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AN ORDINANCE AMENDING TITLE 3 OF THE BETHEL MUNICIPAL CODE

REGARDING EMPLOYEES NOT OTHERWISE COVERED UNDER A COLLECTIVE

BARGAINING AGREEMENT

BE 1T ORDAINED hy the City Council of Bethel, Alaska, that:

SectioN 1. Classification. This ordinance is of a general and permanent nature and

shall become part of the Bethel Municipal Code.

SecTioN 2. Amendment, Title 3 of the Bethel Municipal Code is amended as follows

(new language is underlined and old language is stricken out):

PERSONNEL RULES AND REGULATIONS

Chapters:
3.04 Definitions

3.08 General Provisions

Title 3

3.12 Administration and Maintenance of the Classification Plans

3.16 Recruitment
3.20-E ot

3.24 Cortificati | Solecti £ Candid

3.28 Probati Period
3.32 Employee Performance
3.36 Disciplinary Actions
2-40—Grievances

3.44 Separation

3.48 Pay

3.52 Hours of Work

3.56 Holidays



3.60 Leave
3.64 Special Provisions
3.68 Productivity and Employee Incentive Programs
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Chapter 3.04

DEFINITIONS

Sections:
3.04.010 Definitions.

3.04.010 Definitions.
As used |n c:ty of Bethel personnel rules:

AB. “Appointment” means those methods by which a person is
designated to fill a specific vacant position.

B, “At Will" means an _employment relationship that can be terminated by
either the employee or the employer at any time for any reason_or No _reason,
with or without notice,

&—Candidate’feans—a—person—who-has-been-included-enr—a—list-as—being

QE,“CIass means a group of positions sufficiently sm'ular as to duties
performed, scope of discretion and responsibility, minimum requirements of
training, experience or skill, and such other characteristics that the same titie,
the same test of fithess and the same range of compensation apply to each
position in the group,

e e E chicinl it L ' : ’ i
budge%—deeumemes——weﬁ

be. “Classification” means the process of obtaining adequate position
descriptions, gathering necessary additional information, making comparison
with other position descriptions and with class specifications, etc., and finally, of
taking official action by allocating a position to a particular pay range.

EH. “Classification plan” means the orderly arrangement into classes of
all positions in the city service, and a listing of class title, class codes and pay
ranges asmgned to each class




| B “Department” means a city department as authorized by municipal
ordinance. Authorized departments are administration, finance, fire, police,
public works, and community services.

| Gk “Department head” means the highest supervisory position of a city
department.

| HE.“Discipline” means a procedure or action taken to correct deficient
performance; or punishment for not following set policies and procedures; or an
action taken against an employee to maintain order and control.

IM."Employee” means any person in the employ of the city who_is not within

is—the collective bargaining unit subject—te—these-persennel—+ules-and whose

activities are directed by the city.
| IMN.“Examination” means objective evaluation of skills, experience, education
and other characteristics demonstrating the ability of a person to perform the
duties required of a position.

1 H

Ka. “Immediate family” means the employee’s spouse, children, mother,
father, mother-in-law, father-in-law, brothers or sisters. It also includes other
family members who reside permanently with the employee.

R‘ \\3!|5E 1" !l t FF. » ‘ . !‘F‘ - . l F E
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LF. “"Manager” means the city manager or-kis-_his/her designee.

Mb. “Personnel office” means that office designated by the city manager
fo take care of and be responsible for personnel matters within the city job
service.

NV, “Position” means the duties and responsibilities assigned to an
employee requiring full-time or part-time employment.
OW., “Promotion” means a change in status of an employee from a

position of one class to a position of another class having a hlgher salary range.

PBEB, “Rehire” means an appointment into a position in the same class of
positions from which the emDIovee separated in good standmg, or into a position
in a parallel class . o ,
date-offastseparation.

Qee., “Reinstatement” means replacement of an employee into a position
in the same class occupied previously or a paraliel class when there has been no
break in service, for one of the following reasons:

1. Timely return from military leave_gr as otherwise required by law;

H&%%HB%GMH@—QMH@VQE—FEM&%%&H&EQ—H&H%@E@G—%F
dismissed—after-suceessful-appeal;




23.Return of an employee from authorized injury leave or leave without pay.
RBD. “Relative” means any person who is related by marriage or blood to an
applicant or employee.

M PRI
“ﬂ - -= “= ﬂ' -‘ - Friiry

SFE“Geparation” means cessation of the work relationship between the city
and an employee for any reason including death, dismissal, layoff, resignation
and retirement,

TH. “Suspension” means an enforced unpaid leave for disciplinary
reasons or pending investigation of charges made against an employee.
| U3 - “Temporary employee” means an employee appointed on a

temporary or interim basis to a position and subject to the provisions of these
rules.
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Chapter 3.08

GENERAL PROVISIONS

Sections:
3.08.010 Statement of purpose.
3.08.020 Scope of coverage and amendment of rules.
3.08.030 Authority and responsibilities of the city manager.
3.08.040 Personnel records and general personnel files.
3.08.050 Administrative action chain.

3.08.010 Statement of purpose.

A. The purpose of these rules is to implement and give effect to the intent
and requirements of the city to establish and operate a system of personnel
administration based on approved merit principles and professional methods of
governing the recruitment, selection, employment, transfer, removal, discipline
and welfare of employees and other incidents of city employment.

B. It is the general intent of these rules to establish policies which will serve
as a guide to administrative action concerning the various personnel activities
and transactions. Employee relations bulletins maywi#t be issued periodically to
amplify the rules by more detailed procedures.

C. It is the specific intent of these rules to assist in accomplishment of the
following ohjectives:

1. To recruit, select and advance employees on the basis of their relative
ahility, knowledge and skills, including open consideration of qualified applicants
for initial appointment;

2. To assist in the accomplishment of affirmative—action—and-—equal
employment opportunity objectives of the city;

3. To assure fair treatment of applicants and employees in all aspects of
personnel administration without regard to political affiliation, race, color,
national origin, age, sex, religious creed, marital status or disability, or any other
status protected under local, state or federal laws, —and with proper regard for

thew pnvacy and constitutlonal nghts as cntlzens—amwéeMW%H




45.To provide to employees deﬂmte assignment of duties, responsibilities and
authority; seund-practicat-training-supervision—and-periodic evaluation; benefits;
appropriate compensation and recognition for continued good and exceptional
service;

56.To encourage efficient operation and production of all city employees
through enlightened human relations and personnel administration-en-the-part-of
albsupervisers, toward the end of optimal service to the public;

67 To inform employees of their fights;-benefits and responsibilities.

3.08.020 Scope of coverage and amendment of rules,

A. Department Policy. Upon coordination with the city manager, department
heads may establish written department policies which do not conflict with the
provisions of these personnel rules. The department policies may be more strict
than these personnel rules, but must not violate state or federal labor laws. A
copy of these department policies and the personnel rules shall be available to
all affected employees.

B. Grant Programs. When an employee is employed under the provisions of a
special grant program the provisions of that grant which conflict with these
personnel rules shall apply.

C. Amendment. Employees and department heads are encouraged to submit
recommended additions or modifications to the persennel-office-or-city manager
at any time. The administretion—city managermay submit additions or

modifications of the personnel rules to the city council for its consideration at
any time.

3.08.030 Authority and responsibilities of the city manager.

The city manager shall have overall authority and responsibility for labor
relations and personnel administration concerning city service. The city manager
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is designated as the personnel director and the director of the personnel office.
In addition to the responsibilities specified elsewhere in these rules, the city
manager shall:

A. Advise the officials of the city on all matters pertaining to the
administration of personnel and ensure that personnel rules and related
contractual obligations are observed by all concerned. In this capacity, the city
manager has final responsibility for interpretation and enforcement of the rules;

B. Maintain or direct the maintenance of an up-to-date personnel records
system;

C. Prepare or direct the preparation of reports on personnel as may be
required to prescribe forms required to accomplish all employee relations
activities;

D. Advise and assist all supervisors in the interpretation and application of ail
employee relations matters;

E. Develop and maintain classification and pay plans;

F. Direct the operation of recruitment, employment and promotion programs
and assure equal employment opportunity in these areas;

G. Conduct long-range manpower planning to project future requirements of
personnel, with emphasis on professional, supervisory and managerial positions;

H. Review and implement the personnel aspects of all organizational plans
and modifications;

1. Promote and develop programs for improving employee effectiveness, such
as fraining, health, counseling, welfare and productivity improvement programs;

J. Develop and maintain a manpower information system,

K. Maintain a position control system based on the budget as approved by the
city council;

L. Direct the labor relations functions of the city.

3.08.040 Personnel records and general personnel files.

The personnel office shall provide for the establishment and maintenance of
the following records:

A. Personnel Records. Personnel records are those documents which reflect
an individual's status during the period of-his—_his/her employment and take two
forms:

1. Central Personnel File. The central personnel file is the official personnel
record for an individual employee and includes, but is not limited to, employment
applications, reperts-ef-medical-condition—prior employment, work performance,
disciplinary actions other than oral reprimands, personnel action forms and tax
withholding and benefits information.



2. Medical Personnel File. The medical personnel file is maintained separate
from the central personnel file. The file includes, but is not limited to,
confidential information concerning _the physical or _mental condition of an
employee pertaining to requests for accommmodation, medical leaves, workplace
surveillance tests, physicals, workers’ compensation injuries and ilinesses and
other employment reiated medmai information mamtanned by the c1tv

B. Access to Personnel Files,

1. Employees shall have access to their own personnel files in a reasonable
period of time following notice to the City Manager and shall be provided with a
copy of their personnel or medical files or any parts thereof within a reasonable

Denod of time foE[owmq the request &%ﬁﬁﬁ%%&&@-h@&ﬁ—l\—ﬁﬁﬁ&ﬁﬂd-ﬂe

2—Review of any personnel files shall be conducted in the presence of the City
Manager, or hss/her de51qnee W@Wﬁﬁe&mﬁ%ﬁhaﬁ—bﬁwd
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3.08.050 Administrative action chain.

their-coneerns—are——satisfied—The administrative action chain is the employees
immediate supervisor, the department head and finally the city manager.



Chapter 3.12

ADMINISTRATION AND MAINTENANCE OF THE CLASSIFICATION
PLANS

Sections:
3.12.010 Purpose.
3.12.020 ﬁstablash{ Change or Abolish Job Classification The

3.12.030 W&nd—mamtenaﬂeeef—e’:ass—lﬁeaheﬂ—maﬁsdass
Specifications.

3.12.040 Job TitlesClass-specifications:

3.12.050 3Jeb-Allocation and reallocation of positionstities.

3.12.060 Review of allocationsAllecatien-and-reallecation-of
pesitions:

3.12.0790 Classification plan.

3.12.010 Purpose.
The city shall establish classification plans for its employees who are not within

the collective bargaining _unit. Elassification—plans—will--maintain—traditienal

secupational-relationships-and-careertadders—The purpose of these classification
plans is two-fold: to assist in determining the—mest-effective-means—ef-work

assigrmentand-the-position placement within the organization and to relate the
position to the pay plan to ensure internal equity in pay administration.

Saeefﬁc—ﬁ%aﬁs—shaﬂ—be—mam‘famed—feF

3.12.020 The-classification-plans:
—Establish, Change or Abolish Job Classification

The city manager with the approval of the city council shall have authority
to establish, decide, determine and designate all occupational classifications the
city has to offer employees who are not within the collective bargaining_unit,
includina the right to establish new classifications, reclassify, change, consolidate
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or abolish existing classifications at any time, and to determine iob content,
duties and responsibilities,

The city manager with approval of the city council may establish new
classifications and rates for classifications. The rate shall be effective as of the

3.12.0340 Class specifications.
A, Job Descriptions.  Job descriptions _are_only descriptive

guidelines and not inclusive_of each and every duty of a position. The city
manaaer shall provide and maintain a written job description for each class of
positions which shall include:

an appropriate title;

a general statement of duties and responsibilities;
distinguishing features of work;

examples of duties;

a listing of minimum gqualifications that conforms with
subsection C.

h ool hall Il

Subsection C of this section is incorporated into all job descriptions, regardless of
whether or not the job description explicitly incorporates subsection C.




v o

. A —EH : i

B. Duties of Employees. An employee may be required to perform the
duties described in the job description for the employee’s class as well as any
other duties which the employee has the skills and qualifications to perform.
Nothing in this section prohibits the City Manager or City Council, as appropriate,
from reauiring the employee to perform_duties which are not detailed in the
emplovee’s job description. However, the City Manager or City Council, as
appropriate, shall not act unreasonably in requiring an employee to perform

"y : hich o o oo
C. Qualifications Statements._The qualifications statements in each job

description establish _requirements that must be met by an individual before
consideration for appointment or promotion to a position. Common alternative
combinations of education, training_or experience are specified in the job
description. Even if such combinations are listed in a job description, however,
the City Manager or City Council, as appropriate may_ determine that other
combinations qualify the person for the job, regardless of whether or not the job
descrintion explicitly states that other combinations may qualify the person for
the job. Personal traits including, but not necessarily limited to, loyalty, honesty,
industry, and willinaness to cooperate with others shall be gualifications required
for each position, even thouagh such traits may not be explicitly stated in a_job

description.
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3.12.0450 Job titles.

A, Official Job Titles. Fach position shall have an official job title
which is specified in the classification plan and is used to identify each individual
position. The official job title shall be used to designate positions in_all budget
estimates, payroll documents, and personnel records and reports.

B. Working Job Titles. For all purposes other than those described in
subsection A of this section, any suitable working job title may be used to

describe an official job title.

C. Position Levels. The job titles are generally indicative of the work
of the position and of the level of its importance and responsibility. Where
Roman numerals are affixed at the end of a title to indicate level within_an
occupation subseries, the higher numbers represent the higher levels.




3.12.0560 Allocation and reallocation of positions.
The city manager shall have authority to allocate and reallocate positions with

the approval of the city council. Jz%ae—aﬁumaqagew;sha%eeemmeﬁé—%e—’ehe—e&y
eounel—with—advice—and—assistance—of -department—heads,—allocation—efnew

3.12.0670 Review of allocations.
A, Periodic Review. The City Manager shall provide for a systematic

and periodic review of classes of positions if the City Manager deterrnines, in
his/her sole discretion, that duties, responsibilities, and authority have changed
substantially, or other conditions, including but not limited to an employee

Ordinance # 05-15
Page 16 of 82




request for review, warrant such a review. The City Manager shall allow the
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3.12,0790 Classification plan.

Management Employees

Range

Position

Contract

City manager
City clerk

Parks & recreation director (per agreement with UAF)
Staff attorney

I\

None

III

Finance director

Fire chief

Police chief

Port director

Public works director

Public Workers Operations Manager
Human Resources Manager

Assistant finance director

Cityelerk
City planner

Executive Assistant to City Manager
Senior Services Director

Grants manager

o




[Fa'E Hine a[dumznstsa‘eue! assnstanti itior)L oS
Port-atterdant{seasonal-winter)
: i\ I i )
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Chapter 3.16

RECRUITMENT

Sections:
3.16.010 General policy.
3.16.020 Regquestfer-Rrecruitment.

3.16.030 Types-ofannouncements:Types of Appointments
3.16.040—Announcement-deadiine: Selection of Current Employees

3.16.010 General policy.

A. The personnel! office shall recruit all candidates for employment.

B. The most qualified applicant shall be appointed to a position without
discrimination based on race, national origin, color, age, religious creed, sex, political
affi hatzon, matital status phys:cal handncap or other statuses Drotected by iaw m&ra

3.16.020 Regquestfor-Rrecruitment.

The City Manager, or City Council where appropriate, -may_utilize any_recruitment and
referral source deemed appropriate to obtain the highest caliber employees to fill
positions not within the collective bargaining unit. The City Manager, or City Council
where appropriate, may utilize such notice, appraisals or examinations he or she finds
annroortate for effective recruitment of emDiovees not within the coi!ective barqaanmc:;

3.16.030 _Types of appointments.
A, Provisional Appointment. The City Manager, or City Council where

appropriate, may fill a vacancy by means of a provisional appoinfment. A provisional
appointment is temporary and shall expire when a reqular appointment has been made,
or it shall expire 6 weeks from the date of such appointment.
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B. Reqular Appointment. A regular appointment is _an appointment to a
regular position. Reqular appointment shall not apply to temporary positions.

C. Substitute Appointment, A substitute appointment is one that is made to a
position which is going to be vacant for longer than 60 calendar days because of an
authorized leave of absence where the incumbent has reinstatement rights.

D. Acting Appointment,

An acting appointment is made when a gualified employee may be required to
serve temporarily in a vacant higher level position in which no qualified applicant is
available for its filling, when an announcement of position is delayed, the employee
who has a reqular appointment for this position is on approved leave of absence. This
type of appointment aives the acting employee no advantage in competition for regular
filling of this position. However, time in acting appointment may be counted toward
experience for the cdlass of position concerned. An employee who obtains an acting
appointment shall not always be required to perform all of the duties and
responsibilities assianed to the incumbent who holds a regular _appointment to the
position. The duties and responsibilities that are actually assigned to the employee
who has obtained the acting appointment shall be determined by the City Manager, or
City Council where appropriate.

An acting appointment of expected duration of at least five (5) working days
requires that the acting employee be offered the lowest rate of pay for the position that
s/he or she is acting in, or the next highest step, for the acting position range, that is
above his/her current pay level, whichever is higher.

3.16.040 Selection of current employees.

A. Reinstatement and Re-Employment.
1. As Required by State or Federal Law, A city employee may be entitled to
reinstatement or reemployment as required by applicable law.
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AB. Provisional Appointment, The City may fill a vacancy by means of a

provisional appointment. A provisional appointment is temporary and shall expire when
a regular appointment has been made, or it shall expire 6 weeks from the date of such

appointment,
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Chapter 3,32

| EMPLOYEE PERFORMANCE APPRAISAL

Sections:
3.32.010 Performance appraisal.

-
[

) T4 - - g ] -

3.32.010 Performance appraisal.__The City Manager, or City Council where

appropriate, shall prepare and provide a written performance appraisal to employees

who are not within the collective bargaining unit. Such employees shall be allowed to

place their own comments on any performance appraisal. Performance appraisals for

such emplovees shall be maintained as part of the City's permanent personnel records,
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Chapter 3.36

DISCIPLINARY ACTIONS

Sections:
3.36.010 General policy.
3.36.020 Forms of discipline.
3.36.030 Disciplinary reporting.

3.36.010 General policy.

A The city manager, or City Council where appropriate, will handle-will-agvise-and
all disciplinary matters. The city manage,r or
City Counc:! where aooroonate sha!E approve all deCtp!anary actlons eeﬁeemmg

3.36.0‘20 Forms of discipline.

Employment for all employees excluded from the collective bargaining unit is at will.
The city manaqer may take disciplinary action when s/he believes that an employee has
not adhered to the city's standards, rules or policies, or that performance requires
improvement or is unsatisfactory. Such action may include oral reprimand, written
reprimand, suspension with pay, suspension without pay, demotion, or discharge. The
city manager may apply the discipline s/he considers appropriate under all of the facts
and circumstances, up o and mc[udinq ;mmedaate termination without prior correttsve
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3.36.030 Disciplinary reporting.
A. Disciplinary Action Reports. All disciplinary actions except oral reprimands shall be

documented on a personnel action report form. A record of the date, time and subject
of any oral reprimand shall be maintained in the departmentat-personnel files for a

twelve month perfod ?he—dﬁefa!mafﬁeﬁ%ha%eleaﬂy—aﬂé-eeﬂase{ﬁet—#eﬁh—the

B. The City Manaqer may, Thedepartment—head—ay, if appropriate, complete

periodic reviews of the employee’s progress in correcting the cause of the original
discipline. Such reports shall be made a part of the employee’s central personnel file,
Disciplinary action reports which concern employees who have separated from city
service shall remain a part of the file.
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Chapter 3.44

SEPARATION

Sections:
3.44.010 Resignations.
3.44.020 Layoffs.
3.44.030 Terminal leave.
3.44.040 Maedical separation.
3.44.050 Retirement.

3.44.010 Resignations.

A. Resigning. ——A—Netee-of-Resignation. Employees may terminate their
emplovment voluntarily at any time, subiject to the notice requirements of any
applicable written employment agreement. Letters of resignation, if any, shall be
addressed to the city manager, or city council where appropriate. All empioyees are
requested to take into consideration the needs of the City in terms of providing notice
regarding_resignation.

B. Withdrawal of Resignation. An employee may withdraw-his—_his/her_resignation
only prior to the effective date stated in the applicable notice of resignation with the
written approval of the city _manager, or city councll where appropriatedepartment

future-employment:

Cb. Effective Date of Termination, The effective date of termination pursuant to
a notice of resignation shall be the last day on which the employee works.

3.44.020 Layoffs.

A-———The city manager may find it necessary to reduce the number of City
emplovees because of a decrease in funding, change in provision of services, or other
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3.44.030 Terminal leave.

The value of an employee’s accumulated annual leave shall be paid to-Rim-_him/her
without undue delay along with-his—_his/her final paycheck following separation. There
is no provision for terminal leave. The employee’s final paycheck shall be available at
the—personnel—effice—within the prescribed state time limits. Upon termination the
employee will also be asked reguired—to complete any the—necessary termination

paperwork-as-required-by-the-city.

3.44.040 Medical separation.

An employee who is unable to return to work following approved medical leave
without pay may be separated in good standing from city employment. Depending on
the type of injury or iliness, and whether it happened on or off the job, the employee
may he able to take part in either the long-term disability program with the city health
benefit plan or the long-term disability plan under the retirement system. Employees
are responsible to make themselves aware of the particular requirements in both long-
term disability plans and should contact the personnel officer if further information is
required, beyond what is provided in the plan documents.
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3.44.050 Retirement.

A. The city is a member of the State of Alaska Public Employees Retirement System.
All new employees hired after June 1, 1991 are required to be part of this plan if they
meet the minimum requirements of the state system.

B. To apply for retirement, the completed PERS form must be received in the PERS
office in the month before retirement benefits become payable. Benefits are not paid
retroactively, unless payment was delayed by the PERS office. After receipt of an
application for retirement, PERS will then return forms that must be completed by the
employee and the city.
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Chapter 3.48

PAY

Sections:
3.48.010 Pay plan.
3.48.0250 Advancements within a pay range.
3.48.0390 Overtime
3.48.04110 Effective date of changes in payroll actions.
3.48.05120 Total remuneration.

3.48.010. Pay Rates

A, Wage Schedule. All emplovees shall be paid commensurate with the pay
ranae to which his/her position has been assigned.
B. Starting Rate on Initial Employment. Original appointment to any position

shall be made at the entrance rate, and advancement from the entrance rate to the
maximum rate within a pay range shall be by successive step. The City Manager, or
city council where appropriate, may approve initial compensation at a rate higher than
the minimum rate in the range for the position when the needs of the service make
such action necessary, provided that any such exception is based on the applicant's
experience and ability over and above_the gualification requirements specified for the
class, or a critical shortage of applicants exists. The basis for the request shall be in
writing and approval for such shall be in writing prior to appointment.
C. Reinstatement and Re-employment of Employees.

1. Reinstatement As Reguired By Law. Employment rights of

employees shall be governed by applicable law,

3.48.020, Advancements Within a Pay Range

A, Annual Step Increase. Employees shall have their performance reviewed
annually. Their salaries may be advanced after an annual performance review to the
next higher step within the range based upon their performance. Such advancement
may be made annually until the employee has reached the maximum rate of the pay
ranae for his/her position. Dates for such review and advancements shall be the
employee's anniversary date and annually thereafter as adjusted by the number of
calendar days that total leave without pay exceeds thirty (30) during the calendar year.
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Annual step increases shall be within the City Manager's, or where appropriate
the city council’s, sole and exclusive discretion, and shall be based on merit. A step
increase must be earned and is not granted automatically. In determining whether or
not fo darant an annual step increase, the City Manager, or city council where
appropriate, shall give consideration to the objective evaluation of an_employee’s work
nerformance, recorded on a performance evaluation report.

3.48.030. Overtime

Employees who are not exempt from FLSA and are not within the
collective baraainina unit shall be paid at one and one-half times their reqular rate of
pay for all hours actually worked in excess of forty (40) hours in one (1) week.

3.48.040. Effective Date of Changes in Payroll Actions

Nothina in this Title shall prohibif retroactive pay approved by the City Council or
required because of administrative _oversight or error as determined by the City
Manager.

Personnel action implementing any change in_status_or pay shall be effective
upon approval of the City Manager provided such changes are received by the Payroll
Office at least ten (10) working days prior to the effective date.

3.48.050. Total Remuneration

The pay rate determined for a position under this Chapter shall represent the
total remuneration for the emplovee, not including reimbursement for expenses
approved by the City Manager. Except as provided in this Chapter, an emplovee shali
not receive remuneration from any person other than the City for performance of his or
her ordinary duties or any other additional duties which may be imposed upon him or
her, or which he or she may undertake or volunteer to perform.

Ordinance #05-15 City of Bethel, Alaska
Page 48 of 82



City of Bethel, Alaska Ordinance #05-15
Page 49 of 82



Ordinance #05-15 City of Bethel, Alaska
Page 50 of 82




City of Bethel, Alaska Ordinance #05-15
Page 51 of 82



Ordinance #05-15 City of Bethel, Alaska
Page 52 of 82



City of Bethel, Alaska Ordinance #05-15
Page 53 of 82



Ordinance #05-15 City of Bethel, Alaska
Page 54 of 82



City of Bethel, Alaska Ordinance #05-15
Page 55 of B2



Ordinance #05-15 City of Bethel, Alaska
Page 56 of 82



Chapter 3.52

HOURS OF WORK

Sections:
3.52.010 HRegular-hours of work.

3.52.010 HRegular-hours of work.

Employees not within the coliective bargaining unit positions who are exempt
from the FLSA are expected to work during the whole of the work day that their
department is reqularly open for business, and they are expected to work as many

hours as is necessarv to Derform ‘L’hEEF 1obs Regabwe%haﬁae&%eﬁ—geaeﬁﬂ—sehedﬁee}
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Chapter 3.56

HOLIDAYS

Sections:
3.56.010 Recognized holidays with pay.
3.56.020 Holiday falling on a Saturday or Sunday.
3.56.030 Computation of holiday pay.

3.56.0450 Pay for regular full-time employees who work on a holiday.

3.56.010 Recognized holidays with pay.
The following days will be recognized as holidays with pay for all employees in

regular full- time and regular part-time positions.-Fire-fighters' pay—in-lieu-of-helidays ’
shal-be-as-stated-below:

New Year's Day-and-New-Year's-Eve-thalf-day) |
Washington’s Birthday (third Monday in February)

Memorial Day (last Monday in May)
Independence Day

Labor Day

Alaska Day

Veteran's Day

Thanksgiving Day

Day After Thanksgiving Day

Chief Eddie Hoffman’s Day

Y2 Day on Christmas Eve

Christmas Day-and-Christmas-Eve-{that-day)
Employee’s Birthday

Employees may choose to take their birthday leave at anytime during the calendar
year, except on another recognized city holiday, with prior approval of the city

managerdepartrment-head.

3.56.020 Holiday falling on a Saturday or Sunday.

When a recognized holiday falls on a Saturday, the preceding Friday shall be
recognized as the holiday with respect to overtime computation. When a recognized
holiday falls on a Sunday, the Monday following shall be recognized as the hoisday
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3.56.030 Computation of holiday pay.

A. Regular Full-Time Employees. Regular full-time employees who are not within the
bargaining unit and who are not exempt from FLSA shall receive their regular straight
time rate of pay for recognized holidays._Employees who are exempt from FLSA shall
receive their regular salary in a workweek in which they perform services for the city,
regardless of whether or not a holiday occurs during such week,

B. Regular Part-Time Employees. Regular part-time employees who are not within
the bargainina unit and who are not exempt from FLSA shall receive pay for recognized
holidays which occur in their standard work period measured by the applicable straight
time hourly rate multiplied by the average number of hours worked by the employee
during the prior four weeks._Employees who are exempt from FLSA shall receive their
reqular salary in_a workweek in which they perform services for the city, reqardless of
whether or not a holiday occurs during such week,

C. Holiday During Annual or Sick Leave. A recognized holiday occurring during an
employee’s annual or sick leave shall not be counted as a day of annual or sick leave.

_Em;ate;ees shal Ie:le.aE Ehe-n rightto-payment-foray—holida) ”.E“e’ are-enicave
“”E;i'FHE Eal’ fer E“a EHE;EEISMEE“@“ ’Ehe lasE! ’?gf.ial ' “’“e'“ day-preceding such-hofiday-o

3.56.0450 Pay for regular full-time employees who work on a holiday.

Regular full-time employees whg are not exempt from FLSA and who are required to
work a full shift because of an emergency or performance of essential public services
shall be entitled to eight hours pay in addition to their normal holiday pay-. Employees
who are exempt from FLSA shall be paid their regular salary in a workweek in which
they perform services for the city, regardless of whether or not a holiday occurs during
such week and reqardless of whether or not they perform services on such holiday. A

ogrized
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Chapter 3.60

LEAVE

Sections:

3.60.010 Policy.
3.60.020 Annual leave accrual.
3.60.030 Annual leave cash-in and donation.
3.60.040 Regular use of annual leave.
3.60.050 Sick leave.
3.60.060 Injury leave.
3.60.070 Court leave.

| 3.60.080 Uniformed serviceMilitary-training leave.
3.60.090 Funeral leave.
3.60.100 Emergency leave,
3.60.110 Leave without pay.
3.60.120 Unauthorized absences.

|  3.60.130 Family/MedicalMaternity/paternity leave.

3.60.010 Policy.
Annual leave, sick leave, and other additional leaves as—are provided to city

emp[ovees in_accordance with this Chapter and aaphcabie !aw Sﬁe&r—ﬁEd—BF@-pF@’ﬁéEé

ﬁeaeeﬁsﬁha}%ee%rﬁed—te—ieaveﬂeema%—beﬁeﬁ%s—Temporaw and seasonal employees
. shall not accrue leave. All leave shaii be earned and used on an hour for hour basis.

3.60.020 Annual leave accrual.

| A Rate.
1. Regular, full-time employees shall accrue annual leave at the following rates:

12 hours per month = 0 thru 2 years service

14 hours per month = 2 years + 1 day thru 5 years service

16 hours per month 5 years + 1 day thru 10 years service

18 hours per month = 10 years + 1 day thru 15 years of service
20 hours per month = 15 years + 1 day thru 20 years service
22 hours per month = 20 + years of service

2. Regular, part-time employees shall accrue annual lease at the following rates:

6 hours per month = 0 thru 2 years service

8 hours per month = 2 years + 1 day thru 5 years service

10 hours per month = 5 years + 1 day thru 10 years service
12 hours per month = 10 years + 1 day thru 15 years service
14 hours per month = 15 years + 1 day thru 20 years service
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16 hours per month = 20+ years service

B. Annual Leave Accrual. Leave accrues during the period of time an employee is on
paid leave. Such additional accrual shall be canceled if the employee fails to resume
duty on completion of-his—_his/her authorized leave. Leave does not accrue during
periods of injury leave or leave without pay.

C. Annual Leave Accrual Limits. Accrued and unused leave may be carried over from
one year to the next for the purpose of accumulating an annual leave account or
reserve; however, on December thirty-first of any year an employee may not have
more than four hundred hours’ leave to—his—_his/her credit Fve-hundred-sevenby-six
heursHnthe-ease-of-Kelly-Shift-employees-ef-the fire department):

D. Annual Cash Out Upon Termination. Accrued and unused annual leave shall be
paid to a terminated employee within the time periods required under state law.within
ter-working-daysof-the-effective-date-ef-termination. Accrued annual leave will be paid
upon termination only to those persons who have been continuously employed by the
city for a minimum of six months. Employees may not be kept on leave status to “run
out” their annual leave after termination.

3.60.030 Annual Leave Cash-Out and Donation

A, Emergency Cash-Out. Cash-out in lieu of accrued annual leave may be
obtained under emergency conditions outlined in writing and approved by the City
Manager, provided the employee retains at least 80 hours of annual leave in his or her
annual_leave account following cash payment. “Emergency” is defined as a_critical
situation over which the employee has no control,

B. Donation of Leave. Reguests for permission to donate annual leave 0 a
fellow employee shall be approved only for serious medical problems, hardship or some
truly exceptional emergency. Each employee may donate any amount of annual leave,
up to forty (40) hours, with the prior approval of the City Manager.

C. Advance Leave Pay. The Finance Director’'s office shall provide for
advance leave pay when the request is submitted in writing two (2) weeks in advance
of the scheduled leave period and is approved by the City Manager.

3.60.040. Regular Use of Annual Leave
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A, Employees shall be allowed to use any amount of accrued leave at the
time they desire that will not be detrimental to department operations, as determined
by the City Manager. Leave shall be used on an hour for hour basis.

B. At least forty (40) hours of leave must be taken each vear by December
31, with the exception that this limitation shall not apply to new employees until the
second December 31 following their date of hire.

3.60.050 Sick Leave

A, Sick Leave Accrual. Sick leave shall accrue at the rate of eight (8)
hours per month of service,
B. Sick Leave Accrual Limits. Sick leave can be accumulated up to a
maximum of 720 hours.
C. Use,
1. Use of Sick Leave, An employee eligible for sick leave with pay

may _use such sick leave for absence due to illness, injury, exposure to contagious
disease that requires quarantine, or due to illness or death in the employee’s immediate
family requiring the employee’s personal attendance, Doctor, dental, and appointments
with other licensed health care providers shall be included as cause for sick leave. An
employee who wishes to use sick leave must inform the city manager in_advance of
taking the leave, or as soon as possible after the employee or an immediate family
member become ill. Failure fo inform the city manager of the need to use sick leave
may be grounds for discipline, up to and including, dismissal. Compensation for sick
[eave shall be paid when leave is used. Advance compensation for sick leave shall not
be paid unless approved in advance by the City Manager.

2. Licensed Health Care Provider's Certificate.  When _an_employee’s
absence is for more then three (3) consecutive working days, he or she shall provide
certification_from the employee’s or immediate family member's licensed health care
provider indicating the reason for the absence. The city manager may require a
licensed health care provider's certificate at any time before approving sick leave with
pay; such certification shall be provided in advance of taking sick leave, unless the
health_care provider certifies that such advance notice was not possible. A certificate
shall be transmitted to the Personnel Office for entry into the employee’s records.

E. Sick Leave Use Upon Termination.

1. Employees with _eleven (11) vears plus one (1) day or more of
continuous employment with the City of Bethel, shall be paid all accumulated sick leave
up to a maximum of 720 hours at the employee’s regular rate of pay when the
employee is terminated. Sick leave shall not be paid upon termination to employees
with eleven (11) vears of less of continuous employment with the City.

2. Empioyees returning to work from an_unauthorized leave shall not

be rehired.

3.60.060. Injury Leave
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A, Employees injured on the job are entitled to compensation and benefits in
accordance with the Alaska Workers Compensation Act. An employee shall make a
complete report of the injury to the Alaska Department of Labor through the Personnel
Office. The employee shall cooperate with the Personnel Office to prepare and submit
all forms and information related to the employee that the Personnel Office or the City's
workers’ compensation insurance carrier may reguest.

B. Employees may not use annual leave while on iniury leave.

C. In the event that an employee is unable to return to work, he or she will
be eligible for benefits provided for in the City’s long_term disability program, if any.
While participating in such program, the employee shall not accrue sick and/or annual
leave benefits. The employee may, however, participate in the City's group insurance
programs provided he or she meets the responsibilities under the COBRA Act and the
City’s insurance program.

3.60.070. Court Leave

A, Employees called for jury duty shall be freated as being on approved
leave without loss of longevity, leave or pay. Service in court when subpoenaed as a
witness shall be treated the same as jury duty. Fees paid by the court, other than
those for an employee’s appearance at any fime outside the emplovee’s regularly
scheduled shift, for travel, parking and subsistence allowances, shall be returned to the

City.

B. An_employee shall provide the city manager with a copy of a notice to call
for jury duty immediately upon receipt by the employee. When excused or released
from jury duty for the day, the employee shall return to work immediately, allowing for
delay for the period of time reasonably necessary to travel to and from home to change
into work clothing.

3.60.080. Uniformed Service Leave

Uniformed service leave shall be granted as required by law.

3.60.090. Funeral Leave

Each full-time employee shall be eligible for one (1) working day of leave for
each funeral of a member of his or her immediate family attended. Such [eave shall
not be deducted from the employee's leave account.

3.60.100, Emergency Leave

The City Manager may approve paid emergency leave to employees not to
exceed forty (40) hours at any one time when critical illness or death has occurred in
the employee’s immediate family.

3.60.110. Leave Without Pay

City of Bethel, Alaska Ordinance #05-15
Page 65 of 82



A. An emplovee may receive up to three months leave without pay if the City
Manager approves it. Such leave shall only be granted after an employee has
exhausted annual leave and any other available leave that will cover the intended
purpose of the leave without pay. The granting of such leave is within the sole and
exclusive discretion of the City Manager. It shall not be granted if the employee’s
absence will hamper provision of City services or operations.

B. An employee shall request leave without pay provided for in this section in
writing at least three (3) months before the employee’s leave would commence. The
request shall be made to the City Manager. The time frame for requesting leave
without pay under this section may be waived by the City Manager, in his or her sole
discretion.

C. During the employee’s leave without pay, the vacant position may be
filed by a substitute appointment, temporary promotion, femporary re-assignment or
temporary employee. Upon_expiration of the approved leave, the employee shall be
reinstated to the same position he or she previously filled,

Sick leave and annual leave benefits shall not accrue during an absence of leave
without pay provided under this section, nor will the City make any contributions during
that period for retirement, health, dental, or life insurance benefits. However, the
emplovee may elect to continue health or dental insurance during the period of leave
| without pay provided under this section if the employee deposits with the City the
amounts necessary to cover the total cost of premiums.

3.60.120. Unauthorized Absences

An employvee who plans to take leave shall notify the City in advance of the leave
as provided for in this Chapter. If an emplovee will be absent from work for any reason
and has not previously notified the City in accordance with the notification provisions of
this Chapter, the employee shall notify the city manager at least ten minutes prior to
the start of the employee’s shift. Any unauthorized absence is grounds for discipline,

up to and including dismissal.

3.60.130. Family and/or Medical Leave of Absence

A, Policy. The following conditions apply to instances when an employee
requests time off for family and medical leave of absences for a limited period with job
protection and no loss of accumulated service provided the employee returns to work.
Tt is the intent of the City to grant family and medical leave consistent with both the
Federal Family and Medical Leave Act of 1993 (“"FMLA") and the provisions of AS
23.10.500-23.10.550, whichever provides greater rights. Provided, however, that if an
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emblovee qualifies under only one of the Acts, the employee shall be entitled to receive
only the benefits of the Act under which the employee gualifies.

B. Definition of Family and Medical Leave. A family and/or medical leave of
absence shall be defined as an approved absence available to eligible employees for up
to eighteen (18) weeks of unpaid leave per year under particular circumstances that are
critical to the life of a family. Leave may be taken: upon the birth of the employee's
child: upon the placement of a child with the emplovee for adoption or foster care;
when the emplovee is needed to care for a child, spouse, or parent who has a serious
health condition: or when the employee is unable to perform the functions of his or her
position because of a serious health condition. If a parent or child of two employees
has a serious health condition, the City is not required to grant family leave to both
employees simultaneously.

C. Scope of Family and Medical Leave, The provisions of this policy shall
apply to all family and medical leaves of absence except to the extent that such leaves
are covered under other paid employment benefits plans or policies for any part of the
eighteen (18) weeks of leave to which the employee may_be entitled under this policy.
In other words, if an employee is entitled to paid leave under another benefit plan or
policy, the employee must take the paid leave first. Subject to the provisions of Section
G(1) of this Article, the City may require an employee to pay all or part of the costs of
maintaining health insurance coverage during a period of unpaid leave.

D. Fligibility for Family and Medical Leave. To be eligible for leave under AS
23.10.500-.550, an employee must have been employed for at least 35 hours a week
for six consecutive months or at least 17.5 hours a week for twelve consecutive months
preceding the commencement of the leave. To be eligible for leave under FMLA, an
emplovee must have been employed for 1250 hours in any twelve (12) month_period.

E. Basic Regulations and Conditions of Family and Medical Leave.
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1. The City will require medical certification to support a claim for
leave for an emplovee’s own serious health condition or to care for a seriously ill child,
spouse or parent. For the employee’s own medical leave, the certification must include
a statement that the emplovee is unable to perform the functions of his or her position.
For |leave to care for a seriously ill child, spouse or parent, the certification must include
an estimate of the amount of time the employee is needed to provide care. In its
discretion, the City may require a second medical opinion and periodic recertifications
at its own expense. If the first and second opinions differ, the City, at its own expense,
may require the binding opinion of a third health care provider, approved jointly by the
City and the employee.

2. If medically necessary for a serious health condition of the
ermnplovee or his or her spouse, child or parent, leave may be taken on an intermittent
or reduced leave schedule. If leave is requested on this basis, however, the City may
require the employee to transfer temporarily to_an alternative position which better
accommodates recurring periods of absence or a part-time schedule, provided that the
position has equivalent pay and benefits.

3. Spouses who are both employed by the City are entitled to a total
of eighteen (18) weeks of leave (rather than eighteen (18) weeks each) for the birth or
adoption of a child or for the care of a sick parent.

F. Notification and Reporting Requirements for Family and Medical Leave,
When the need for leave is foreseeable, such as the birth or adoption of a child or
planned medical treatment, the employee must provide reasonable prior notice and
make efforts to schedule leave so as not to disrupt City operations. In cases of iliness,
the employee will be required to report periodically on his or her |eave status and
intention to return to work.

G. Status of Employee Benefits During Family and Medical Leave of Absence.

1. During the first twelve (12) weeks of family leave, the City must
maintain the employee’s coverage under any group health plan on the same conditions
and at the same level as coveraae would have been provided if the employee had been
continuously emploved during the entire leave period. However, the City may require
an emplovee to pay all or part of the costs of maintaining health insurance coverage
during any additional periods of unpaid leave. If an employee fails to return to work
after family leave entitlement has been exhausted, or expires, the City may recover
allowable premiums from the employee unless the reason he/she is not returning is
because:

a. of medical conditions which entitle the employee to family
leave;
b, other circumstances beyond the employees control as
identified in 29 CFR 825.213.
2, Any emplovee who is granted an approved leave of absence under

this policy is advised to provide for the retention of his or her group insurance
coverages by arranaing to pay the premium contributions during the period of unpaid
absence,

3. In the event that an employee elects not to return to work upon
completion of an approved unpaid leave of absence, the City may recover from the

Ordinance #05-15 City of Bethel, Alaska
Page 68 of 82




emplovee the cost of any payments made to maintain the employee’s coverage, unless
the failure to return to work was for reasons beyond the employee’s control. Benefit
entitlements based upon length of service will be calculated as of the last paid work day
prior to the start of the unpaid leave of absence.

H. Procedures of Requesting Family and Medical Leave,

1. Completion of Reguest for Family and Medical Leave of Absence
Form: A request for Family and Medical Leave of Absence form must be originated in
duplicate by the employee. This form should be completed in detail, signed by the
employee, submitted to the personnel office for proper approvals, and forwarded to the
City Manadger. If possible, the form should be submitted thirty (30) days in advance of
the effective date of the leave.

2. All reauests for family and medical leaves of absence due to iliness
will include the following information attached to a completed Request for Family and
Medical Leave of Absence: sufficient medical certification stating (a) the date on which
the serious health condition commenced; (b) the probable duration of the condition;
and (c) the appropriate medical facts within the knowledge of the health care provider
regarding the condition. In addition, for purposes of leave to care for a child, spouse,
or_parent, the certificate should give an estimate of the amount of time that the
employee is needed to provide such care. For purposes of leave for an employee’s
iliness, the certificate must state that the emplovee is unable to perform the functions
of his or her position. In the case of certification for intermittent leave or leave on a
reduced leave schedule for planned medical treatment, the dates on which such
treatment is expected to be given and the duration of such treatment must be stated.

1. Employee Status After Leave, An eligible employee who takes family
leave for the intended purpose of family leave, shall be entitled on return from such
leave;

1, to be restored to the position of employment held by the employee
when the leave commenced; or
2. to be restored to an equivalent position with equivalent
employment benefits, pay and other conditions of employment.
J. Intermittent Leave or a Reduced Work Schedule, An employee may take

family medical leave or medical leave intermittently if necessary. When the need for
intermittent leave is foreseeable, the employee must give notice to the City thirty (30)
days in_advance of the time the leave is to begin. If the employee cannot give thirty
(30) days notice, he/she must given notice as soon as practicable. When an employee
takes intermittent leave for family or medical leave purposes, the City may require the
employee to show that the intermittent leave was medically necessary. The employee
can_be reguired to produce a health care provider certification showing that the
intermittent absences are a part of, or may result from, the treatment the emplovee is
receiving for a serious health condition. The City has the right to require the employee
to recertify the medical necessity of the leave, which ordinarily will not be required
more freguently than every thirty (30) days. However, if the City receives information
that casts doubt on the validity of the certification, the City may require recertification
on_a more frequent basis, If the City for some reason suspects that the employee's
doctor has misdiagnosed the condition or is fraudulently certifying the need for leave,
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the City has the right to have a doctor of its choosing examine the employee. The City
will pay for the second examination and it will not be performed by a doctor who is

emploved on a reqular basis.
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by the City. The City will not contact the employee’s doctor to verify the legitimacy of
the certification. If the opinion of the doctor selected by the City differs from that of
the employee’s doctor, the City may require a third examination, at its expense, to be
performed by a doctor designated or approved jointly by the City and the employee.
The City may transfer an employee who must take intermittent leave to a position that
better accommodates intermittent absences. The position must provide the employee
with equivalent pay an benefits, but the position need not have eguivalent duties,
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Chapter 3.64

SPECIAL PROVISIONS

Sections:
3.64.010 Benefits.
3.64.0240 Outside employment.

3.64.0360 Unlawful acts prohibited.
3.64.0470 Gifts and gratuities.
3.64.0580 Employment of relatives.
3.64.0690 Political activity.
3.64.0701008  Safety program.
3.64.080410 Drug testing.

Section 3.64.010. Benefits

A, Insurance Benefits

The City will provide full-time employees who are normally scheduled to work
thirty (30) or more hours a week with group medical, dental, vision, life and long term
disability insurance benefits in_accordance with the terms of the applicable plan
documents: provided, however that employee subject to written employment
aqreements may have different benefits specified. Seasonal employees and part time
emplovees shall not be eligible for health, dental, long term disability and life insurance
benefits.

B. Other Benefits.

1, a. Utility Benefit. Full-time_and part-time employees shall receive
water, sewer, and garbaqge services from the City for a fee of $75 per month; provided,
however that employee subject to written_employment agreements may have different
benefits specified. Water and sewer services shall be provided on the established
delivery schedule, up to a maximum of twice a week. The maximum amount of water
that shall be provided is 1,500 gallons per week. Seasonal employees, and employees
who reside in multi-fFamily dwellings with shared water and sewer tanks, shall not be
eligible for this benefit.

b, Suspension, All employees must complete an application to
receive the utility benefits. It must then be approved by the City Manager. Any
employee who fails to notify the Utility Service Department to_disconnect services
within one week after thev change residences may be denied the utility benefit in the
future,

Ordinance #05-15 City of Bethel, Alaska
Page 76 of 82



C. Deposit. Employees are not required to pay the established
deposit for utility services. When the employee no longer works for the City, the
emplovee shall not receive the benefits provided for in this section.

2. The Emplover shall continue the deferred compensation program to
be funded entirely by Employee contributions.

3.64.020. Qut-side Employment

A. No employee shall be employed by or engage in work for an employer
other than the City, including but not limited to self-employment, during the employee’s
work hours.

B. Any emplovee intending to do business with the City shall notify the City
Manaader in writing of the proposal to do business at the time of his or her application
or proposal to the City. The City Manager may recommend for or against the
application, but in no case shall the City Manager authorize an employee to do business
with the City if doing so would constitute a conflict of interest.

_3.64.030. Un-lawful Acts Prohibited

A, No emplovee shall willfully or corruptly make any false statement,
certificate, mark, rating or_report in regard to any test, certification, or appointment
held or made, or in any manner commit or attempt to commit any fraud with respect to
reports, paperwork, or other duties that are required of the employee under this Title,
City rules, policies or procedures, or federal, state, or iocal laws.

B. No person seeking appointment to, or promotion in, the city service shall
either directly or indirectly give, promise, render or pay any money, service or other
valuable thing to any person for, or on account of, or in connection with his or her test,
appointment, proposed appointment, promotion or proposed promotion.

C. No employee of the City, examiner or other person shall defeat, deceive
or obstruct any person in his or her right to examinations, eligibility certification or
appointment under these rules, or furnish to any person any special or secret
information for the purpose of affecting the rights or prospects of any person with
respect to employment in the city service,

D. Discrimination _against _any person  in__recruitment, examination,
appointment, training, promotion, retention, discipline or _any other aspects of
personnel administration because of political or religious opinions or_affiliations or
because of race, color, creed, sex, religion, national origin or ancestry, age and
disability except where physical requirements constitute a bona fide occupational
qualification necessary to proper and efficient administration, is prohibited.

3.64.040. Gifts and Gratuities
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Tt is the responsibility of each city employee to remain free from indebtedness or
favors which could tend to create a conflict of interest on the part of such employee. If
an employee is tendered or offered a gift or gratuity under circumstances which could
reasonably be construed to create the appearance of a_conflict of interest, the
emplovee shall immediately report such offer to the City Manager. Any employee who
knowinaly accepts any gift or gratuity without the prior approval of the City Manager in
violation of this section may be subject to discipline.

3.64.050. Employment of Relatives

No person may be emploved in a position in any department who is a relative of
the City Manager, the Department Head, or a member of the city council. No person
may be employed in a position supervised by a relative. No person may be employed
in a position in any department who is a relative of another employee in the
department, without the written, advance approval of the City Manager.

The City Manager may, at any time, re-evaluate the effect of having relatives
working in the same Department on the performance of either relative and the
operation of the department involved. This re-evaluation may resuit in the transfer or
termination of one of the affected parties.

3.64.060. Political Activity

An employee who is elected as a member of the Bethel City Council or to a state
or national elected political office, shall immediately resign from City employment. In
this section, "elected” means the status of a candidate upon certification of a local
election or at the time the candidate is sworn into a state or national office following an
election.

Ordinance #05-15 City of Bethel, Alaska
Page 78 of 82




City of Bethel, Alaska Ordinance #05-15
Page 79 of 82



Ordinance #05-15 City of Bethel, Alaska
Page 80 of 82



3.64.070. Safety Rules

A, Safety rules, policies and procedures of the City, which the City may
modify from time to time, are incorporated by reference and made part of this Chapter.
All employees must at all times comply with such safety rules, policies and procedures,
Any employee who is_injured on the job must make an immediate report to the
personne! office, no matter how slight the injury. Failure of employees to follow safety
rules, including the immediate reporting of injuries, may result in discipline, up to and
including dismissal.

B. The City shall provide all devices, apparel or eguipment necessary for an
emplovee’s safety in accordance with_applicable laws. _Additionally, the City shall
provide special tools, equipment, clothing and uniforms it deems necessary to
accomplish work assianments. All items provided to employees in accordance with this
section are property of the City and shall be returned in good working order upon
separation from City service.

3.64.08011.0—Drug testing.

A. Employees of the city required to be tested for alcohol and drugs_under by-the
Ornibus—Transporation-Employee Testing-Act-of 1994-er-any etherapplicable federal
or state law or regulation shall be tested by the city as required by law or regulation or
in accordance with any written drug testing policy adopted by the city and approved by
the city council.

B—%WW%WW%WW—%
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Chapter 3.68
PRODUCTIVITY AND EMPLOYEE INCENTIVE PROGRAMS

Sections:
3.68.010 Policy.
3.68.020 Programs.
3.68.030 Publications.

3.68.010 Policy.

It is the policy of the city to pursue vigorously in every phase of its service to the
community improved productivity which will provide a fair return on the use of tax
dollars and ensure maintenance and use of the assets of the city. To this aim, the city
manager shall implement programs which will continue to provide productivity
improvements and, through motivational programs, will encourage ail employees to
work for these goals and through incentive programs will recognize contributions by
employees for improvements in productivity.

3.68.020 Programs.

In addition to an employee suggestion awards program and special merit awards,
other programs may be established by the city which assist in implementing the policy
and aims of productivity. Such programs shall include, but not be limited to, career
development and training, management by objectives, productivity incentive bonuses,
lost time accident improvement and others. All such programs which require funding
shall be submitted to the city manager for approval.

3.68.030 Publications.

The city shall issue such publications, posters and procedures as are necessary to
implement these programs to provide details to all employees describing the
productivity standards programs. All such programs which require funding shall be
submitted to the city manager and city council in the normal manner for approval.

Section 3.  Effective Date. This ordinance shall become effective immediately.

ENACTED THIS 11%" DAY OF OCTOBER, 2005, BY A UNANIMOUS VOTE IN

FAVOR. W"
AT%’:/l A Hugh 6yment, Maxfor

Sandfa Moligh, CRy Clerk
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