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To Whom It May Concern:

. ﬁyf?’f'{ A St "

Appeal Form -

for: Examination Title: _ \olumte

7 ) «r . O
»{'3"03'-r“ca.vxfi <g;oz«?(‘ valist

Date riotified of disqualification: _5

h/c:Qg‘/;‘;?O/g | B

He

. Disqualified Under CIVIL SERVICE |

Check all boxes that are applicable, - |

LE (C.S.C.) and/or HUMAN RESOURCES (HR) POLICY:

,heréby appeal my _D_{a}_guéliﬁed to take the examination,

{ Lacks Minimum Qualfication ~ Rule 5
| Human Resources Policy: -Dismissed

1.
f

'G

Q)JEQ "Gonv‘icted of a felony, or a misdemeanor — Rule 5.1 (b) [
i Public Service [J] Dismissed from City Employment []

OTHER [] (write.sp‘ac' fic C.S.C. Rule or HR Policy you are appealing) o
| €.5.C. Rule 5.1.(2) Applicant does hot meet minimum qualification ’ | ves | nO | NA
| Do you mest the educational requirements a stated in the job specification for this position? O RE P
"Can you provide official proof of Education o other reguirements, official transcripts, original or . = =< D'
| ceriified _oc‘)pies of diplomas? ' : . i o I I
| Do you reet the minimum required expetience as stated inthejob specification for this.position? | B O O
‘| Did you list your education and/or experiefce on your application? - ' o B O
| -Detail your qualifying expetience (use'radditio nal paper if necessary).
Aarecihedd i - ' '
|¢.5.C. Rule 5.1.(b) Conviction of Fslony or Misdemeanor Tves | no | wa
Is your con_vidtion job related to the positién sought? ] [ ba
| Will the conviction hinder your ability to pe:a»rfo»rm the duties of this position? [ i b

| regarding this issue.

{ Please detail why"yo'ur conviction will.not affe

ct your job peﬁormance.jPiease submit any supporting documentation

C.8.C & HR Policies Appeal Form

Updated 05/10/12




'HR Policy: Dismissed from Pubfic Service

{ HR Policy: Dismissed from City Employment ' ' ,
ated to the duties of the position bemg sought? | O 0 | B

ur dismissal from public service. Please provide any supporting

(3

+-Arg the mrcumstances of your dismissal re

| Please detail the circumstances invelving|yo
documentation regarding this issue.

' wa i

| Other _xxix _(write specific Rule or HR Policy you are v-appealing):.

Please explainwhat you are appealing

Find

j"‘ é" @ e K "”"k«f\r" & "VU:'} S E’G ' QJV\'—' € R :S{. 5. "i."’”\ﬁ- L astadn u"Ang - @L}.ﬁ’:g l:{"ﬂ ‘f}iki‘f&@'ﬂfﬁ.
Name: TNARK & CHRRABLE Address: 'Gity/éiate/Zi_p =
|| Telephone: Person ID #: -{Neogov) |
Nt g Conmme s Date:

|| Applicant Signature:

Please note: In accordance with the Texas Public-Information Act. information from your application and/or résumé'ié

subject to release to the public.

I The electronic transmission of this apgeal form via e-mail-will constitute a signature:
. : .

Check signifies electronic signature g

RECEIVELD

JUN zzza 5

Civik il =Y E_
COMMISSION

ﬂq

i

C.5.C & HR Policies Appeal Form Updated 05/10/12




Position: Volunteer Coordinator & Adoption Counselor

Dates: December 2002 ~Nover
Hmmane Society of El Paso —|

@

e @

®

. Position: Development Coord

Coordinated the volunte

Supervised and manage
Scheduled and conducted
Provided appropriate trz

Presented proper pet caz
Assisted with all fundrags
Worked with several organizations across Te;ms in pidcmg dogs and cats into new homes

Attended Humiane Society

nb
El

Cl

er 2003
Paso, Texas

program

Recruited and selected qualified volunteers

d 3

i

solunteers
211 volunteer orientations :
ing programs and explained progranm policies, procedures and

activities to new volunt

Assisted potential adop!

el
Hosted and attended corns
Delivered public presentati
Provided administrative
Provided excellent custon
ters in placmg the best possible pet into their homx,

and pet responsibility to potential adopters

St

¢

S
hunity events

ions

pport to the Lxeouu ve DH‘L,CLDI

er service

ng events

Animal handle;

of thie United States seminars

ingtor

December 2001 — Decemiber 2(
. Humane Society of El Paso —

Position: Shift Supervisor

Provided membership s
yolugtesrs and supporter
Coordinated daily mem

Selected and screened v
Assisted the Marketing:
newspaper and televisio

Presented progtams whic

animal care and pet resp

November 2013- Curzent |
City of El Paso Animal Services,

~ Assist VIP Program Co

Coordinate off-site adog
Assist Volunteer Progra
Train and present to V11
Explains to VIP voluntg
Prepare and deliver pub
VIP Volunteer selectiotl

Bl

0z

ey
3
hel
ol

L

1 1
ch
or

it
m
>
erk
i

Paso, Texas
vardship and customers service for donors, members,

<ship functions to include data entry
teers appropriate for program events

Director with all fundraising events, soliciting for donanom

nterviews
targeted small children and adults on the nnpmtance of piroper

sibility

.} Paso, Texas

31‘_(1inat0‘r with the VIP Program

n events

Coordinator with volunteer activities

rolunteers on how to handle animals in a safely manner
Animal Service policies and procedures

presentation promoting VIP prog gram to the community

s for kennel assisting




Makes suggestions to the Volunteer Plo gram Coordinator

Provides in-serviee to VIB Volunteers on subject manners safety solutmub/VIP dog,
selections and understanding dog breeds :
Submits data and program reports to Volunteer Program Coordmatm




611812015

hits://secLire.neogov.com/em ployers/app_tracki

NEOGOV Insight - Application Detail

| Home Phone:

fﬁ’erédha! Information .

Preferances

El Paso.
;Edu?:ation v
| High School
A ‘Ysleta High School :
TUnspecified Start] - [Unspecified End]
| El paso, Texas '
| Work Experience
Animal Services Shift Superviger-

5001 Fred Wilson
E] Paso, Texas 79906
(915) 478-0130

| guarantining, impounding and enfor

‘| Control vehicles and personnel. Ens

| serves court ordefs, and testifies in

Na me: Mark Av'(:ar

Email;
Month and Day of
Birth: .

Driver's License:

% T Al o s i n, A4S 1
« [Sfans it g i & LT
E R I3 Reg Rl 2

Contact Information - Perspr 1D 14100312 .

s "l oy ot e B3 pine FES 2 Gite

rasco Address:

Alternate ‘Phone:
Former Last Name!

Yes,Texas ; , Class C-

Can you, after erﬁ'ployment, submit proof of your Yes

legal right to work in the United Sta

What is your highest-levei of-edu caetio‘n‘?

Preferred Salary:
Are you willing to relocate?

or
-

Types of pos‘itions you will accep
Types of work you will accept: -

Types of shifts you will accept: |

Objective

tes?
.. High School

$20.00 per hour; $38,400.00 per year
.~ Yes’ . : :

Regular
Full Time

Day , Evening , Night , Rotating , Weekends ,

{as needed)

T6 be a positive ambassador for|the city of

1/2013 =~ Present

City of El Paso/Animal Services She

buties
Plans, assigns and supervises the W
subordinates in enforcing laws, o;rd

cruelty and nuisance complaints of

the news media, and deals with tlhe
ordinances, policies and regulations
procedures for assigned area(s) of
procedures for subordinates.

‘Performs assigned division admirg;is
agencies in activities related to the

animal survey programs. Develops
budget preparation and utilization a
if applicable, for area(s) of respol‘ns»

Did you graduate: No
Degree Received: GED

- Hours worked per week: 40 -
Monthly Salary: $2,790.40
# of Employees Supervised: 30
lter
- Operations Manager
May we contact this employer? Yes -

us

On Cal}

Name of Supervisor: Dr. Marylin Christensen -

ork of éssigne.d personnel and provides advice and codnsei to

nances and regulations. Involves: supervises patrolling for

cing animal and rabies control ordinances. Investigates ahimal

most difficult cases. Investigates accidents involving Animal
ures compliance with quarantine orders, prepares notifications for

public answering complaints and advising them on laws,

. Develops in coordination with the Program Manager, policies and -

responsibility. Interprets program rules, regulations, policies and

rative functions. Involves: Cooperates with other governmental.

control of zoonotic diseases. Prepares court cases, initiates and
court. Supervises the wild animal and predator. trapping and
Quality Assurance monitors for area(s) of responsibility. Assists in
nd tracking of resources. Assists in development of marking plan,

{'bility. Assists in the development of strategic planning for ARDC.

nglview_résune.cﬁn?PrInf=Y&Jole=‘§124904&ResumelD=70021482&GetJSUserlDFromRe_sume=y_es_

115




6/18/2015

Supervise assigned staff. Involv.eis:
harmony. Interview applicants. Rec
other employee status changes, | .

- | Reason for Leaving
| N/A

NEOGOV Insight - Application Detail

Develops necessary forms to support operations'. Maintain and update automated record ‘keeping and :
files, Maintain accurate documen'ifation and tracking of violations and code enforcement activities. . 1.

Schedule, assign, instruct, guide and check work. A;ﬁpraise .

employee performance. Provide for training and.development; enforce personnel rules and
regulations, and work behavior starjdards firmly and impartially. Counsel, motivate and maintain

ommend hiring, termination, transfers, discipline, merit pay or

Veterinarian Technician
8/2011 - 1/2013

Johnsen Animal Hospital
1851 N. Lee Trevino
El Paso, Texas 79936
1 9155926200

| Duties

| procedures. Monitor gas anesthesia
| surgery. Assist Veterinarian with su
that is brought into the clinic. Prescr
| diseases, care, and possible compli
blood work. '

| Reason fdr Leaving
1 Better opportunity with:the City of E

1 Maintain kennels and all work areas

Hours .worked per week: 40

Monthly Salary: $2,320.00

# of Employees Supervised: 0

Name of Supervisor: Yvonne Cruz - Tech
Supervisor '

May we contact this employer? Yes

of the hospital. Daily intake of pets brought in for surgical

on all :pets which include heart, breath and oxygen levels during
rgery, vaccine protocol, and treatments associated with the pet
iption fills and refills. Inform current-and new clients of all
cations their pet could contract. Analyze in-house and send out

| Paso

: Surgical Tech
| 4/2005 - 7/2011

Crossroads Animal Hospital
4910 Crossroads
Fi-Paso, Texas 79912
1 9155843459 .

: Duties

Hours worked per week: 45
Monthly Salary: $2,610.00

- # of Employees Supervised: 2.

 Name of Supervisor: Victor Garcia - Tech
Supervisor- o ’ :
May we contact this employer? Yes

1 Daily inventory of dog and cat s'li{ek

scheduled surgeries and follow up @

Reason for Leaving

Update and verify that all patients’ {i >
prescriptions. Place L.V. catheters, Draw blood for.in house and send-out analysis. Open and close

‘| facilities on a daily basis. Turh o and off all alarm systems daily.

| seeking employment closer o home.

tal -sys‘tems’.-'Infbrm potential clients.of the type of bone fracture

and bone plate to be used on'thejr pet. Inform clients of all post operative care. Assist surgeon with
all.spine, and fracture repairs. Monitor sedation and anesthesia on all pets requiring ‘surgical '
| procedures, Daily inventory of oxygen and nitrogen medical equipment. Plan and organize weekly

ppointments. Clean and autoclave all surgical instruments daily.
les are in order and contain all current information. Refill and fill

Kennel Manager
7/1995 ~ 3/2005

Humane Society of El Paso
325 Shelter Place

El Paso, Texas 79905
9155326971

{ Duties .
Kennel Manager
November 2003 — March 2005

Daily supervision of kennel staff an

hitps:fis scure.neogav.com/employersiapp_trackinglview_resu

Hours worked per week: 50

Monthly Salary: $3,000.00

# of Employees Supervised: 10

Name of Supervisor: Mrs. Bobbie Gonzalez -
Director _ .
May we contact this employer? Yes

Humane Society of El Paso — El Pasp, Texas
4 their duties. Organized several fundraising events throughout

r;ne.cfm?F"rint=Y&JobiD=1124904&ResmnelD=70021462&G91JSU seriDFromResume=yes

2/5




6/18/2015

| Daily sterilization of kennels. Dail

hﬂns://secure.neoaov.comIemployerslapp_trackinglview__rgesu

| Humane Society of El Paso - EI P

Development Coordinator

| Humane Society of £l Paso - EI P

1 Kennel Worker . :
July 1995 ~ December 2001 -
| Humane Society of El Paso - El Pasp, Texas

| private homes. Daily bank depos
1 for-adoption. Clean and maintain

| Reason for Leaving
‘Wanted to-continue working with

:Certiﬁca'tes and Licenses

1 Type: Basic Supervisors Course

| Issued by: City of El Paso

the year. Weekly television and new
fifty pets on a daily basis. Assisteid

1 maintenance of every day operatior
ofi all pets that are put up for adoption, euthanized, cremated, and. | .. . ..

supplies. Kept up to date records

NEOGOV Insight - Application Detal ,

spaper interviews. Maintain and care for over one hundred and
\ur Veterinarian on daily rounds. Oversee the grounds and
s including offsite adoptions. Daily inventory of all drugs and

vaccinated. Daily opening and closing of the facility. Daily deposits.

Adoption Counselor ~ Valunteer {og rdinator

December 2002 - November 200

Assisted potential adopters in pla:
adopters in proper pet.care. Recy
several organizations across Tex

3
ASO, Texas

ci tg the best possible pet into their home. Inforfed potential A
uited volunteers for our shelter and fundraising events, Worked with
35 fin placing dogs and cats into new:homes. Attended several

Humane Soclety of the United Stateés seminars. -

December 2001 - December 200

Assisted the Marketing Director w

1 television interviews-and programs
‘| proper animal care. :

building facilities. Daily .driving dil

D .
aso, Texas

ith all fundraising events, soliciting for donations, newspaper and
which target small.children and adults on the importance of

ties which include pets for cremation at El Paso vet. Clinics and
ts| Vaccinate, test.and quarantine all incoming pets that are placed
Himane society of El Paso vehicles.’ '

animals butin a health.care enviroment. °

v feeding of all pets under-our care. Maintenance of the kennels and |

Date Issued: 3 /2013 Date Exp

| Type: L‘RC-A(_

4 Number: A .

| Issued by: L
Date Issued: 8 /2013 Date Expijres:
Type: Euthanasia Course
Number: - v
Issued by: City of El Paso Anima Services

ires:

Type: ACO
Number: _
Issued by: Texas Department of

Date Issued: 8./2013 Date Expires:

State Health Services

Number:

Date Issued: 4 /2013 Date EXp

jres:

me.cfm?Prirrt=‘Y&Job!D=11249048R%ume]D=70021462&GetJSUserlDFromResume:yes

¥5




6/18/2015

hﬂns://secure.neoqov.com/employers/app_trackinglview__r

| Type: How to Supervise People

| 1ssued by: Fred Pryor Seminars | ..
Date Issu_ed: 4 /2004 Date 'Exp res:

_Iséu’ed by: The Humane Society of
Date Issued: 8 72001 Date Exp res:

1 Number:
| Issued by: Environmental Services
| Date ‘Issued: 1/2014 Date Exptre s

| skills

Number:

NEOGOV Insight - Application Detail

| Type: Criticism and Dlsmphne Skl“S
| Number: :

1 Issued by: CareerTrack
Date Issued: 4 /2004 Date Expire

for Managers )

(28
Ve

Type: Euthanasia Training Worksho

Number:

The Unijted States

vl

Number;
Issued by: Quest Diagnostics

| Date Issued: 9 /2008 Date Expjre

' Type: Hair Test Collector Certlﬂccitlcin' Exam

1 Type: Blologlcai Substance Shlppm’g Training
| Number:. T =
| Issued by: City of El Paso. Envxro il
| Date Issued: 3 /2013 Date Exp re

ental Services Department f
S: S

Type: Compassion Fatigue Workshe

Offlce Skll!s

Typing: . 40
Data Entry: O

of El Paso
5

Otﬁer Skills -

Typing Expert - 19 years and O fio

Welding (arc, tig, mig) Expert - 15
months

Driving Expert - 24 years and 3 mo
El Paso Community College Welding

years and 0 months

ﬁths
earsand 0
nths

) Skilled - 20

lLanguages

English - Speak, Read, Write
Spanlsh Speak, Read
Addxtmnal Enformaf:mn

Techmcal

eSU

ne.cfm?Print=Y&JoblD=11249048ResumelD=70021462&GetsSU seriDFromResume=yes

4/5




[kt Pk

| Under Qénera!.supervision, perfo
1 work.,
Typical Duties:

.Repair equipment, machinery, ve
design, repair and/or fabricate a

specialized equipment utilized to

: References

Professsonal
Christensen, Marylin

| ‘Professional
‘Rios, Luis

modification and related construc

undertake, recommend and/or oy
inventory. Create/repair/replace
fix and/or preventative maintena

schematics and similar document

Install new and/or enhanced equi
Identifying/recommending/resear

'm)
tio

hic
Va
e
ins
nce
be
5,

NEOGOQV Insight - Application Detail

and-undertake a variety of maintenance, fabrication,
n, and/or welding duties, tasks asygnments pro;ects and related

les and tools assist in automotive repair work, Involves: Assess,
riety of items. Determine need of project/assignment. Identify,
see materials, supplies, equipment and/or parts purchase and
tall repaired/fabricated items. Inspect property/location. Provide
L services. Test and validate results. Operate standard to
form duties. Read, understand, interpret and apply blue prints,

:Mamtam/update files, records, reports and logs.

prment and/or systems. Involves.
cH

ing costs, .

Additional Information

Select and train volunteers for as
programs ‘and activities. Assist in
policies, procedures and activitie

Animal Services Director

<

sig
or;
s t

activities, ASSlSt in compmng mfoxm

ned programs. Involves: Screen and select volunteers for
provide appropriate training for program. Explain program
o new volunteers, Assist in or place volunteers in services or
atlon for monthly sttpends

Resume ‘ »
Text Resume
A‘E:i:achmems

https://secure,neogov.com/émployerslapp_iracking}view__re§un e.cfm?Print=Y&JoblD=11248048ResumelD=700214628GeldSUseriDFromResume=yes

5/5
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Cily of El Paso - Class Spediﬁcation Bulietin

hitnlfanency oovernmentiobs.com/elpaso/default.cfim7actia

CITY OF EL PASQ
Established Date: Apr 24, 2006
Revision Date: Mar 30, 2015

lunteer Program

Class Code:
10920 PM 122

| Specialist

FLSA:
Non-Exempt

MINIMUM QUALIFICATIONS:

SALARY RANGE
$17.10 - $24.43 Hourly

41,368.36 - $1,954.02 Biweekly
$2,964.78 - $4,233.70 Monthly
$35/577.31 - $.50,804.40 Annually

Education and Experience: An Associate’s degree in social science, human services or
related field, and two (2) years volunteer or social service program operations experience.

Licenses and Certificates: Texas
state. '

GENERAL PURPOSE:

Class “C”" Driver’s License or equivalent from another

Under general ‘supervision, rectult senior citizen volunteers and provide volunteer programs
and activities that address community needs. ' :

| TYPICAL DUTIES:

Coordinate volunteers for senigr
‘senior citizen programs such as Foster Grandparent and

Involves: Recruit volunteers for

citizen programs, community ‘pr-ograms, and activities.

-

Retired Senior Volunteers, and|other community programs. Prepare and deliver public
presentations promoting prograr te community. Network with agency representative
requiring volunteer assistance. Negotiate volunteer stations.annual memora ndum .of

understanding.

Select and train volunteers for |assigned programs. Involves: Screen and select volunteers
for programs and activities. Assist in or provide appropriate training for program. Explain -

program policies, procedures, and activities to new volunteers. Assist in or place volunteers

in services or activities. Assist|in compiling information for monthly stipends.

Oversee senior citizen volunteers. Involves: Ensure compliance with program guidelines
and requirements. Identify proplems, investigate complaints and take corrective action.

Assist in pre-service and monthl

volunteer stations and activities.

y in-service training. Provides technical assistance to
|Gather data and prepare activity and program reports,

H
i

i

i
KNOWLEDGE, SKILLES, AND ABILITIES:

{
» Application of good knowie"jge of senior citizen physical, social and psychological

needs.

« Application of some knowle dge of volunteer recruitment,

e Apptication of some -knov(!edge of social service policies and programs.

r=specbulletin&ClassSpeciD=1061611&headerfooter=0

Ve




BY2015 City of El Paso - Class Specification Bullefin

» Market, recruit and train yvalunteers.

» Tlear concise oral and written communication to prepare reports and describe
program requirements. . v

» Establish and maintain effective working relationships ‘with-coworkers, 'volu_nteers,.
agency representatives and the general public.

OTHER JOB CHARACTERISTICS:

». Pass criminal background check, and obtain and maintain federa!ly mandated Criminal
History Che.ckc'learance,‘as required. S : o _

= Freguent driving through City traffic.
=« ‘Work flexible hours, weekends and holidays.

» ‘Some positions may require familiarity with animal handling.

CLASSIFICATION STATUS: _

(Ord. 016352 04/25/06), (HR 01/04/10), (CC.07/29/12), (HR 03/30/15) . -

As provided under Classification and Compensation Ordinance 8064, Section 2.2,General

purpose and typical duties sum marized are only illustrative of work customarily assigned :

|| and performed. Typical requireinents shown may be more specifically defined by additional
job analysis. Equivalencies for-gducation or experience shown may be more specifically :

“defined by CSC approved guidelines.

pecbulletin&ClassSpeciD=1061611&headeriooter=0

hltp://agenéy.govemmenljobs.com/elpasoldefault.cﬁn ?action=s|




Policy ID: Human Resources
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DESCRIPTION:

Tt is the City’s policy to
for available post
disqualification determination, pursuan

L. POLICY: -

ADMINISTRATIVE POLICIES AND PROCEDURES

red By: Human Eesources Department

APPLICATIONS AND APPEALS

allow all interested job seekers to apply
e a method for appealing &

itions and to provid
t to the procedures set forth

in this policy.

i PROCEDURES:

A, Acceptance of Anphications:

1. The I—Imhan Resources Director or designee will establish a

fil

2)

b)

d)

ing period o acoept applications for a particular position.

ors must complete an application for a

All job seek
particular position through the City’s online application

systenl

A filing period with 2 specific closing date may be
established for a job posting.

When the need exists for a limited number of
applicants, the filing period will only remain open until

an adequate number of applications have been received.

ositions for which there is a
constant need for qualified applicants, or for hard to fill
positions, the Fluman Resources Director may establish
an open filing period and accept applications for

employment on a continuous basis until all anticipated
vacancies are filled, or the need for accepting and

processing of applications no longer exists.

When necessary to fill p




B. Reviewof Applications:

1.

C. Disqualification:

entry into a qualifying
component of the examination for

As required, the Human

Human Resources Director:
| review applications and

Resources Director or designee wil
identify candidates based solely on qualifications.

The Human Resources Director will permit education to

substitute for experienc

Guidelines. Experience will be counted from the first day of

which they have applied.

Hiring Official: ~ When reciuested and as appropriate,
applications may be referred to the hiring official to pre-

SCIeeIL

will refuse to examine an

1. The Human Resources Di’rector
the

applicant, or after examination refuse to certify

applicant as el
eligible list, for anmy of the following reasotis,

to be fully documented:

in each cass

Tacks Minimum Qualifications: the applicant

a)
lacks the minimum qualifications established in the.

classification for the position;

Applicants lacking three (3) months or less of

@

the required job related work experience at the
#ime of list promulgation may be placed on the
eligible list. However, applicants lacking the
required experience will not be certified for
appointment until after it is determined by the
Human Resources Director that they have met
the minimum experience required. Applicants
may be asked to provide additional details
concerning current or past work experience.

b) Felony Convictions: the applicant has been
convicted of a felony or a misdemeanor within seven

(7) years from date of conviction, end of parole, or

release from prison, which is determined to be job-

related to the position sought; or

Dismissed from Public Service: the applicant has

¢)
been dismissed from public service (to include City

employment) for delinquency or misconduct, which

is determined to be job-related to the position

sought.

e as stated in the Equivalency

job, to the day of the first .

igible and will remove the name from the .




' D. False Statement on Application:

ement knowingly made by an applicant in
an application for admission to an examination or any
other fraudulent conduct related to the application
process will cause the Human Resources Director to:

1. Any false stat

H

a)i Exclude the applicant from such examination;
b) Remove the applicant’s name from any eligible list; .

¢) Remove the applidant ﬁennanei?t.ly from the
position if the applicant has secured appointment

from such examination; and/or

) -Exclude the applicant from consideration for any
City position for a period of two (2) years from the
date the falsified application was submitted or

discovered, whichever is later.

E. Appeals from Disgualification:

for  disqualification from taking an
examination, or from mnot being certified after
examination, or from being removed from an eligible
list, may be submitted as follows:

a) Regular Employee:

1. Appeals

A regular employee may filea -
written appeal to the Civil Service Commission.
The appeal must be filed within three (3) working
days on a form prescribed by the Human Resources
Director. The three (3) working days period begins
the date the notice was emailed. Late appeals will

not be accepted. -

b) Qriginal Applicant: Original applicants who are
not regular employees may file a written appeal to
the Human Resources Director, The appeal must be
filed within three (3) working days on a. form
prescribed by the Human Resources Director. The
three (3) working days petiod begins the date the
notice was emailed. Late appeals will not be

accepted.

. c) Appeal Form: Applicants may obtain an appeal
" form by visiting the Human Resources Department

ngsite or office.




d) Timeline: Untimely appeals will not be accepted. If
the employee or applicant fails to update their

contact information or respond within the timelines
set, no further action will be taken. .

6) Administrative Dismissak If the examination is
held before the appeal is reviewed, the Human
Resources Director may allow the applicant to-take
the examination pending the disposition of the
appeal, If the applicant fails to achieve a passing
grade on the examination, the appeal shall be

administratively dismissed.

F.- Application Retention and Reuse:” Applications and/or
supporting documentation filed with the City will become
the property of the City. Applications for one examination
will not be used for any other or later examinations.

Contact Information: An applicant may update contact
information by logging into their Personal Account Profile,

All applicants have the responsibility to update their
Personal Account Profile through the City’s online
application system with any changes in their contact

information.

APPROVEDBY: | | |
Doy . st _ e/ 15
) ate

Jofe Wﬂson, City Manager




