT OF
APPOINTMENT (Added October 1, 2010

The Director shall prescribe a form for use by #epointing
Authority in reporting the intent to fill a vacancy, for certifying the
eligibles for appointment, and for reporting the appointment and
starting pay of a person.

A. The Director shall attest to the proper allocation of the subject
position on the form or allocatedposition if it is a new one.

B. The Appointing Authority shall report which person was
appointed and the rate at which he was hired on the form. In
cases of aboveminimum rate hiring, the Director shall be
notified by and indicate approval or lack thereafthe form.

C. No person may be placed on the payroll of the classified
service without having been certified and appointed in the
manner prescribed in this section.

RULE XIX 8§ 3 LEAVE RECORDS (Added October 1, 2010

The Appointing Authority shall instal and maintain a system of
recording leave earned, credited, accumulated and/or taken, which
shall identify each employee in the classified service, his title, and
annual leave earned, used, and unused; sick leave earned, used and
unused; and any other farof leave, with or without pay.

The Director shall prescribe the forms and procedures by which the
Appointing Authority shall transmit to the Department @ivil
Service notice of the leave taken by or granted to classified
employees.

RULE XIX § 4 EXAMINATION OF RECORDS (Added October 1, 2010

The Appointing Authority shall make available to the Director for
inspection any and all records of payroll, leave, classification and pay,
discipline, grievances, performance evaluations, and any other matter
involving employnent in the classified service. THgpointing
Authority, officials, and other personnel responsible for the creation,
maintenance, and approval of the aforementioned documents shall
cooperate with the Director in such examination.
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RULE XIX 8 5

XIX85.1

XI1X85.2

XIX85.3

RECORDS OF THE CIVIL SERVICE DEPARTMENT _ (Added
October 1, 2010

All applicants for employment subjetd the Rules adoptedhere
under as well as theAppointing Authority, and other offices or
agencies, shall prepare, forward, copy or otherwise submit to the
Director all documents necessary to initiate andintain files
attesting to the lawfulness of appointment, promotion, payment, and
all other personnel actions and status changes, according to
established procedure upon request.

Except as specifically provided in this Rule, the records of the

Department of Civil Service shall be public records and shall be open
to public inspection during office hours observed by the Department.
For reasons of public policy, the following records shall be held

confidential:

A. Examinations, examination materiaissts, and the results of
tests, performance, and similar materials relating to
examinations(Amended July 182018)

B. Confidential reports, applications for employment, and
investigationson the character, personality, and history of
employees or applicaémin the City service;

C. Medical report; and

D. Any other reports, materials, or documents designated as
confidential in these Rules.

An interested party thathas a particularizedinterest in the
appointment ofan employedo a classified positiomay submit a
written requesto the CommissionUpon demonstrating legitimate
purposefor the request, thEommission willinstruct the Director to
make available to the party information concerning the results of the
tests.
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RULE XX

ADDENDUMS TO THE RULES
(Added October 1, 2010

XX8 1 ADDENDUMS (Added October 1, 2010
Located in this section of the Rules are the following documents:
A. Pay Plan adopted lige Commission; and

B. Classification Plan adopted by the Commission
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