ORDINANCE HO. 121

AN ORDINANCE REPEALING ORDINANCE NO. 86, 89, and 90 AND ESTADRLISHING
ORDINANCE MNO. 131 AS THE CURRENT AND COMPLETE ORDINANCE PROVIDING

FOR THE ESTABLISHMENT OF PERSCNNEL RULES AND REGULATIONS, A GOMPENSATION
PLAN, AND A CLASSIFICATION PLAN AND TTS CODRDIFICATION WITHIN THE BETHEL
CODE OF ORDINANCES.

BE IT ORDAINED AND ENACTED BY THE CITY COUNCIL OF BETHEL, ALASKA, THAT
SECTION 2.48, PERSONNEL RULES AND REGULATIONS, EXCEPT FOR SECTIONS
2.48.070 (3), (4}, and (6); 2.50, CLASSIFICATION PLAN; AND 2.52,
COMPREHENSIVE PLAN FOR EMPLOYEES OF THE CITY OF BETHEL, BE ADDFTEDR.

..... . ./
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PV e i , 1982,

PASSED AND APPROVED:

{
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: ,LLLa4~«’
Jbab! GUINN, MAYOR

e

ATTEST:
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LG g Fid
L Y/ e t/_f)ff;-ff’,‘i:/.ai»{.{ .
WRYNE 7 MAIERS, CITY CLERK
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AMENDMENT #13
of
ORDINANCE NO. 131

AN AMENDMENT OF THE PERSONNEL RULES AND REGULATIONS ORDINANCE,
SECTION 2.48.070, WORKING HOURS, PAY RATES, BENEFITS, LEAVE,
PARAGRAPH 4 (OVERTIME); PARAGRAPH 6 (BENEFITS); PARAGRAPH 7a
(ANNUAL LEAVE FOR VACATION PURPOSES - AMOUNT).

BE IT ORDAINED BY THE CITY COUNCIL OF BETHEL, ALASKA, THAT THE
FOLLOWING PARAGRAPHS OF SECTION 2.48.070 OF THE BETHEL CODE OF
ORDINANCES ARE AMENDED TO READ AS FOLLOWS:

2.48.070(4) COMPENSATORY TIME

Compensatory time shall be granted in lieu of overtime pay to
employees who are required to work more than their normal work
week or on their day off. Compensatory time shall be credited
at one hour off for every hour earned only upon the prior ap-
proval of the Department Head.

The maximum allowable accumulation of compensatory time shall

be forty (40) hours. All compensatory time accumulated in ex-
cess of the allowable maximum shall be paid at a straight time
rate.

Compensatory time off shall be taken at such time as the employee
requests and the Department Head approves. Upon termination, the
Department Head shall grant payment at the regular hourly rate
for accrued compensatory time within the allowable limit of

forty (40) hours.

2.48.070(6) BENEFITS

Full-time and permanent part-time employees shall be provided
standard City health, dental, life insurance and retirement
benefits and shall receive Clty utility services for a monthly
fee of $35.00.

2.48.070(7a) ANNUAL LEAVE FOR VACATION PURPOSES

A full-time employee of the City of Bethel shall accrue annual
leave according to the following schedule:

YEARS OF SERVICE DAY (S) /MONTH

2 or less years 1.5 days/month
Z thru 5 years .75 days/month
S thru 10 years .00 days/month
10 thru 15 years .25 days/month
15 thru 20 years .50 days/month
20 or more years .75 days/month

[N G S S I ]




A permanent part-time employee shall accrue
according to the following schedule:

2 0or less vears .75
2 thru 5 vyears 1.00
5 thru 10 years 1.25
10 thru 15 vyears i.50
15 thru 20 vyears 1.75
20 or more years 2.00

EFFECTIVE DATE: OCTOBER 1, 1982Z.

"y
PASSED AND APPROVED THIS Zy%y/DAY OF

annual leave

days/month
days/month
days/month
days/month
days/month
days/month
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AMENDMENT #4
of
ORDINANCE NO. 131

AN AMENDMENT OF THE PERSONNEL RULES AND REGULATIONS ORDINANCE,
SECTION 2.48.030, PAY PLAN, PARAGRAPH 6, (MERIT REVIEW): PARA-
GRAPH 7, (CRITERIA FOR MERIT INCREASE); PARAGRAPH 8, (TIME OF
INCREASE); PARAGRAPH 9, (FINAL AUTHORITY).

BE IT ORDAINED BY THE CITY COUNCIL OF BETHEL, ALASKA, THAT THE

FOLLOWING PARAGRAPHS OF SECTION 2.48.030 OF THE BETHEL CODE OF
ORDINANCES KNOWN AS PAY PLAN ARF AMENDED TO READ AS FOLLOWS:

2.48.030(6) MERIT REVIEW

Each employee's performance shall be reviewed and evaluated
annually beginning with the first day of the month following
the anniversary date of employment.

2.48.030(7) CRITERIA FOR PAYMENT OF OUTSTANDING PERFORMANCE

Payment for outstanding performance shall depend upon the
employee's performance as appraised by the Department Head and
is not granted automatically but shall be granted only to out-
standing employees who consistently exceed the requirements of
the position. Employees shall have their performance evaluation
review annually.

Payments for outstanding performance must be earned and are not
granted as a matter of course. Payment for outstanding performance
shall be based upon objective evaluation of an employee's work
performance and recorded on a performance evaluation report in the
form of ratings and statements on the form highlighting the most
significant favorable and unfavorable factors. When the overall
evaluation shows a competent or higher rating and when it is

-shown that the employee has demonstrated outstanding service of

a progressively greater value to the City, a payment for out-
standing performance shall be approved.

2.48.030(8) TIME OF PAYMENT FOR _OUTSTANDING PERFORMANCE

Payment for outstanding performance shall be awarded after the
annual teview if warranted.

2.48.030(9) FINAL AUTHORITY

The Personnel Committee shall have final authority with respect
to approval or disapproval of all payments for outstanding per-
formance. The Personnel Committee shall recommend action after
receipt of the Performance Evaluation from thé Department Head.
On proposing outstanding performance pay for an employee whose
performance has been outstanding, the Department Head shall pre-
sent additional information in writing in conjunction with the
official employee evaluation form which substantiates that the
employee is rendering service substantially above the level of
proficiency normally expected of the incumbent of the position.




BE IT FURTHER ORDAINED THAT SECTION 2.48.130, ENTITLED PER-
FORMANCE EVALUATIONS, BE AMENDED TO READ AS FOLLOWS:

2.48.130 PERFORMANCE EVALUATIONS

Department Heads or their designees shall prepare a performance
evaluation on each employee under their jurisdiction. Perform-
ance evaluations are subject to appeal through the grievance
procedure. Such evaluation by the Department Heads or their
designees shall be initiated within thirty (30) days of the
conclusion of the employee's probationary period or the anni-
versary date of the employee's hire. Performance evaluations
shall be in writing and on the City's official employee evaluation
form. Any request for payment of outstanding performance pay
shall include a letter requesting such and stating why the em-
ployee should receive the payment. The evaluation shall be dis-
cussed in detail with the employee by the Department Head ot
Department Head designee.

e 7
PASSED AND APPROVED THIS ;57"‘727/// DAY OF {_Z{/ & , 1983.

QA

Jo?ﬁfﬁuinn,'Mayor

ATTEST:

j 7
///{/Z()/W//f// FAlz

Wayne /Mélers, City Clerk




AMENDMENT 3
to
ORDINANCE 131

AN AMENDMENT TO THE CITY OF BETHEL ORDINANCE ESTABLISHING
PERSONNEL RULES AND REGULATIONS,

BE IT ORDAINED BY THE CITY COUNCIL OF BETEEL, ALASKA THAT
CHAPTER 2,50, SECTION 2.5%0.020 AND CHAPTER 2.52, SECTION
2.52.020 ARE HEREBY AMENDED AS SHOWN BELOW:

2.50.020 CLASS CODES AND TITLES

The class codes and titles are summarized in the attached
schedule known as the Position Control Matrix. There are
fourteen {(14) ranges and nine (%) pay steps within each
range. There are a total of fifty-one (51) separate
positions in the Position Control Matrix.

2.52.020 SALARY SCHEPULE

The hourly and yearly salaries to be paid to City personnel
shall be reviewed at least annually and the hourly and

annual salary schedules adopted for the budget year shall he
incorporated into this section by ordinance amendment. These
salary schedules shall become a part of each annual budget
when adopted.

The current salary schedule, effective October 1, 1984, is
attached. The annual entry level salary (step one) for each
range is given below:

RANGE SALARY RANGE SALARY BANGE SALARY
00 $10,691 05 $24,939 %2 $§g'%2§
01 18,345 06 27,019 . '

: ! . 12 41,516
02 19,676 07 29,057 i VEPEL
03 21,272 08 31,262 '

04 23,046 09 33.612
PASSED AND APPROVED THIS ;z’// pay o A 4, / , 1984,

LAl

)jhn Guinn, Mayor “?

ATTEST: ‘—)éi/z”‘e Et L;L Jg
; £ &Je
) 4

Wayne/J,égaiers, City Clerk




AMENDMENT 4
TO

ORDINANCE 13

1~

BN AMDWDIENT TN TER CITY OF BLTHEL ORDIFHANCE ESTABLISAINC
P TS AND FEGULATIORS.

BT 7T ORDAINED BY TES CITY COUMCIL OF BETHEL, ALASGHA TiaT
CHAPTER 2.50, SECTION 2.50.020 (POSITION CONTROL MRATRIX;,
I6 RIENLDD BY ADDING TEE FOLLOWING POSITIONS WITHZIN TIE
RENGES A5 LISTEDR:

POSITION: TANGE .
rersonnel Technician 4
Receiving Clerk 4
Staff Attornev i1
x‘}/f ; e b
DRSSED AND APPROVED THIS .yo-Ld DAY O pbis A 3985,

7
aogseph Sullivan, Mayor

Wayne Jh,Laiers, City Clerk



RANGE
00

01

02

03

04

05

APPROVED CONTROL MATRIX
{as of April 22, 13985)

POSITION

* Cook's Helper
* Patrol Officer -~ Reserve
¥ Program Assistant:
Senior Center
Teen Center
* BSeasonal Unskilled lL.aborer

*  Attendant:
Laundry
River Patrol

*  Janitor

* Landfill Operator

Cook

Clerk~Typist

Driver. Transit
Semi-skilled Operator

¥ % %

* Program Aide:
Bowling Alley
Museum
Phillips Alcohel Treatment Center
Recreation Center
Senior Center
* (Clerk-Dispatcher

* Administrative Assistant
* Maintenance Mechanic, Vehicle
* Program Technician:
Accounting
Planning
* Receiving Clerk
*  Pergsonnel Technician
* Utility Driver:
Solid Waste
Water

* Animal Control Agent
* Driver:

Road Maintenance

Utility Services. Sanitation
Grader Operator
Maintenance Mechanic, Heavy Eguipment
Maintenance Worker. Building
Program Specialist. Recreation Center
Skilled Laborer

¥ % ¥ % ¥

nrOda




06

07

08

09

10

*  Captain:
Ambulance .
Dredge

Counselor. Substance Abuse

Patrol Corporal

Patrol Officer

Program Coordinator:
BASAP
Bowling Alley
Community Education
Museum
Recreation Center
River Patrol
Teen Center

*  Pumphouse Operator

* Purchasing Agent

* Fire Fighter

¥ ¥ % ¥

City Clerk
Planner. CzZM
Program Manager. Senior Center
Sergeant:
Investigator
Patrol
Supervisor, Utilities
* Trades Specialist:
Blectrical
Utilities
* Captain:
Fire Department

E I

b3

* Foreman:
Building Maintenance
Streets/Roads Maintence
Vehicle Maintenance

* Manager. Accounting

* Pplice Lieutenant

* Treatment Director

{NONE)

* Director. Planning
* Harbormaster

* Internal Auditor

* Personnel Officer



11

12

i3

Director:

Community Services

Phillips Alcohol Treatment Center
City Attorney

Director:
Business/Finance
Public Works
Palice Chief
Special Assistant. City Manager
Fire Chief

City Manager
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Sections:

2448.0190
248,020
2¢48.030
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PERSONNEL RULES

General Provisions
Classification Plan
Pay Plan
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Terminations
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Employee Development
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Equal Employment Opportunity
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2.48.010
1.

PERSONNEL RULES

General Provisions
Rules Adopted Generally

The Personnel Rules established by and adopted for the City are delineated
in the following sections.

Application - Authority

The Personnel Rules set forth shall be applicable to all employees of the
City to the extent of and according to the provisions herein set forth.
The authority and responsiblity for the personnel rules shall be vested
in the City Manager by and through the Personnel Department.

Rules Subordinate to State Law and Rules of Court

Notwithstanding any other provisions, the Personnel Rules will be subject
and subordinate to state statute and tawfully promulgated rules of court;
and in the event of conflict between the terms of these Personnel Rules
and any applicable state statute or rule or order of Court, the statute
or rule or order of court shall prevail.

Policies on Equal Employment Opportunities

A1l appointments to or persennel actions in connection with any position

or employee of the City shall be made or taken without regard to rece,
creed, color, sex, national origin, political affiliation, or group member-
ship. No guesticn, oral or written, shall be used to obtain information
concerning the political or religious beliefs of any applicant or employee.

Provided, however that in instances of initial hiring of new City employees
the fact that an applicant is an Alaska Native or other minority group
shall be one factor considered in favor of the applicant by the City in
making employment decisions. When the proportion of Alaska Natives or
other minority groups employed the City in positfons not requiring special-
ized training is approximately equivalent to the proportion of Alaska
Natives or other minority groups in Bethel labor force the fact that an
applicant is an Alaska Native or other minority group shall no Tonger be
considered by the City in making employment decisions. When the propor-
tion of the Alaska Natives or other minority groups employed by the City

in positions requiring specialized training is approximately equivaient

to the proportion of qualified Alaska Natives or other minority groups in the
the Bethel labor force fact that an applicant is an Alaska Native or

other minority group shall no longer be considered by the City in making
employment decisions.

Violation of Personnel Rules
Violation of any Personnel Rules shall be grounds for disciplinary action.

Employees who believe they have been unjustiy disciplined may file a
grievance in accordance with Section 2.48.100 of these Personnel Rules.

(1)



6o Amendment of Ruless

Amendments to these rules may be proposed by the City Manager
or designee to the City Council as required. All amendments
shall become effective upon adoption by the City Council or
on such date as the City Council shall designate.

7o Administrative Proceduress

The Personnel Department may recommend written administrative
procedures consistent with these rules to the City Councile
Such procedures shall be effective when approved by the City
Manager and Department Heads if such approval is prior to

the effective date of the administrative procedures being
placed on record with the City together with these rulesa. b gt
The administrative procedures shall be open for public in-
spection during scheduled office hourse.

o

Bs Definitionse - . _%

3 2 1Y
S iy i

The following terms wherever used in this section or other
sections of these personnel rules shall have the foltowing
meanings unless otherwise indicated or unless the context T
otherwise requires: e

a. Construction of Personnel Rules Langquage.

le The word "shall" is mandatory and not directorye

2. The word "may" is permissivea

3= The particular controls the generalas X

“s The text shall control when any difference of meaning
or implication between the text of these Personne} )
Rules and the captions of each section occurse f

5. Words used in the present tense include the future Lo
unless the text clearly indicates the contrary. Any S
words used in the singular number include the plural

and any words used in the plural include the singular
unless the context clearly indicates the contrarya

b Oefinition of Personnel Rules Termse ;

lo YAdvancement" means a salary increase within the
limits of a pay range.

(2)




3.

10«

Ile

12a

13.

wanniversary date" means the date of an initial
appointment of an employee to a permanent position
with the Citys

"aAppeal ™ means the questioning of a decision or any
alleged grievance initiated and submitted Dy an em-
ployee to a2 higher authoritye.

waApplicant" means a person who has filed @ completed
application for employment with the Citye

"Appointing power" means the official who possesses
the final authority to make an appointment to a

positione.

wapppointment" means the placing of a person in a
position on a full-times part-time, or temporary
baSiSun

"Cityy service of”" means all positions and all de-
partments of the Citye.

“Classification" means the determination of the
proposed pay range of a position based on the duties
per formeds authority and responsibilities exerciseds
and the pay range of comparable responsibilitiese.

"Compensation® means salarys wage», allowances and all
other forms of monetary consideration earned by or
paid to any employee for service in any positione.

"Compensatory time" means time off from work in-lieu-
of overtime workede

"Demotion® means movement of an employee from one pay
range or pay step within a range to ancther pay range
or pay step within a range having a lower paye

BREAEA

"Discharge" means involuntary separation for cause of
any person from employment with the City.

"Disciplinary action” means effective procedures
taken by the City Councils Mayors City Managery
Department Heady oOr designee against any employee for
causey includingy but not limited to: counselingy
reprimandy suspensions demotions transfers reassign-
menty or discharge.

o




l4.

15

l6.

17.

1B.

19,

20

21la

220

23a

"Emergency overtime" means required hours worked be-
yond a normal working day or days worked which are
normally scheduled as days off as a result of situa-
tions and/or circumstances which have arisen and are
considered crucial to the continuation of the health
and general welfare of the citizens of the Citya

"Employee" means any individual employed by the Citya
This includes part-time employees who are sup ject to
the Personnel Rules, ;

“"Immediate family" means the employee®s spouses
childreny mothers father, mother~in-laws father-in-
laws brothers or sisterss It also includes other
fémi]y members who reside permanently with the em~
ployee.

"Layoff" means removal of an employee from active
work status for reasons beyond his/her control that.
does not reflect discredit on his/her services and
where certain reinstatement rights existe

"Overtime" means authorized time worked by an employ--

ee in excess of his/her normal workweeks

"Permanent part-time employee" means an employee who
is employed for less than the regular number of work=-
ing hours on a continuous basis.

"Permanent part-time
quiring the services
regqular work week on

"Full-time employee"
normal working hours

position" means a position re-
of an emptoyee for less than a
a continuous basise.

means an employee who works the
not less than forty (40} hours

per weeks

"Temporary employee" means an employee appointed on
a temporary or interim basis to a position for a
limited period not to exceed six {6) montfhs or 1.:040
regular hours of employment in any given calendar
Year. A temporary employee is not eligible for em-
ployee benefitsa ' ¢

"Pay range" means the minimums standards intermed-
tate and maximum rates of pay established for each
class of positionek

(%)




?4. "Personnel (ommittee'" means the committee authorized
and responsible for the Personnel Rules of the City.
Such committee shall be composed of at least three
(3) members which includes but is not limited to the
City manager or designee and two (2) City Council
member representatives appointed by the Mayor.

25. "Personnel Rules" means an official empioyment system
or part thereof established by the City Council.

26. "Personnel Department” means the Administrative De- -~ . o
partment established by the City Manager for the }*J e
purpose of supervision and implementation of these BT
Personnel Rulese.

2T "promotion" means the movement of an employee other
than by reclassification from a lower pay range to a
higher pay range.

i 28. "Step or Paystep" means one of the pay levels within
the pay range for each classification.

29, "Suspension®" means the temporary separation without
pay of a City employee for disciplinary purposes. N

, 30. "Termination®" means permanent separation of an em-
. ployee from the City emplioyment records resulting
from deaths discharges layoffs or resignation.

31« "Transfer"™ means lateral movement from one position
to another in the same or parallel class at the sane
range without any break in services

(5)




2+48,020 CLASSIFICATION PLAN

la

3a

4e

Maintenance of Plan.

The City Manager or designee may annually direct the initia-
tion of a study of the duties and responsibilities of all
positions within the City. After consultation with Depart-
ment Heads and the Personnel Department s he may make recom-
mendations to the City Council for amentment to appropriate
City ordinances with regard to existing classifications of
City employees and/or the need for new or additional proposed
amendments to the employee classification or stepss salary
rangesy dutiess responsibilitys authoritys and character of
work within the same classification. Subsequent amendments
to the appropriate ordinance shall be submitted whenever
factual information regarding the need for departmentsy data
describing an inordinate use of compensatory times or inform-
ation regarding the labor market of cities of similar poputa-
tion and studies thereodf indicate the necessity for changes
in the classification plan.

Placement Within Positions.

Positions of the City shall fall within the Classification
Plan adopted by the City Council by ordinance. Final
determination with respect to placement of employees in pay
stepss pay rangessy classificationsy and reclassification shall
be made by the Personnel Department unless provided by other
regulations or provisions established by the City Councila.

New Positionse

No one shall be employed by the City to fill a position with-
in any classification or pay range that is not included in
the appropriate City ordinance until the ordinance has been
officially amended to cover such classification or pay rangee

Reclassification. ' -

Where the duties or the responsibilities of a position have
materially changed and reclassification of a position appears
warranteds requests for such reclassification shall be sub-
mitted in writing by either the employee through the approp-
riate Department Head or by the Department Head to the
Personnel Department. The Personnel Department shall eval-
uate the request and forward its with their findings and
recommendationsy to the Personnel Committee who shall make

(6) " .




Sy

the final determination regarding the appropriate classifi-
cation in accordance with Section 2.48.020y Paragraph 2.

No classification shall be proposed or effected for the
purpose of avoiding restrictions concerning demotions or
promotionss

(1)




2e48.030

le

4a

S5e

Pay Plan
Basis of Pay Plan.

The term pay plan means salary schedules and all the various
ways by which salaries are adjustedy such as probationary and
promotional increases and demotional decreases. The pay plan
for the City shall be contained within the City*'s Compensa-
tion Plan adopted by the (ity Council by ordinances

Amendments to the Pay Plana

1

Amendments to any Pay Plan may be recommended to the City

Council and shall become effective upon Council approval. ff ;
The Personnel Department may conduct salary surveys to deter— .. ...

mine the prevailing rate for selected key classes. Such
surveys shall include the gathering of fringe benefit data
where feasible. Recommendations for range changess reclassi-
ficationss and amendments to the Pay Plan may be made to the
Council based upon results of these surveyse

Basis of Salary Rates.

Salary rates are based on full-time employment at normal
working hours for the respective class of positionse

Starting Rates on Initial Employment.

Original appointments to any position shall be made at the
entrance rate and advancement from the entrance rate to the
maximum rate within a salary range shall be by sucessive
step. Upon recommendation of the Department Heady, the
Personnel Department may approve initial compensation higher
than the minimum rate in the range for the class when the
needs of the service make such action necessarys provided
that any such exception is based on the outstanding and un-
usual character of the employee's experience and ability over
and above the qualification requirements specified for the
ctasss or that a critical shortage of applicants existsa

Such approval shall be made in writing prior to appointments.

Advancement After Probationary Periode

Upon satisfactory comclusion of the probationary period after
initial appointmenty the entrance satary of the employee may
be advanced one increment to the next higher step in the
salary range for the class to which his/her position is allo-
cateda.




?ina] Authority

Merit Review

Each employee's performance shall be reviewed and evaluated annually
beginning with the first day of the month following the anniversary
date of employment.

Criteria for Payment of Outstanding Performance

Payment for outstanding performance shall depend upon the employee’s
performance as appraised by the Department Head and is not granted auto-
matically but shall be granted only to outstanding employees who consis-
tently exceed the requirements of the position. Employees shalil have
their performance evaluation review annually.

Payments for outstanding performance must be earned and are not granted
as a matter of course. Payment for outstanding performance shall be
based upon objective evaluation of an employee's work performance and
recorded on a performance evaluation report in the form of ratings and
statements on the form highlighting the most significant favorable and
unfavorable factors. When the overall evaluation shows a competent or
higher rating and when it is shown that the employee has demonstrated
outstanding service of a progressively greater value to the City, a pay-
ment for outstanding performance shall be approved.

Time of Payment for Outstanding Performance

Payment for outstanding performance shall be awarded after the annual
review if warranted.

The Personnel Committee shall have final authority with respect to
approval or disapproval of all payments for outstanding performance.

The Personnel Committee shall recommend action after receipt of the
Performance Evaluation from the Department Head. On proposing outs
standing performance pay for an empioyee whose performance has been
outstanding, the Department Head shall present additional information

in writing in conjunction with the official employee evaluation form
which substantiates that the employee is rendering service substantially
above the level of proficiency normally expected of the incumbent of

the position.



248,040 Recruitment

la

2e

3.

4o

5a

Eligibility for Employment.

Applicants shall be eligible for employment with the City
when they possess the minimum qualifications as contained in
the specifications and are physically and mentally fit to
perform the duties of the positione.

Area for Lonsideratione

Individuals shall "be recruited from a geographical area suf-
ficiently broad to assure obtaining well-qualified candidates
for the position to be filled.

Announcement of Vacanciess

The Personnel Department with the assistance of the Depart-
ment Heads concernedy shall prepare official recruiting
notices using such public media as deemed appropriate to
reach prospective applicants for the positions to be filled,
All official recruiting notices and other publicity material
concerning position vacancies shall explicitly state that the
City is an equal opportunity employer.

Application Formse

Applications shall be submitted on forms prescribed by the
City. Such forms shall provide information covering train-
ings experiences references and such other data as is deemed
fhlecessarys The forms will be used to consider an applicant
for all positions in which their qualifications might be
properly used. All applications must be signed by the appli-
cant and indicate the date and time received by the City.

Disqualification of Applicants.

Applicants may be disqualified for consideration for employ-
ment when any of the following factors exist:

38s Applicant has failed to submit his/her application cor-
rectly or within the prescribed time 1imit.

b. Applicant is found to lack any of the minimum qualifica-
tions in the recruitment dnnouncement or examination for
the position.

(L1)




Applicant has demonstrated a lack of any of the minimum
qualifications in the recruitment announcement of exami-
nation for the position.

Applicant has made false statements or practiced decep-
tion in completing his/her application.
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2.4B.050
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2a

Examinatione
Nature and Type.

An examination for a position may be writtens oraly a
measurement of physical fitnesss or any combination thereof.
Examinaticns shall consist of material that tests fairly and
equally the capacity and fitness of an applicant to perform
effectively the duties of the position for which the examina-
tion was givens The necessity of an examination and the type
thereof shall be determined by the Department Head with the
advice of the Personnel Department. Development of written
tests shall be the joint responsibility of the Department P
Head and the Personnel Department. h

Promotional Examinatione

Whenever, in the opinion of the Department Heads and adequate
number of quatified candidates is available within the employ
of the Citysy a promotional examination may be used as a means
of assisting the Department Head and the Personnel Department
in selecting a qualified employee for promotion to fill the
vacancy. If an adequate number of qualified employeaes is not-
availables the Department Head shall request the assistance
of the Personnel Department in seeking additional applica-
tions from persons not in the employ of the City.
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Vacanciess Appointmentss Probationary Period.
Application to Fill Vacancies.

Whenever a job vacance occurs in any existing job classifica-
tion or as a result of the development or establishment of

a new job classificationy a notice of such a job opening
shall be posted on all bulletin boardss publicized in a news—
paper of general circulation in the Citys and/or publicized
in whatever additional ways seem appropriate for a minimum of
ten (10) working days for any job vacancy occurring in any
job classification.

A Department Head may appoint a temporary employee to fill a
vacant existing job classification for a period not to exceed
twenty (20) working dayss Said appointment shall not prevent
notice of the job opening being posted as stated hereine.

During this periods employees who wish to do so may apply for
the open position or job. The application shall be in writ~
ing and submitted to the Personnel Department. The City
retains the right to fill vacancies with the most qualified
applicant available. The applicant may be either an employee
currently in the service of the {ity or a candidate not
presently in the City's employ. Qualified employeessy now in
the service of the Citys shall be the first to be considereds.
In the event of two {2) or more applicants who are currently
City employees having egual gualifications,y apply to fill a
vacancys the employee with the Tongest continuous service
shall be selected to fill the vacancy or new classifications

Screening Applicantse

After preliminary screening of the applications received by
the Personnel Departmenty the top three (3) applicants shall
be referred to the Department Head who is responsible for
making the final decisions The Department Head shall inform
the Personnel Department of the names of the candidates re-
ceiving consideration so that they can make the appropriate
investigation of their references and.qualifications.

Appointments.

Should the Department Head reject all of the applicants
referred by the Personnel Department, then the Personnel
Department and the Department Head who is responsible for
making the final selectiony shall either repeat the process

1
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described in Section 2.48.060y or make a provisional appoint—-
ment from among those applicants referred to such Department
Head. 1In the event of a dispute regarding who should be se-
lecteds the matter shall be referred to the Personnel Com-
mittee. A majority vote of the members of the Personnel
Committee and Department Head who is responsiblie for making
the final selection at the time of appointment is finale

When an individual is selected for and has accepted an ap-
pointments he/she may be required to take a medical exami-
nation at the City®s expense to certify that hesshe is in
good health and is physically capable of performing the
duties of the position.

Once the applicant has been certifieds he/she shall report to
the Personnel Department before commencing wWorke

No fee shall be required to be paid for consideration or
selection for any position with the Cityo

Probationary Perioda

Each employee receiving an appointment to a position in the
classified service must serve a probationarfy period of six
(6) months before his/her appointment shall be considered
permanent. During the employee's six (6) month probationary
periods the employee's work habits, abilitijess attitudes and
other pertinent characteristics will be observed and evaluat-
ed by his/her Department Head. I[f the probationary employee
fails to meet required standards of performances he/she is to
be dismissed,

If at any time during the probationary period the probation-
ary employee’s Department Head determines that the services
such employee have been unsatisfactoryy the employee may be
separated from his/her position without the right of appeal
or a hearinge The Department Head shall notify the employee
in writing at least seven (7) calendar days before the ef-
fective date of separation of the reasons for the separationa
The Department Head may exercise the option of offering a
terminated employee five (5) working days severance pay in-
tieu~of retaining the employee beyond the notification of
termination date. If there is reason to believe the employee
may develop the ability to perform satisfactorily by the ex-
tension of the probationary periods the Department may grant
an extension not to exceed ninety (90) dayse
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During the probationary periody an employee is not eligible
for promotion or transfer.

At the end of the probationary periody the Department Head
shall complete a Performance Appraisaly using the City's
employee evaluation form and notify the probationary employee
in writing that either the employee has successfully complet—
ed his/her probationary period and is henceforth to be con-
sidered a regular employee with all the right and priviledges
due him/hers or that the empioyee has not demonstrated the
ability to perform satisfactorily and is to be separated from
municipal employment. :
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2.48.070  Working Hours, Pay Rates, Benefits, Leave
1. Work Week

A1l full-time employees of the City shall work a forty (40) hour work
week unless their duties and responsibilites are of such a nature to
warrant a work week based on a differential shift schedule.

2. Days Off

Full-time employees shall have two (2) specified days off per week. In
case of emergency, or where required for the performance of essential
public service, an employee may be required to work the days he/she is
normally off.

3. Compensatory Time

Compensatory time shall be granted in Tieu of overtime pay to employees
who are required to work more than their normal work week or on their
day off. Compensatory time shall be credited at one hour off for every
hour earned only upon the prior approval of the Department Head.

The maximum allowahie accumulation of compensatory time shall be forty
(40} hours. A1l compensatory time accumulated in excess of the allowable
maximum shall be paid at a straight time rate.

Compensatory time off shall be taken at such time as the employee requests
and the Department Head approves. Upon termination, the Department Head
shall grant payment at the regular hourly rate for accrued compensatory
time within the allowable 1imit of forty (40) hours.

4, Overtime

An employee shall receive payment for overtime only after a maximum of
forty (40) hours compensatory time. Overtime shall be paid at one hour

for every hour worked. A1l overtime must have prior approval from the
Department Head.

5. Attendance

Employees are expected to be at their place of work in accordance with
the City's Personnel Rules regarding hours of work, holidays, and Teave.
AT1 departments shall keep daily attendance records through the use of
the City's monthly personnel time record form.




Benefits

Full-time and permanent part-time employees shall be provided standard
City health, dental, Tife insurance, and retirement benefits and shall
receive City utility services for a monthly fee of $35.00.

Annual Leave for Vacation Purposes

a. A full-time employee of the City of Bethel shall accrue annual leave
according to the following schedule:

YEARS OF SERVICE DAY(S)/MONTH

2 or less years 1.05 days/month
¢ thru 5 years 1.75 days/month
5 thru 10 years 2.00 days/month
10 thru 15 years 2.25 days/month
15 thru 20 years 2.50 days/month
20 or more years 2.75 days/month

A permanent part-time employee shall accrue

to

the following schedule:

or less years
thru 5 years
thru 10 years
thru 15 years
thru 20 years

annual leave according

.75 days/month
.00 days/month
.25 days/month
.50 days/month
.75 days/month

2
2
5
10
15
20

[ QS QN S S

or pore years .00 days/month
b. Accrual: An employee shall accrue vacation time beginning one month
from date of hire {anniversary date).

Leave is accrued monthly. Accrued vacation leave will be paid upon
termination only to those persons who have been continuously employed
by the City for a minimum of six (6) months.

c. Usage: No annual Teave shall be taken until anwemployee has completed
six (6) months of service. Upon completion of the six (6) months of
service, an employee may use the vacation time at any time subject to
the approval of the Department Head.
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Vacation leave may be granted in increments of not less
than one (1) daya

ds Records of Leave: The City Finance Director shall main-
tain records of annual leave and its use. Each Depart-
ment Head shall develop and maintain a vacation schedule
for the employees.

e. Effect of Holidays and Vacations: When a legal holiday
pccurs during an employee's scheduled vacations such
holiday shall not be charged to his/her annual leave.

fo Maximum accumulation of leave: An employee®s maximum
accumulation of annual leave shall be limited to forty
{50) working days.

g. Opportunity for Leave and Waiving of Vacations: Every
employee shall be afforded the opportunity to take annual
leave. No employee shall be permitted to waive annual
teave for the purpose of extra compensation unless ap-
proved by the City Manager or his designee.

he Payment for Annual Leave: Upon termination of employment
from the Citys an employee shall be paid at the regular
hourly rate for all the annual leave accumulated to the
date of termination subject to the leave provisions delin-
eated in Section 2.48.070+ Paragraphs 7 (b} (f) and 19.

Sick Leaves

Permanent full-time employees shall accrue sick leave at the

rate of one (1) day for each month of service. Sick leave is
to be used when an employee or his/her child is actually ill

or incapacitated or for medical or dental appointments.

Employees are required to notify their Department Head when
they are unable to work because of illness or medical or

- dental appointments and they are required to submit a Per-

sonnel Action Form/Authorization for Leave Reques for review
and approval to their Department Head if due to illness on
the first working day after they return to worke. All other
requests for sick leave are to be reviewed and approved by
the employee®s Department Head. )

When an employee's absence is for more than three (3) working
dayss he/she shall be required to provide certification from
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his/her physician indicating the reason for the absence.

Sick leave can be accumulated and carried over from year to
year up to a maximum accumulation of ninety (90) days. After
five (5) or more years of employment with the Citys an em-
ployee shall be paid all accumulated sick leave up to the
maximum of ninety (90) days at his/her regular rate of pay
when the employee is terminated.

Injury Leave.

as Policy: Employees injured on the job are entitled to
the weekly compensation benefits provided by the Work-
ers* Compensation Act. Employees shall receive their
full salary (computed at forty {40} hours per week at
the employee®s regular rate of pay) for a period of
sixty (60) days from the date of injury. Any workers'
compensation payments received by the employee for said
period shall be the property ofy and the employee shall
assign such payments tos the Citye. Medical payments and
injury awards shall be the property of the employees
A1l benefits received by an employee for injury leave
may continue in force until a determination is made as
to whether an employee will be able to return to his/her
normal workweeke

b. Limited Duty: The City shall require bDi-monthly medical
reports during the injury leave. In the event the phys-
ician permits the employee to return to work in a
limited statuss the employee shall be compensated at
his/her reguiar rate of pay the remainder of the sixty
{60) day period or until he/she returns to regutar duty,
whichever comes firste

€a Long-Term Disability: 1In the event the employee is un-
able to return to work by the sixty~first (61lst) days
he/she will be eligible for benefits provided for in the
City's long-term disability programs if any. While
participating in such programy the employee shall not
accrue sick and/or annual leave benefitss The employee
mays howevery participate in the City*s group insurance
programs by depositing with the City the amounts neces-
sary to cover his/her premiumse.

d. Reinstatement: Upon receipt of clearance from the at-
tending physicians the employee shall be reinstated to
the same or similar vacant position at the same grade for
which he/she qualifies.
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Emergency Leave.

A Department Head may grant paid emergency leave to permanant
employees not to exceed five (5) working days at any one time
when critical illness or death has occurred in the employee's
immediate familya

Leave to Attend Funeralse

Permanent employees may be allowed up to four {(4) hours with
pay to attend the funeral of present or retired employees or
personal friends upon prior approval granted by the respec—
tive Department Head. Employees who act as pallbearers for
any deceased person whose funeral takes place during work
hours may also receive four (4) hours off with pays

Time OfFf for Restas

If an employee is required to work outside regular working
hours causing him/her to require rest before beginning the
next regular day®s works the employeet's Department Head may
authorize the employee to report for work at such time as
will permit the required resto,

Military Leave.

Permanent public employees are authorized fifteen (15) days
of annual military leaves with pays subject to the conditions
hereinafter prescribeds.

Any officer or employee of the Municipal Corporation who
shall be a member of the National Guard or any other compo~
nent of the military forces of the State now or heredfter or-
ganized or constituted under Federal law shall be entitled to
leave of absence from their public office or employment with-
out loss of pays senioritys statusy efficiency ratings vaca-
tionsy sick leaves or other benefits for all the time they are
engaged with such organization of component in training or
active service ordered or authorized by proper authority pur-
suant to lawy whether for State or Federal purposess not to
exceed fifteen (15) days in any calendar years Such leave
shall be allowed in cases where the required military service
15 satisfactorily performed which shall be presumed unless
the contrary is established.

Such leave shall not be allowed unless the officer or employ-
ee returns to his/her public position immediately on being
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relieved from such military service and not later than the
expiration of the time herein limited for such leavey or is
prevented from so returning by physical or mental disability
or other cause not due to his/her own faulty or is required
by proper authority to continue in such military service be-
yond the time herein limited for such lteave.

Leave of Absencee.

Department Headss with the approval of the City Manager or
designee and the Personnel Departments may grant leave
without pay to any permanent employee for a period not to
exceed one (1) yeare. Such leave shall only be considered
when the employee submits a written request setting forth the
reasons for the proposed absencee.

During the employee's absence or extended leave without paye
the vacant position may be filled by a new appointment, tem-
porary promotions Or temporary reassignment. Upon expiration
of the approved lteavey the employee shall be reinstated to
the position he/she vacated or to any vacant position in the
same grade for which he/she gqualifiess Sick and annual leave
benefits shall not accrue during an absence of leave without
pays nor will the City make any contributions during that
period for retirement, hospitalizations or life insurance
benefits. However, the employee may participate in group
insurance programs during the period of extended leave with~
out pay provided that he/she deposits with the City the
amounts necessary to cover the total cost of premiumse

Jury or Court Leavee.

Employees shall be granted time off with pay when performing
jury duty or when required to serve as a witness in any
Municipaly Statesy or Federal (ourt. Payments received from a
court service for services as a jurors exclusive of per diem
and travel expensesy shall be turned into the City.

Holidaysa

The following have been designated by the City Council as of-
ficial holidays during a calendar year for all employees ex-
cept for those employees whose duties are for the public
safety and welfare of the citizens of the (City:

JANUARY New Year's Eve - (One-half day - afternoon)
New Year's Day
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FEBRUARY

MAY

JuLy

SEPTEMBER

OCTOBER

NOVEMBER

DECEMBER

Washington®'s Birthday -~ (Third Monday}
Memorial Day - (Last Monday)

Fourth of July

Labor Day - {First Monday)

Alaska Day - October 18the

Veteran®s Day — November llthe
Thanksgiving Day - (Fourth Thursday)

Christmas Eve - (One-half day - afternoon)
Christmas Day

EMPLOYEE®S BIRTHDAY

PERSONAL LEAVE DAY - Granted with prior approval by the
Department Head.

Permanent full-time employees shall receive one (1) day's pay
for each designated holidays Full-time employees shall not
be required to be on duty on holidays unless their services
are required for an emergency or performance of essential
public services in which case they shall be entitlied to one
(1) day's additional pay. When a permanent employee's reg-
ularly scheduled time off falls on a recognized holidays the
employee shall be compensated with eight (8) hours of regular

PaY e

Official City holidays which fall on Sunday shall be observed
on the following Monday; those which fall on Saturday shall
be observed on the preceding Fridaye

Maternity/Paternity Leave Provisione

8. A female employee who has been employed for not less than
one (1) year is entitled to take a maximum total of nine

{9) weeks of absence immediately precedings durings and

following childbirtha Employees have the option of using

sick leave,

annual leave, and/or leave without pavye

b 1If necessary, an employee absent on maternity leave may
be replaced on a temporary basis without losing job

rights.
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Cs Paternity leave may be granted upon approval of the
Department Head and the Personnel Committee.

Full-time Temporary and Part-~time Temporary Employeess

Notwithstanding other provisions of this Sections full-time
temporary and part-time temporary employees shall not be
eligible to receive the following fringe benefits: annual
leave for vacation purposess sick leavey emergency leavey
leave to attend funeralssy military leave with pays leave
without pays holidayss group life insurancey disability in-
come insurances hospital and medical insurance. Full-time
temporary and part-~time temporary employees shall be eligible
to receive injury leave for on-the~job accidents, leave for
jury dutyes and military leave without pay.

Permanent Part—-time Employees.

Permanent part-time employees shall be eligible for annual
and sick leave accrued at one-half (1/2) the rate of full-
time employees and emergency leave up to two & one-half

(2 1/2}) days with prior approval by a Department Head.
Permanent part~time employees shall be provided standard City
health, dentaley life insurancey and other benefits assigned
to full-time permanent employees as stated in 2.48.070y Para-—
graph 6. S,

Permanent Full-time Employees.
Permanent full-time employees of the City shall be granted

Civic Leave to attend official meetings with prior approval
of their Department Heads.
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3a

4a

Lateral Transfera.

A Department Head may transfer an employee who possesses the
minimum qualifications to another classification at the same
pay rate within the same or different department. No oroba-
tionary period shall be served and the date of next perform-
ance review shall remain the sames

PromotionSe

Vacancies in positions above the lowest rank in any category
shall be filled by employees currently in ther service of the
City based upon qualifications and tenures or by a candidate
not presently in the City®'s employ., based upon the approval
of the respective Department Head.

Promotions must involve a definite increase in duties and re-
sponsibilities and shall not be made merely to effect an in-
crease in the employee®s compensations

An employee receiving a promotion shall receive as a minimum
rate of pay the rate of compensation at the entrance step of
they pay range to which he/she has been promoted. Where his/
her compensation is already at or in excess of the entrance
step of the pay ranges he/she mays as a minimums receive com-
pensation at the step which provides him/her with a one-step
increase over his/her present salary.

Temporary Promotions.

If an employee is temporarily promoted to a higher classifi-
cation for other than training purposess he/she shall receive
the pay rate for that classification. The provisions of this
section shall be in accordance with procedures promulgated by
the Personnel Department.

Demotionse.

A" Department Head may demote to a vacant poasition an employee
who fails to demonstrate his/her ability to perform required
duties or for disciplinary purposesa Any employee so demoted
shall not apply for promotional vacancies for at least Sixty
{60) dayse No City employee shall be demoted to any position
for which they do not possess the minimum qualificationse. In
all cases written notice of personnel action of the demotion
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shall be given to the employee at least ten {10) workdays
prior to the effective date of the demotion.,

SUSpPEens10nNSe

A Department Head or his designee may suspend an employee
from his/her position without pay at any time for causes such
suspensions not to exceed three (3) workdays without the ap-
proval of the City Manager or his designee. Prior to the
imposition of any suspensiony the Department Head shall con-
fer with the employee and give the employee an opportunity
for a hearing by the Personnel Committee.
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Terminationss
Disciplinary Actions - Discharges

A Department Head may discipline any employee for neglect of
dutyy inefficiencys disobediences misconducts immoral or
indecent conducty carelessnesss negligence with the City’s
monies or propertys theft or destruction of City propertys
being under the influence of alcohol or drugs on dutys en-
dangering the safety of him/herself or other employeess ac-
cepting gifts other than items generally distributed by the
donor for advertising purposess or failure to properly per-
form his/her duties. Howevers individual acceptance of food
or beverage consumed by the employee at the time of receipt
if in company with another person or persons at an appro-
priate social or business occasions meals or other eventy
will be grounds for discipline unless the receipt of such
food or beverage shall be contrary to regulations promulgated
by the Personnel Departmente.

Any full-time employee whose discharge is planned shall be
given a written statement of the action planned and shall
have three (3) workdays to exercise his/her right to request
that the grievance procedure described in Section 2.48s100
be initiated to review facts in the case prior to the effecw
tive date of discharges

Layoff.

If it becomes necessary to reduce the number of employees em-
ployed by the City at any times the City Manager after con-
sulting with the Personnel Department and the respective
Department Heads may abolish any position. Selection of
employees to be laid off shall be based on senioritya No new
employees shall be hired until all employees on layoff status
desiring to return to work have been recalleda

Resignatione. -

An employee desirous of resigning his/her position in good
standing shall submit a written resignation to his/her De-
partment Head at least two (2) weeks prior to the effective
date of such resignation giving a reason for the planned
departure. The resignation shall be sent to the respective
Department Head and the Personnel Department.
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Retirement.

Employeesy except sworn personnel of the Police Departments
shall be required to retire at age sixty-five (65) unless
the City Manager at the request of the employee approvessy by
and through his Department Heads an extension not to exceed
one (1} year at a time. No extensions shall be approved
that will permit an employee to remain on the rolls of the
City beyond their seventieth {70th) birthday. Sworn agents
of the Police Department shall be required to retire as di~-
rected by the provisions of the State of Alaska Public Em~
ployees?® Retirement System.

A1l permanent full-time and permanent part-time employees
shall have the option to become members of the (City®*s retire-
ment plans Such participation shall be effective on the
first day of employment with the City after their probation-
ary period has elapsed. Sworn personnel of the Police
Department are eligible to participate in the State of
Alaska's Public Employees' Retirement System. Such partici-
pation shall also be effective on the first day of employment
with the (City after their probationary period has elapsed.
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20482100 Grievance Procedure (Labor Relations)e.

1o

2e

Purposes.
The following are the purposes of this section:

as To enhance desirable employer-employee relations by es—
tablishing grievance procedures on matters for which an
appeal and hearing are not otherwise provided for in o
these rules. ' o

b To afford employees a means of obtaining further consid-
eration of problems when they remain unresolved at the , ‘351
employee/immediate supervisor or Department Head levels. CEE

ce To provide for timely resolution of grievancese.
Statement of City Policy.

The Citys desirous of the most effective accomplishment of }
its works requires prompt consideration and equitable adjust-

ment of all grievances. Department Heads and employees are

expected to make every effort to resolve problems timely and
informally. When such informal means fail to resolve the ;
problem satisfactorilys a formal review by higher tevels of
management is establishedo.

Procedure.

8¢ An employee shall first present their written grievance [
within ten (10) working days from the complained fo ac-
tion to his/her Department Head who shall make careful e
inquiry into the facts and circumstances of the com- C iy
plaint. The Department Head shall seek to rescive the S
findings and render a decision to the aggrieved employee S h
within five (S) workdays after receiving the grievancee B lEe

bs An employee dissatisfied with the decision of the Depart- "[LJ
ment Head may obtain a further review of the matter by L
submittings in writings a request for review to the Per— ““5ﬂ31
sonnel Committee within five (5) workdays following the :
receipt of the Department Head's decision. The Personnel
Departments by and through the Personnel Committees shall
make such investigation and conduct such hearings as are 1
deemed necessary and shall communicate the decision to
the employee within ten (10) workdays after receipt of ,
the employee's request for reviews The decision of the o |
Personnel Committee shall be finale ‘,H;.I

(29)




Rules (Covering fonduct of Grievance Procedure.

de

be

Ce

The time limits specified in Item 3 may be extended by
mutual agreement between the employee and management
level concerned.

The aggrieved employee may request the assistance of an-
other person of his/her choice in preparing and/or pre-
senting his/her grievance at any level of review.

If the action complained of constitutes a demotion,
transfery suspensiony or terminations such action shaill
be stayed by the filing of a grievance until final reso~-
lution under this section. The employee and his/her
representative may use a reasonable amount of time in
conferring about and preparing the appeal. The Depart-
ment Heads with the advice of the Personnel Department,
shall determine the amount of time deemed reasonables.

Employees are assured freedom from reprisal for using the .
grievance procedures
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Medical Examinations Buring Employment.

Whens in the judgement of a Department Heads an employee®s
physical or mental condition is such that it appears to ad-
versely affect his/her ability to perform the duties of the
positiony the Department Head may require the employee to
undergo examination by a physician. In such a situations the
following procedure shall be followed:

3= The employee mayy but shall not be required to have a
physician of his/her choice consult with the Department
Head or his/her designee concerning the need of examina-
tion. If the employee so desiressy he/she may notify the
Department Head immediately and he/she shall arrange an
appointment for consultation with such physician as soon
a4s possibles

ba In the event that the employee does not elect to have a
a physician of his/her choice consult with the Department
Heads or if the Department Head shall deem a physical
examination necessary or desirable after such consulta-
tions the Personnel Department shall provide an examina-
tione. The cost of such examination shall be borne by the
Cityoe

Ce The employee shall be available for examination by the
selected physician without delay. Failure to do so may
result in disciplinary action for disobediencea

de The report of the physician shall be submitted to the
Department Headsy Personne) Departments and to the employ~-
ee if the physician agrees.

€s The Department Head shall review the physicians report
and after consulting with the Personnel Department shaltl
determine if the employee should continue in the empiloy
of the Citys IFf the Department Head determines that the
employee is not fit for dutys he shall! initiate the ap-
propriate action and forward it to the Personnel Depart=~
ment.,

fa In cases involving proposed discipline or reassignment of
an employee deemed physically or mentally unfite the
entire file shall be reviewed automatically by the Per-
sonnel Department prior to the effective date of the
discipline or reassignments. The Personne) Department
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shall conduct further hearings or inquiries as may be
deemed necessary to arrive at a decision. The decision
of the Personnel Department shall be final.

Evaluation Factors in Determining Fitness for Duty.

Employees examined under the provisions of this section shall
be considered unfit for duty if their diseases physical or
mental conditiony or defect materially interferes with the
performance of their assigned duties or makes the individual
a hazard to his/her fellow employees.
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Responsibitities.

The City Council shall encourage the development of each
employee to their fullest potential. The City Manager and
Department Heads shall jointly assume responsibility for
establishing in-service and other types of training programs
including courses, seminarss workshopsy demonstrationss
assignment of reading matters or such other methods as may be
available for improving the effectiveness and knowledge of
employees in performing their assigned duties.

Other types of training programs shall include technical
training required by a particular department and its employ~-
ees as a result of the types of services provided by the
City; individualized training for those employees who require
intensive training relative to their job responsibilities
within their respective departments; and on-the-job training
which is to be conducted along the following guidelines:

ae Initial Orientation;
be A tour of all City departments and facilities;

Ca Training pursuant to additional college educations ac-
tredited courses in an employee’s specialty area or re-
tated areass or other types of formal educational train-
ing.

The City Managery or designeey and Department Heads shall

jointly assume responsibility for establishing the aforemen-

tioned training programs for City employeesa

Recognition of Training.

Completion of special or other training programs shall be a
factor to be considered in making promotions. City employees
are encouraged to develop and further their job skills and
personal potential by participating in programs geared to
their needs.

Reimbursement for Training Expenses.

Employees desiring to enroll in correspondence or college
courses may be reimbursed for the tuition costs provided:
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ae. Prior approval is given by the Department Head and City
Manager or designeee.

be Textbookss workbooksy and supplementary materials are
paid for by the employeea

¢eo Course work has been satisfactorily completed before re-
imbursement.

de The employee satisfactorily completes the course for
which reimbursement is soughte

Reimbursement -~ Training/Program Expenses.

If an employee receives prior approval of his/her Department
Head and the City Manager or designee to attend a conven-
tiony training programy seminary institutey or similar pro~-
gram aimed at enhancing the employee's skills on the jobs the
City shall reimburse the employee for costs incurred, includ=-
ing registration feesy transportation expensesSy mealss and
lodging based upon verifiable receiptse.

Department Heads may require an employee to submit a signed

statement agreeing to remain a specified time in the service
of the City as a condition for being reimbursed for training
expenses in excess of one hundred dollars ($100)

Such agreements shall be negotiated by the employee and his/
her Department Head and receive approval from the City Mana-
ger or designee prior to engagement in the training course.
The length of time specified shall be based on the length of
trainingy the cost of trainings and the benefits derived by
the City by such trainings The agreement shall be fair and
equitable to both partiese.

Employees who fail to remain in the employ of the City for
the specified period shall reimburse the City on a prorated
basis for the monies paid by the City on the basis of the
agreement.
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2.48.130
1.

Performance Evaluations
Procedure

Department Heads or their designees shall prepare a performance eva-
luation on each employee under their jurisdiction. Performance eva-
luations are subject to appeal through the grievance procedure. Such
evaluation by the Department Heads or their designees shall be initiated
within thirty (30) days of the conclusion of the employee's probationary
period or the anniversary date of the employee's hire. Performance
evaluations shall be in writing and on the City's official employee
evaluation form. Any request for payment of outstanding performance

pay shall include a letter reguesting such and stating why the empioyee
should receive the payment. The evaluation shall be discussed in

detail with the employee by the Department Head or Department Head
designee.
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Employee Transportation.
Use of City-Owned VehiclesS.

City-owned vehicles shall be used for official business only
unless provided to a City employee as part of an employment
agreements. An employee authorized to drive a City vehicle
must have a current Alaska operator's license. Employees
operating City vehicles are required to observe all traffic
laws and the dictates of common sense and good judgemente.

Use of City-owned vehicles will be limited to those employees
or designees delineated on the official drivers® list on file
with the City (lerk and the City's insurance agencys

Use of Private Vehiclese

If an employee is required by his/her Department Head to use
his/ner personal vehicle in the performance of official
dutiess he/she shall be provided gasoline as specified by the
Department Heads

Recordse.

Monthly gasoline and oil use records shall be maintained by
the employee and approved by the Department Head. Such re-
ports shall be submitted to the (ity's Finance Department at
the end of each month under consideration.

Accidentse.

Ify while operating a City-owned vehicles an employee or
his/her designee is involved in an accident resulting in per-
sonal or property damages he/she shall:

as. Request that all parties and properties concerned remain
at the scene of the accident until a law enforcement rep-
resentative releases thefa B

be If the accident occurs within the City limitss notify the
Police Department immediatelyi otherwise, notify the
local Police Department and/or responsible law enforce—
ment agency- d

Ca Report the accident to his/her Department Headsy if anyy
no later than the next succeeding day
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Refrain from any discussion of the accident with anyone
other than the investigating police agenty appropriate
City officialsy or representatives of the insurance
company designated by the Citye.

(37)
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3.

Employee Political Activities.
Federal and State E£lections and Campaigns.

Employees are freey on their own time and away from any of-
fice of the Citys to participate in all Federaly States and
local partisan campaigns and to openly express their views
and support for candidates. Employees shall refrain from any
political activities which give the appearance that they are .
endorsed by the City or which interferes with the performance T
of their normal duties. L

Local Elections and Campaignse.

a. Candidates for Office: Any employee desiring to be a
candidate for municipal office in the City shall submit
a request for leave of absence commencing on the date of
fiting and ending on the day following election daye
Candidates who are elected to such office shall resign
from the employ of the City.

be Activities: Employeess while on City times shall not
publicly support or endorse any candidates for munici-
pal offices in the Citys shall not circulate or cause to
be circulateds any nominating petitions for such offices
shall not distribute any campaign literature nor display
any campaign buttons or car stickers or placards on be-
half of any candidate for municipal office in the Citye.

Solicitation of Contributionse.

Employees shall not be required to make any contribution to a
political partysy elected officialy or to a candidatesy and
their refusal to do so shall not be used to penalize them in
any waye An employee while on City time or on City property
shall not make any solicitation of any such contributions
from any other employee.

(38)
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Employee Suggestionse.

Encouragede.

Employees shall be encouraged to submit suggestions to their
Department Heads and the City Manager or designee for improve-
ment of the efficiency and effectiveness of the City Govern-
mnent .

Awards.

The City Manager or designees by and through the Personnel
Committees, may make awards ranging from twenty-five dollars
($25) to two hundred € fifty dollars ($250) for adopted sug-
gestions submitted by employees that materially improve City
operations. Such awards are to be based on the degree to
which the material improvement increases the City's opera-
tional effectiveness and decreases the City*'s operational
expensesa

{39)
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Personnel Records.
Record Carde

The Personnel Department shall maintain an employee record
card for each employee containing his/her names title of
position helds department, salarys changes in employment
statusy performance evaluationss and all other information
considered pertinent to his/her employment with the Citye.

Employees shall report all changes of namesy addresss home
telephone numbersand other pertinent information to their
Department Headse. The Department Heads shall report such
changess temporary or permanents on a Personnel Action Sheet
to the Personnel Department. Adverse comments for employee
files must be signed by the respective Department Head.

Retention and Destructione.

The Personnel Department and City Finance Director shall re~
tain indefinitely all personnel and payroll records of City
employees. Applications for employment over six (6) months
old and not renewed by the applicant may be destroyed by the
Personnel Departmente.

Release of Personnel Information.

3« During office hourss an employeer former employees Or
their designated representativesy may examine the em—
ployee's personnel file after any letter of reference
concerning employmenty licensinge or issuance of permits
has been removed. Designation of a representative shall
be in writing and witnessedsy signed by the employee or
former employees and filed with the Personnel Departmenty
before the representative may examine the employee‘s
files Should an employee or former empioyee be under
‘disabilitys their file shall be subject to inspection by
their legal representative without the necessity of a
signed designation from the employee as heretofore men-
tioneds The burden of showing such legal disability and
proper representative capacity shall be upon the person
seeking to examine the file.

bs Personnel files shall begavailable to the City Manager or
designeey Lity Finance Directors Personnel Departments
and all Department Heads who supervise the work of the
employee whose records they wish to reviews.
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The Personnel Department may verify to a prospective
employer of a present or former employee the dates of
such individual®'s employment with the City and the latest
or last position or title held.s No other information
concerning the employee shall be released to prospective
employerss collection agencies, credit bureausy etc.s un-
less the employee has designated them as his/her repre-
sentative in accordance with Subparagraph As above.
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3.

Miscellaneous Rules.
gutside Employmenta

As a matter of policys employment of full-time employees out-
side of their reqular City job is discouraged. Employees
shall notify their supervisor of any such additional employ~
ment in which they engage.

Incompatible Activities.

Employees shall not engage in any activities or enterprises
which are incompatible with their duties as a City employee
or with the dutiess functionss and responsibilities of the

Department in which they are employed. The following des~

cribes activities of the type considered incompatible with

City employment:

a. Any employmenty activitys or enterprise which involves
the use of the City's timey facilities, eguipmenty sup—
pliesy prestigey influences badgesr or uniform for private
gaine

be Receipt or acceptance by an employee of any money or
other consideration from anyone other than the City for
performance of an act or function which the employee
would be required or expected to render in the regular
course of (ity employment or as a part of their duties as
a City employeee.

cs Performance of an act in other than one's capacity as a
City employee which may later be subjects directly or
indirectlyy to control, inspections review or audit by
such employee or by the City department in which he/she
is employede.

de Use of so much of any employee's time that it impairs
his/her attention or efficiency in the performance of
his/her duties as a City employees

Acceptance of Gifts.~

Employees and members of their families shall not accept per-
sonal gifts offered because ¢gf the employee's dutiesy func-
tionsy or responsibilities as an employee of the Citye This
does not pertain to gifts of a general commercial advertising
nature having a small value or to food and drink consumed by
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the employee at the time of receipt if in company with an-
other person or persons at an appropriate social or business
cccasion or other avents unless the receipt of such food or
beverage is contrary to rules promulgated by the Personnel
Department or City Councile.

(43}

)

1
i
sl




2+48.190 Equal Employment Opportunity.
1. Policy.

It is the policy of the City to provide equal employment op-
portunity to all employees and all persons seeking employment
with the City; to prohibit discrimination in employment be-
cause of racey colors reiigiony national origins sexy physi=-
¢al handicap, marital statuss political affiliationy age or
any other irrelevant factor; and through affirmative action
to promote the full realization of equal employment oppor-
tunitye

Z2e General Provisionse

a. It is the duty of every City officials Department Head,
and employee to foster to the best of his/her abilitys
equal treatment in hirings trainings promotions disci-
plinary actions separation and transfers duty assignments
performance evaluations and all other aspects of rela~
tionships between and among employeess supervisors and
departmental directorsS.

£ be A1l personnel actions taken by the (ity must be based
solely on merit and fitnessa. Activities related to
these actions must be conducted in accordance with the
spirit as well as the letter of the Personnel Rules of
the Clty»

3. Complaint Processinge

8e Any employee of the Citys or any applicant for emplioyment
with the City, who believes that he/she has been discrim-
inated against because of racey colory religiony or na-
tional origin may file a complaint in accordance with the
procedures outltined in Section 2.48.100.

be Complaints under this Section may also be filted by an
organization for the aggrieved employee or applicant
with their consent. These organizations may include
minority group organizations and other third party organ-
izations and/or individuals with a legitimate concern for
the complainant's interests.

ca This section does not ap&&y to the consideration by the
City of a general allegation of discrimination by an or-—
ganization or third party which is unrelated teo a speci=-
fic complaint or discrimination subject to the Personnel

(44)
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Rulese.

4. Equal Employment Opportunity Without Discriminatione

da

ba

Policy: It is the policy of the City to conduct all
dealings with its employees and its applicants for em-
ployment without regard to:

le Political affiliationss except when by statute;

2e Marital status;

3« Physical handicaps if the duties of any given posi-
tion may be efficiently performed by a person with
the physical handicap; or

4o Age.

Complaint Procedures: Complaints of discrimination
brought by the City’s employees or its applicants for
employment based on political affiliations marital
statusy physical handicaps or age will be processed
under the established City's grievance procedures as
described in Section 2.48.100a

(43)

Yok




248.200 Travela.

Travel within the State may be authorized by a Department Head
and the (City Manager for themselves or for others of the staff.
Travel expenses will be paid at a uniform per diem established
by the City Manager.

248,210 Relocation Expensess

Newly appointed Department Heads whose previous job is outside » e
the City's incorporated city limits shall be reimbursed for -
actual travel and necessary moving expenses not to exceed three '
thousand doltars (33,000).
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2.50.010 Establishment of Classifications

The classifications set forth in this section are established, adopted, and
administered by the Personnel Department in accordance with Section 2.48.020
of the City's Code of Ordinances. A class specification is to be assigned

to each City employee. Class specifications are intended to be descriptive and
explanatory relative to defining classes rather than describing restrictions.
The various sections of such specifications shall be interpreted as follows:

A. Occupational Index

The specific classification prescriptions are preceded by an index
of class codes and titles listed under broad occupational catagories.
The class codes are not continuous numbers thereby allowing the City
to include new classes as become necessary as & result of organ-
jzational staffing pattern changes by the City. The class codes

are to serve only as a way in which to identify a particular class
titie and to locate such classes within an occupational series.

Such class codes are comparable to and relative with pay rates
described within the City's Compensation Plan,

B. <Class Title

The class titles listed in conjuction with class codes are intended
to provide a brief descriptive title for positions iisted under
specific occupational catagories. Class titles may be used by the
City when preparing personnel reports, payroll, or other related
forms and reports associated with personnel matters of the City.

2.50.020 Class Codes and Titles

The class codes and titles are summarized in the attached scheduie known
as the Position Control Matrix., There are fourteen {14) ranges and nine
(9) pay steps within each range. There are a total of fifty-one (51)
separate positions in the Position Control Matrix.
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Class Specificationss

Each class specification of the City is set forth as follows:

de

be

Ca

Nature of Works

This section may include a description of the technical
difficulty of the work, degree of independances super-
vision given and receivedy or other functions which

adequately describe the duties or responsibilities of the
WOrka

ITlustrative Examples of Worke

This section may list examples of tasks which are a fun-
damental part of the positions of the class. In addi=-
tions examples may be shown which further delineate the
range of duties to be performed by employees in the
class. This section is not intended to limit the duties
assigned to employees within a particular classs It is
only intended to provide a more specific description of
the types and duties assigned to positions of the classe

Requirements of Worke

This section is intended to describe the type of experi-
ence and training required by any employee assigned to
positions within the class and abilities and skills nec~
essary to adequately implement the work of a class. This
section is not intended to identify or describe specific
qualifications of present employeess

Necessary Specific Requirements.
This section is intended to describe classes where legal

or special provisions are requireds such as licensess as
@ condition of employmente.
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2:50.040

Classification Description.

Class specifications shall be described in accordance with
the aforementioned sub-paragraphs (A) through (D) under Class
Specifications (2.50.030) and are to be included and made a
part of the City's Classification Manual. (Any one class
specification may not incliude all of the duties listed nor do
the listed examples include all tasks which may be found

in
positions of class specifications.)
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2.52.010 Pay Ranges -- Salaries for Classifications

The salaries set forth in the following table are established and adopted
as the hourly and yeariy salaries to be paid to City personnel whose
occupations are classified within each such pay range and subject to the
terms of this Compensation Plan.

The City of Bethel shall maintain such Compensation Plan in accordance

with Sections 2.48.020 and 2.48.030 of the City's Code of Ordinances. The
Personnel Committee or the City Council is responsibie for determining an
initial salary grade and step, as well as range, for each class specification
assigned to City employees. In addition, the Personnel Committee, upon
recommendation of the Department Heads, is responsible for determining cloth-
ing and other related allowances to be provided to City personnel who require
such allowances as a result of their duties and responsibilities. Such
allowances are to be ascertained in conjunction with the initial salary

grade and step as well as range assigned each class specification.

The City Council shall have the final authority to approve, modify, or reject
any and all proposed initial salary ranges and steps as well as range, cloth-
ing, and other allowances pertaining to City personnel.

2.52.020 Salary Schedule

The hourly and yearly salaries to be paid to City personnel shalil be re-
viewed at least annually and the hourly and annual salary schedules adopted
for the budget year shall be incorporated into this section by ordinance
amendment. These salary schedules shall become a part of each annual budget
when adopted.

The current salary schedule, effective October 1, 1984, is attached. The
annual entry level salary (step one) for each range is given below:

RANGE ~ SALARY RANGE  SALARY RANGE  SALARY

00 $10,691 05 $24,939 10 $36,108
01 18,345 06 27,019 11 38,771
02 19,676 07 29,057 12 41,516
03 21,278 08 31,262 13 44,470
04 23,046 09 33,612
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Cost of Living Adjustment.
annual Adjustmente.

The annual salary ranges and steps contained in the Compensa-
tion Plan herein shall be adjusted by the Finance and Person-
nel Committees subject to the approval of the City Councils
gach such annual adjustment shall be based on a percentile
amount equal to the twelve (12) month average of the percent-
ile increase or decrease in the cost of living computed at
the end of the month of September in each vyear.

Effect of Cost of Living Adjustmente.
Increases or decreases in pay rates and/or ranges by reason
of such adjustments shall not be considered as promotionsy

demotionsy merit increasesy changes in positions or personnel
actions and shall not affect the employee's anniversary datea
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Fringe Benefits.

The following fringe benefits are adopted by City Council and
authorized to be paid to the permanent full-time and perma-
nent part-time employees of the City:

=1

ba

Co

Retirementa.

The City shall pay the entire share for all eligibie City
employees into the Retirement Fund.

Group Lifes Accidental Death and Dismemberments and Week-
ly Disability Income Insurance.

The City shall pay the emplioyee®s cost for Group Life and
Accidental Death and Dismemberment Insurance. The City
shall also pay the employee?s share of the weekly Disa-
bility Income Insurances. Such insurance plans shall be
in accordance with the plans adopted and approved by the
City Council for each employee.

Hospitals Medicals Optical and Dental Insurance.

The City shall pay the cost of hospital, medicals op-
ticaly and dental insurance according to a-plan adopted
and approved by the City Council for each City employee.
Other Fringe Benefits.

A1l City employee households shall be entitled to utility

services -- waters sewery and garbage -- for a fee of
thirty-five ($35) dollars per month.
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