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FROM:
THRU:
DATE:

Civil Service Commission -

Linda Ball Thomas, PHR, IMPA-CP, Human Resources Director

Joyce Wilson, City Manager
July 31, 2013 '

SUBJECT: Update to Human Resources Policies

The Human Resources Department revised and/or eliminated 12 policies formerly in

rule.

The revisions were to align the policies with the City Charter changes
approved by voters on May 11, 2013 and Classification & Compensation Ordinance

8064 and Civil Service Rules & Regulations Ordinance 8065. This information is
being forwarded for notation. .
The affected Human Resources Policies and the outcome of each follows:

i Original Policy Qutcome
+ Application Policy - Revised and a portion of the
(Revised) Contact Information Policy was
incorporated
- Certification Policy - Revised and a portion of the
(Revised) Contact Information Policy was
incorporated .
+ Classification Policy + Revised to reflect Charter changes
(Revised)
+ Conditions of Employment Policy - Eliminated — governed by federal
(Eliminated) and state law
+-Contact Information Policy - Eliminated and portions were
(Eliminated) incorporated into Certification
Policy and Application Policy.
- Exam Ratings Policy - Revised and merged with
(Revised/Merged) Examination Standards Policy to

create Examination Standards &
Ratings Policy

- Exam Standards Policy

(Revised/Merged)

- Revised and was merged with

Examination Ratings Policy to
create Examination Standards &

Ratings Policy




Qriginal Policy

Qutcome

- Promotional Process Policy

(Revised)

* Revised to reflect Charter changes

- Regular Part-time Employees

Policy

' (Revised)

- Revised and portions were

incorporated into Examination
Standards & Ratings Policy and
Provisional & Temporary
Appointments Policy and others
not needed were eliminated

- Temporary Appointments Policy

(Eliminated)

- Eliminated and incorporated into

Provisional & Temporary

Appointments Policy

" Provisional & Temporary

Appointments Policy
(Revised)

- Revised Temporary

Appointments Policy and
Working Out of Classification
Policy were incorporated

: WorkingOut of Classification

Policy
(Eliminated)

- Eliminated and incorporated

into Provisional & Temporary

Appointments Policy




Policy ID: Human Resources
Subject: Application Policy
Creation Date: October 18, 2011
Revision Date: August 5, 2013

Prepared By: Human Resources Department

Approved By: City Manager

Legal Review: Elizabeth Ruhmann

DESCRIPTION: APPLICATIONS AND APPEALS
L POLICY:

It is the City’s policy to allow all interested job seekers to apply
for available positions and to provide a method for appealing a
disqualification determination, pursuant to the procedures set forth

in this policy.

" II. PROCEDURES:

A. Acceptance of Applications:

1. The Human Resources Director or designee will establish a
filing period to accept applications for a particular position.

2)

b)

d)

All job seekers must complete an application for a
particular position through the City’s online application

system,

A filing period with a 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.

When necessary to fill positions for which there is a
constant need for qualified applicants, or for hard to fill
positions, the Human 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.




B. Review of Applications:

1.

Human Resources Director: As requiréd, the Human
Resources Director or designee will review applications and
identify candidates based solely on qualifications.

The Human Resources Director will permit education to
substitute for experience as stated in the Equivalency
Guidelines. Experience will be counted from the first day of
entry into a qualifying job, to the day of the first
component of the examination for which they have applied.

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

screen. ¢

C. Disqualification:

1. The Human Resources Director will refuse to examine an
applicant, or after examination refuse to certify the
applicant as eligible and will remove the name from the
eligible list, for any of the following reasons, in each case
to be fully documented: :

a) Lacks Minimum Qualifications: the applicant
lacks the minimum qualifications established in the

classification for the position;

(1) Applicants laéking three (3) months or less of
the required job related work experience at the
time 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

c) 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.




D. False Statement on Application:

1. Any false statement 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:

a)

b)

c) .

d)

Exclude the applicant from such examination;
Remove the applicant’s name from any eligible list;
Remove the applicant permanently 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 Disqualification:

L.

Appeals for disqualification from taking an
examination, or from not being certified after
examination, or from being removed from an eligible
list, may be submitted as follows:

o

b)

Regular AEmployee: A regular employee may file a
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. : .

Original 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 period begins the date the

. notice was emailed. Late appeals will not be

accepted.

Appeal Form: Applicants may obtain an appeal
form by visiting the Human Resources Department

website or office.




APPROVED BY:

J o%e %ilson, City Managér :

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.

e) Administrative Dismissal: 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. '

. 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.

¢/13
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources Subject:

Application Policy

Creation Date: October -18, 2011

Revision -Date:_August 5, 2013

Prepared By: Human Resources Department
Approved By: City Manager

Legal Review: JohnBatoenElizabeth Ruhmann

DESCR[PTION:—__APPLICATIONS AND APPEALS

A .4 N A L. i 2y .'v

L H-POLICY: It is the City’s policy to allow all interested job
seekers to apply for available positions and to provide a method for

appealing a disqualification determination. pursuant to the procedures
set forth in this policy.

IL. PROCEDURES:

A. A—FilinsAcceptance of Applications;

1. The Human Resources Director or designee will establish thea
filing period-ismaits to accept applications— for a particular position.

a) All job seekers must complete an application for a particular
position through the City’s online application system.

b) A filing period with a specific closing date may be established for
a job posting. -

¢) When the need exists for a limited number of applicants-, the
recruitmentfiling period ~will —only -remain —open -until -a—suffietent
an adequate number —of applications -have -been —filed—Whenever—it
is—required—to—received.

a)d) When necessary to fill positions -and—elasses—for ~-which there is
1




a- constant -need -e£-for qualified applicants-exists, or for hard to fill
positions, the Human Resources Director may establish an open
filing period for—these—elasses—and accept— applications for
employment on a continuous basis until all anticipated vacancies are
filled, or the need for ecenmtinueus—accepting and processing of
apphcatlons no Ionger ex1sts -L&saeh—eases—ne&ﬁea&en—ef—the—ené—e#ﬂae

B. Review of Applications

Human Resources Director. = As neededrequired, the Human

Resources Director ma#efea%e—aﬁ—ehafb}e—hst—baseé—eﬂ or designee
will review applications en-file-as-of thatdate:

and identify candidates based solely on qualificationstheHuman

4'. E) '. .. o, : 2 .. A 0 3 A N .' " »
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The Human Resources Director will refuse—to




7 When-determining—whether-an-applicant-meots—the
' minimum-gualifications-of-a-job-class;-the-Human
Resources—Director—witl—permit education to

substitute for experience:- as stated in the
Equivalency Guidelines.

. .v ¢ detonmining £ ¢ .1. . bo-sminim

aﬂd—q&ée—%%eh—he—h&s—appheé—ekpeﬁeﬁeeExperlenc will be
counted from the first day -of- entry “into a qualifying  job, to the
day of the first component of the examination for which they have

applied.

2. 9—Hiring Official: When requested and as appropriate,
applications may be referred to the hiring official to pre-screen.

C. Disqualification 4

1. The Human Resources Director will refuse to examine an
applicant, or after examination refuse to certify the  applicant as
eligible and will remove the name from the eligible list, for any of the
following reasons. in each case to be fully documented: :

a) Lacks Minimum Qualifications: the applicant lacks the
minimum qualifications established in the classification for
the position;

(1) Applicants lacking three (3) months or less of the
required job related work experience at the time 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
detemlineddetermined 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) Applications—for-eneFelony Convictions: _the applicant has
been convicted of a felony or a misdemeanor within seven
(7) vears from date of conviction. end of parole. or release

3




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.

D. False Statement on Application

1. Any false statement knowingly made by an applicant in an
application for admission to an examination will-net-be-used

for-or any other erlater-examinations—An-appleant-whe-has-been

requirement—wil—be—givenfraudulent conduct related to the

neﬁee—te—s&ppieme&t—h;s—appiication aaé—pféﬁdeprocesé will

cause the Human Resources Director to:

a) Exclude the applicant from such examination;

b) Remove the agphcant s _pame from any relevant
; hiseligible list:

c) Remove the applicant permanently from the position if
"~ the applicant has secured appomtment from such

examination: and/or

d) Exclude the applicant from consideration for any City
position for a period of two (2) vears from the date the
falsified application__was submitted or discovered.,
whichever is later.

E. €&—Appeals from Disqualification—frem—Examination-for—Non-

1. Appeals for disqualification from taking an examination, or

from not being certified after examination, or from being
removed from an eligible list, may be submitted as follows:

a) Regular Employee: A regular employee may file a

written appeal to the HumanResources—Director—provided

whoCivil Service Commission. The appeal must file—a
vritten—rebuttal—in—a—formatbe filed within three (3)

working days on a form prescribed by the Human
Resources Director. _The three (3) working days period

4




begins the date the notice was emailed. Late appeals will
not be accepted.

b) Original 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 period
begins the date the notice was emailed. Late appeals will
not be accepted.

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

_ Ustimels—appeals—will

not-be-accepted:

e) 2-Administrative Dismissal: If the examination is held
before the appeal is reviewed, the Human Resources
Director may allow the applicant to take the examination
conditionally—pending the review—determination-disposition
of the appeal. If aconditionalithe applicant fails to achieve a
passing grade on anthe examination, the appeal shall be
administratively dismissed.

examination—has—more—than—one—component;—the
ol : . ntine il
nation isadmini L




F. —3Application 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. '

G. 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.
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Policy ID: Human Resources

Subject: Certification and Hiring PolicyA
Creation Date: October 18,2011

Revision Date: August 5, 2013

Prepared By: Human Resources Department

Approved By: City Manager
Legal Review: Elizabeth Ruhmann

CERTIFICATION AND HIRING POLICY
POLICY:

The Human Resources Director or designee shall certify candidates
. based solely on their qualifications.

. DEFINITIONS:

" A. Candidate: A qualified applicant who may be certified by the

Human Resources Director or designee for cons1derat10n by the
Hiring Official.

. Certification: The process by which the Human Resoﬁroes

Director or designee certifies as candidates only those
applicants who meet or exceed the minimum qualifications of

the job specifications.

. Eligible List: A list: corﬁprised of candidates eligible .for

certification. A list of at least three (3) or more candidates is
considered an adequate eligible list. A hiring official must
make a selection from the list or wait until the eligible list
expires if there are at Jeast six (6) candidates on the list.

. Hiring Official: The Department Head or designee having the
‘author 1ty to make the h1rmg decision.

I PROCEDURES:

A candidate may be appointment to a position in accordance with
the established procedures:

A. Certification:

1. Non-Promotional: As necessary, the Human Resources
Director or designee will certify candidates for selection

1




interviews for non-promotional vacancies.

a)

b)

Transfer/Reinstatement: Upon request of the
Hiring Official, a person on the transfer or
reinstatement list may be certified ahead of or in
conjunction with the names on the eligible list.

Interviews: The Hiring Official may interview
candidates certified from the eligible list. The Hiring
Official must interview, at a minimum, as many
candidates as there are vacancies, and may proceed
with interviewing up to all of the candidates that are
on the list. The candidates may be- selected for
interview in non-sequential order. Hiring Officials
are responsible for being consistent and equitable in
interviewing candidates.

2. Promotional: As necessary, the Human Resources
Director or designee will certify candidates for selection
interviews for promotion.

2)

b)

Promotional Referral: For a City-wide or
departmental promotional-only list, the Human
Resources Director shall certify the five (5) highest
total-scoring candidates for a vacancy, as authorized
by rule, for selection interviews. -

Limited Referral: From an original eligible list, the
Hiring Official may request to interview only
employees serving within their department or City-
wide.

Interviews: The Hiring Official must interview
candidates on the list in sequential order. The Hiring
Official is responsible for being consistent and
equitable in interviewing candidates.

3. Unclassified Appointment: As necessary, the Human

Resources Director or designee will provide to the Hiring
Official the names of applicants in “Date Received”
order. An applicant must be certified by the Human
Resources Director before a job offer can be made.

a) Interviews: The Hiring Official must interview, at a

minimum, as many candidates as there are vacancies,
and may proceed with -interviewing up to all of the
candidates that are on the list. The Hiring Official
may proceed with interviewing applicants in non-
sequential order, and may make a recommendation
for hire, from the submitted applications. Hiring
Officials are responsible for being consistent and

2




equitable in interviewing candidates.

B. Hiring Process:

L.

Scheduling Interview: A candidate selected for
interview will be notified by the Human Resources
Department of the Hiring Official’s request to interview
the candidate. The candidate will be provided twenty-
four (24) hours to respond to and contact the Hiring
Official to schedule an interview. Failure of the
candidate to respond to the request within twenty-four
(24) hours will result in the Hiring Official proceeding
with another candidate on the list.

Selection of Candidate:

a) Job Offer: The Hiring Official will submit a
recommendation for each proposed offer of -
employment to the Human Resources Director. The
Human Resources Director or designee will make all
offers of employment unless alternate arrangements
have been made with the Hiring Official.

b) Acceptance of Job Offer: A selected candidate will
be notified by the Human Resources Director or
designee of a job offer. A selected candidate will be
allowed twenty-four (24) hours to accept or decline
the offer. Failure of the candidate to respond to the
job offer within twenty-four (24) hours may result in
the Hiring Official withdrawing the offer and
proceeding with selecting another candidate, and
may result in the removal of the person from an

eligible list.

c) Revocation of Acceptance of Offer by Candidate:
A candidate who accepts a job offer and then
subsequently revokes the acceptance may be
removed from the eligible list.

- d) Non-Selection of Candidate: Upon the conclusion

of the selection process for classified positions, the
Human Resources Director or designee will notify
non-selected candidates that they were not selected.

e) Selection of Alternate Candidate: If the selected
candidate declines or does not respond to job offer as
established by this policy, the Hiring Official may
make another selection from the eligible list.




APPROVED BY:

R e Fote

f) Pay Above Entry: A starting salary above the entry
rate may be approved by the Human Resources
Director or designee, not to exceed the top of the
third quartile of the pay range. A Pay Above Entry
may be approved when the following criteria has
been satisfied:

(1) The position to be filled requires
specialized training, experience, or
knowledge which is scarce or in high
demand.

(2) The selected applicant has the education,
experience, or training directly related to
the position, which substantially exceed
the minimum qualifications for the
position, or which are at a level
comparable to the position sought.

(3) The position is difficult to fill as
evidenced by the failure to fill the
position at the entry rate.

C. Instructions:

1.

'Elyjce Wilson, City Manager

Removal: Candidates who refuse an interview or job
offer or who are not selected for a position, for a
cumulative total of three (3) or more times, may be
removed from the eligible list. ‘

Cancellation: At any time after a candidate has been
certified, the Hiring Official may elect not to hire and the
certification will be cancelled, and the eligible candidates

will be notified.

Duration of Eligible List: Eligible lists other than
reinstatement and transfer lists will normally expire six
(6) months from the date they are certified unless
extended by the Human Resources Director.

7e/r3

Date




TR AN CHANGE S
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DESCRIPTION:——— CERTIFICATION AND HIRING POLICY
—
- POLIC
Y:

L The Human Resources Director or designee shall cert1ny
candldates based solely on thelr quahﬁcatlons qllﬁs—pehey—aﬁphes%e

O

II._H--DEFINITIONS:

A. Candidate: A— qualified applicant who may be certified
by the Human Resources Director or designee for
consideration by the Hiring Official.

B. Certification: The process by which the names—and
addresses-of-persons-on-a-proper-eligible-list-are-placedin-the
correct-orderin-which-vacancies-areto-be-flled-and-thereby
become—entitled—to-be—considered—to—filla—vacaneyHuman
Resources Director or designee certifies as candidates only

those applicants _who meet or exceed the minimum
qualifications of the job specifications. .

C. HI-Eligible List: A list comprised of candidates eligible
for_certification. A list of at least three (3) or more
candidates is considered an adequate eligible list. A hiring
official must make a selection from the list or wait until the
eligible list expires if there are at least six (6) candidates on
the list. :

D. Hiring Official: The Department Head or designee having
the authority to make the hiring decision.

PROCEDUR
ES:




III. Apphieant A candidate may be appeintedappointment to a

-position in accordance with the established procedures:

CertificationA-Official Proof-of- Bdueations—Applicant's-must
prewde—-oﬁﬁe&al—pmefmei;%ieamnwr-e%hei—reqwremeﬁ%s—

1. Non-Promotional: As necessary. the Human
Resources Director or designee will certify candidates

for

selection interviews for non-promotional

a)

Transfer/Reinstatement

b)

Upon request of the Hiring Official., a person on
the transfer or reinstatement list may be
certified ahead of or in conjunction with the

names on the eligible list.

Interviews

The Hiring Official may_interview candidates
certified from the eligible list. The Hiring
Official must interview, at a minimum. as many
candidates as there are vacancies. and may
proceed with interviewing up to all of the
candidates that are on the list. The candidates

2




.may be selected for interview in non-sequential
order. Hiring Officials are responsible for
being consistent and equitable in_interviewing
candidates,

2. Promotional: As necessary, the Human Resources
Director or designee will certify candidates for
selection interviews for promotion.

a)  Promotional Referral
For _a City-wide or departmental promotional-
only list, the Human Resources Director shall
certify the five (5) highest total-scoring
candidates for a vacancy. as authorized by rule,
for selection interviews.

b) __ Limited Referral
From an original eligible list. the Hiring

Official may request to interview only
emplovees serving within their department or

City-wide.

c) Interviews

The Hiring Official must interview candidates
on the list in sequential order. The Hiring

Official is responsible for being consistent and
‘equitable in interviewing candidates.

3. Unclassified Appointment: As necessary, the
Human Resources Director or designee will provide
to the Hiring Official the names of applicants in “Date
Received” order. An applicant must be certified by

‘the Human Resources Director before a job offer can
be made. L

a)  Interviews
The Hiring Official must interview. at a
minimum, as many candidates as there are
vacancies, and may proceed with interviewing
up to all of the candidates that are on the list.-
The Hiring Official may proceed with

interviewing applicants in non-sequential order.

and may make a recommendation for hire. from
the submitted applications. Hiring Officials are

responsible for being consistent and equitable
in interviewing, candidates.

B. Hiring Process

1. Scheduling Interview
A candidate selected for interview will be notified by

the Human Resources Department of the Hiring
3 .




Official’s. request_to interview the candidate. The
candidate will be provided twenty-four (24) hours to
respond to and contact the Hiring Official to schedule
an interview. Failure of the candidate to respond to
the request within twenty-four (24) hours will result

in _the Hiring Official proceeding with another

candidate on the list.

2. Selection: of Candidate

Job Offer: The DepartmentteadHiring Official will make-a

a) _ Bach—Department—Head—shall—submit  his
reclimnendationa  recommendation for each

proposed offer of employment to the Human

Resources Director—in—a—manner—preseribed—by
Lo Di i enel siving 4 c
¥ ppointoe ki Jdsoss—4 i F i
position;—the—ecompensation—grade;—date—of
commencement—of—service—and—recommended
compensation—level—The—Human—Resourees
' Direetor, The Human Resources Director or
designee will make all offers of employment
unless altemate———anangementsalternate
arrangements have been made \With the

DepartmentHeadHiring Official.

jce Acceptance of Separatien:Job Offer.

X 0
st

The-Department-HeadA selected candidate will

alse-netifi-be notified by the Human Resources

Director —itmnediatelyor designee of —any
separationa job offer. A selected candidate will

be allowed twenty-four (24) hours to accept or
decline the offer. Failure of —a-the candidate to
respond to the job offer within twenty-four (24)
hours may result in the Hiring Official
withdrawing the offer and proceeding with
selecting another candidate, and may result in
the removal of the person from —theserviee—or

infonnation—as-an eligible list.

¢) __ Revocation of Acceptance of Offer by
Candidate.
A candidate who accepts a job offer and then
subsequently revokes the acceptance may be

4




.. removed from the eligible list.

d)  Non-Selection of Candidate
Upon the conclusion of the selection process for

classified positions, the Human Resources
Dlrector ma—y#rem—%e—ée—t—x—ﬁ%%eqmeré&

Serviceor designee will notify non-selected
candidates that they were not selected.

€) G—Selection of Alternate Candidate

If the selected candidate declines or does not
respond to job offer as established by this
policy. the Hiring Official may make another
selection from the eligible list.

fi _ Pav Above Entry: A starting salary above the
entry rate may be approved by the Human
Resources Director or designee. not to exceed
the top of the third quartile of the pay range. A
Pay Above Entry may be approved when the
following criteria has been satisfied:

1) The position to be filled requires
specialized _ training, _experience. or
knowledge which is scarce or in high

" demand.
(2) __ The selected applicant has the education,

experience, or training directly related to

the position. which substantially exceed
the minimum qualifications for the
position, or which are at a level
comparable to the position sought.

(3)  The position is difficult to fill as
evidenced by the failure to fill the
position at the entry rate.

C. Instructions

1. Removal: Candidates who refuse an interview or job
offer or who are not selected for a position, for a

cumulative total of three (3) or more times. may be

removed from the eligible list.

2. : At any #itnetime after an-eligiblea candidate has been
certified-and, the Departmentliead-makes—a-
decisienHiring Official may elect not to make-an—
appointment-hire and the certification will be
cancelled, and the eligibles-seeligible candidates will

be notified-and-an-entr-made-on-therecord by-the-
Human-ReseurcesDireetor.

5




H-_Notice—of Duration
of Eligible List.

Eligible lists other than
Certification:

of -certifieation—of—a—person's—name—for—reinstatement e
b b hic 1 1 add oy a1

nd

vl

transfer lists will normally expire six (6= :
months from the Charterexists-andtoreperttodate

they are certified unless extended by the Human
Resources Director-the-existence-of-such-a
; ! iy | c ,

o
]
provisions.
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ADMINISTRATIVE POLICIES AND PROCEDURES.

Policy ID: Human Resources

Subject: Classification Policy

Creation Date: October 18, 2011

Revision Date: August 5, 2013

Prepared By: Human Resources Department
Approved By: City Manager

Legal Review: Elizabeth Rubmann

DESCRIPTION: CLASSIFICATION

I. POLICY:

The Human Resources Director shall update as necessary the
classification plans of the City. When a substantial change of duties is
made, or duties are added that are incidental to the main employment,
such changes will be reported to the Human Resources Director for
the purpose of possible reclassification of the position. This policy
applies to all classification plans of the City to include clas51ﬁed
“unclassified, and uniformed service. S

II. DEFINITIONS:
A. Specifications of classes:  They are descriptive and

explanatory and are not restrictive. The use of a particular
expression or illustration as to duties, qualifications, or
other attributes will not be held to exclude others not mentioned
if such others are similar in kind or quality.

B. Reclassification: Means changing the allocation of 2 position to
the same, higher, or lower graded job classification.

C. Allocation: The means by which an individual position is
assigned to an appropriate job classification based on the duties

and responsibilities of the position.

. PROCEDURES:

A. Classification of New Positions: The creation of a new position
is subject to approval through the budgeting process based on
needs demonstrated by the Department Head concerned. The
Human Resources Director shall update as necessary the
classification and compensation plans of the City for the classified
services. The Director shall present such plans to the City Council

for acceptance and approval




1.  Whenever a new position is proposed, the Department Head
shall forward to the Human Resources Director a description
of the proposed duties and responsibilities of the position. The
Human Resources Director shall, after a review of the
Department Head's proposal, make changes; if necessary
recommend the appropriate class and grade in the
classification plan to which the position should be allocated.

2. In determining the classification of a position
consideration shall be given to the general duties and
responsibilities of the position, the recommended
minimum entrance qualifications, and relationship to other

positions

Reclassification of Positions: The Human Resources Director
may study of his own accord or will study upon the request of a
Department Head, any change in the duties and responsibilities
of a position from those upon which it was originally classified.
Upon initiation of a study, the employee shall be provided written
notice. If it is found that the duties and responsibilities of the
position have changed so significantly that the former
classification is a substantially inaccurate description of the.
current duties and responsibilities, the Human Resources Director
will place the position in a proper class and grade.

1. A change in compensation applying to all positions of the
same class and grade will not affect the seniority or other
rights of those in the Civil Service. The Human Resources
Director may at any time secure from the Department -
Heads or employees involved, statements of the duties and
responsibilities of the classification under review.

2. Whenever the reclassification of a position has been
authorized, the Human Resources Director, after
conferring with the City Manager and Department Head,
will determine whether: /

a) the position in the new class will continue to be held by
the incumbent of the position of the old class;

b) the position is to be filled through a non-competitive or
competitive examination.

Reassignment _into a Different Job Classification: A

regular employee or department head may request to
change an employee's job classification to another job
classification at the same or lower grade. It must be
determined by the Human Resources Director that the
employee is fully qualified for the new job classification.

1. When needed, the Human Resources Director may
reassign an employee who is fully qualified from one job

2
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classification into another job classification with an equal
or lower grade.

If the reassignment is to a lower graded classification the
employee must agree to the reassignment in writing.

The employee will serve a six (6) month probationary
period if the employee has never successfully passed
probation in the classification. ~The competency date
will be adjusted to reflect entry into the new job

classification.

/o5

J&ce Wilson, City Manager

Da'te
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ADMINISTRATIVE POLICIES AND PROCEDURES,

Policy ID: Human Resources
Subject: Classification Policy
Creation Date: October 18,2011
I Revision Date:_August 5, 2013
Prepared By: Human Resources Department
Approved By: City Manager
| Legal Review: John-BatoenElizabeth Ruhmann

DESCRIPTION: CLASSIFICATION
1. Policy:

The Human Resources Director shall update as necessary the
classification plans of the City. When a substantial change of
duties is made, or duties are added that are incidental to the
main employment, such changes will be reported to the
Human Resources Director for the purpose of possible

‘ reclassification of the position. This policy applies to all
classification plans of the City to include classified,
unclassified, and uniformed service.

IL. Definitions:

A. A—Specifications of classes: They are descriptive
and explanatory and are not restrictive. The use of a
particular expression or illustration as to duties,
qualifications, or other attributes will not be held to
exclude others not mentioned if such others are similar
in kind or quality.

B. B——Reclassification: Means changing the
allocation of a position to the same, higher, or
lower graded job classification.

C. &—Allocation: The means by which an
individual position is assigned to an appropriate
job classification based on the duties and
responsibilities of the position.

II.Procedures:

A. A—Classification of New Positions:—
The creation of a new position is subject to
approval through the budgeting process based on
needs demonstrated by the Department Head
concerned. The Human Resources Director shall
update as necessary the classification and
compensation plans of the City for the classified

1




services. The Director shall present such plans;—and-the
recOlmnendation-of-theCivil-Service-Commission; to the

City Council for acceptance and approval.

1. +—Whenever a new position is proposed, the
Department Head shall forward to the Human
Resources Director a description of the proposed
duties and responsibilities of the position. The
Human Resources Director shall, after a review
of the Department Head's proposal, make
changes; if necessary recommend the
appropriate class and grade in the classification
plan to which the position should be allocated.

should-be-allocated:

2. 2-In determining the classification of a position
consideration shall be given to the general duties
and responsibilities of the position, the
recommended minimum entrance qualifications,
and relationship to other positions

. _B.—Reclassification of Positions: The Human
Resources Director may study of his own accord or
will study upon the request of a Department Head, any
change in the duties and responsibilities of a position
from those upon which it was originally classified.
Upon initiation of a study, the employee shall be
provided written notice. If it is found that the duties
and responsibilities of the position have changed so
significantly that the former classification is a
substantially inaccurate description of the current
duties and responsibilities, the Human Resources
Director will place the position in a proper
class and grade.

1. +—A change in compensation applying to all
positions of the same class and grade will not
affect the seniority or other rights of those in the
Civil Service. The Human Resources Director
may at any time secure from the Department
Heads or employees involved, statements of the
duties and responsibilities of the classification
under review.

2. 2-Whenever the reclassification of a position has
been authorized, the Human Resources
Director, after conferring with the City

2




Manager and-Department Head, will determine
whether: e}

(a) the position in the new class will continue to
be held by the incumbent of the position of the
old class;

()—the position is to be filled through a non-
competitive or _

(b) competitive examination.

C. Reassignment into a Different Job Classification:
A regular employee or department head may
request to change an employee's job classification
to another job classification at the same or lower
grade. It must —be —determined —by —the
Human Resources Director that the employee is fully
qualified for the new job classification. \

1. _3+—When needed, the Human Resources Director
may reassign an employee who is fully qualified
from one job classification into another job
classification with an equal or lower grade.

2. 2—1If the reassignment is to a lower graded
classification .the employee must agree to the
reassignment in writing.

3. 3—The employee will serve a six (6) month
probationary period if the employee has never
successfully passed probation in the classification.
The —competency date ~will be -adjusted- to
reflect entry into the new job classification.

J6jee-Joyce Wilson, City Manager ' Date

2
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COMEBINED

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Examination Standards and Rating Policy
Creation Date: October 18, 2011

Revision Date: August 5, 2013

Prepared By: Human Resources Department
Approved By: City Manager

Legal Review: Elizabeth Ruhmann

DESCRIPTION: EXAM]NATION STANDARDS AND RATIN GSPOLICY

I.  POLICY:

It is the policy of the City of El Paso that qualifying examinations be
job-related and consist only of subjects and components that will
fairly test the relative capacity of the person examined to perform the
particular duties of the job class to wh>ich appointment is sought.

II. EXAMINATION SCORING:

Scores and Weights: The minimum passing score for an examination
is determined by the Human Resources Director. For examinations
consisting of more than one component, the minimum passing score
and the weight to be given each component will be determined by the

Human Resources Director.

A. Scoring and Grading: The method of scoring and grading tests
will be objective and applied uniformly to all candidates.

B. Clerical and Non-Technical Classifications: A passing score
of seventy percent (70%) shall be required on an examination for
clerical and non-technical positions.

C. Professional and Technical Classifications: A passing score of
seventy five (75%) shall be required on an examination for
professional and technical positions.

III. EXAMINATION COMPONENTS:

A. An examination may consist of any or all of the following
components, as appropriate:

1. Written Exam: a written demonstration designed to show
the applicant’s familiarity with general information or any
job related information pertinent to the classification. It may

1




consist of any combination of multiple choice, essay, fill-in-
the-blanks or similar exercises.

2. Oral Exam: an oral examination will include job-related
technical or professional knowledge. Normally, such exams
will be given only to the highest ranked applicants as
established in the job posting examination component.

3. Practical Exam: a practical examination will include tests
~ to measure the skill or ability of candidates to perform the

work involved.

4. Physical Test: a physical test will consist of tests of bodily
condition, muscular strength, ~agility and the general
physical fitness of the candidate.

5. DPsychological Test: a psychological examination will
include tests to determine mental alertness, the general
capacity of applicants to adjust their thinking to new
problems and conditions or to ascertain special character
traits and aptitudes related to the job to be performed.

6. Training and Experience: a training and experience

determination will be based on the statements of education

and experience contained in the application form or such
. supplementary data as may be required by the Human

Resources Director. .

IV. STANDARDS AND GUIDELINES:

A. Subject Weights: The Human Resources Director or designee

will determine subjects to be included in the examination and the
weights to .be ascribed each. The weights will represent
reasonably the value of the associated subject in ascertaining the
fitness of the applicants being examined.

. Consultant: The Human Resources Director or designee may

use other persons qualified in a particular field to prepare,
conduct or score an examination.

. Medical Exam: A medical examination may be requested after

extending a job offer or conditional job offer if the medical exam
is job related and required of all candidates.

. Job Posting: A job posting with examination information -will

be prepared by the Human Resources Director or designee and
will be located on the City website or other appropriate websites,

if applicable.




E. Special Credit:

L.

Seniority Points: One and one-quarter points (1.25) will be
added to the score of an applicant for each of the first four
(4) complete and continuous years served in a regular Civil
Service position, to a maximum of five (5) points, and
provided that the minimum passing grade is achieved on the
examination. Seniority will be computed from the job class
entry date to the date the list is promulgated.

Ratings of Efficiency: An applicant, who is a regular Civil
Service employee, will receive two (2) additional efficiency

points provided that:

a) the minimum passing grade is achieved on the
examination; and

b) the employee is not on a Performance Improvement

Plan (PIP) and/or has not received a scheduled or

. unscheduled performance evaluation that is below

the minimum standards.

Veterans Points: Military veterans must submit their

‘DD214 at time of application to qualify for veterans points.

To qualify for additional disabled veterans points, a current
letter from the Veterans Administration Office must be

attached to the application.

a) Qualified Veterans: Five (5) points will be added to
their passing score if they submit a DD214(s)
member 4. '

b) Disabled Veterans: An additional five (5) points
will be added to their passing score if they submit a
current letter, stating a 30% or more disability, from
the Veterans Administration Office.

F. Tie Ratings: When eligible candidates receive the same score,
they will be ranked alike. Tie ratings will not be broken.

G. Notice to Candidate of Result of Examination:

1.

Notification: Candidates will be notified by e-mail of the
rating received, and if such rating is above the required
minimum, he shall be given his comparative standing.

Final Ranking: Candidates who pass the examination will
be ranked by their final score, which may include
efficiency, seniority or veteran points, as applicable.

H. Preservation of Examination Papers: Examination papers of

each examination shall be preserved in accordance with federal,

state and local laws.

3




APPROVED BY:

4. Hele—

V. EXAMINATION PROTEST:

A.

Jo¥ce Wilson, City Manager

Written Exam Protest: An examinee may file a written protest
about any portion of the examination provided that the written
protest is filed immediately following the administration of the
examination. Such protest should contain specific points or
objection to specific questions, actions or procedures. The
Human Resources Director or designee will schedule a one-hour
period for such protests to be filed; typlcally on the date of the
examination or soon thereafter.

Other Exam Protest: For all other types of examinations,
candidates may file a written protest immediately following the
administration of the examination. No protests will be accepted
after the date on which the administration of the examination

is completed. Such protests must contain specific points or ,_

objections to specific questions, actions or procedures.

Dispositions: All examination protests will be reviewed and
decided upon by the Human Resources Director. '

?/0/15’
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Examination RatingsStandards and Rating Policy
Creation Date: October 18, 2011

Revision Date: August 5,2013

Prepared By: Human Resources Department

Approved By: City Manager

Legal Review: JohnBateernElizabeth Ruhmann

DESCRIPTION:— EXAMINATION STANDARDS AND RATINGS POLICY

L +=—POLICY;

The-methedlt is the policy of determining—the City of Fl Paso that
qualifying examinations be job-related and consist only of subjects

‘ and components that will fairly test the relative capacity of the person

examined to perform the particular duties of the job class to which

appointment is sought.

IL EXAMINATION SCORING

A. Scores and Weights: The minimum passing seeres-in—each-part
ef-score for an examination wilk-beis determined by the Human
Resources Director. _For examinations consisting of more than
one component, the minimum passing score and the weight to be

oiven each component will be determined by the Human
Resources Director.

B. Scoring and Grading: The method of scoriﬁg and grading tests
will be objective and applied uniformly to all candidates.

C. A—Clerical and Non-Technical Classifications: A passing
score of seven ercent (70%) shall be required on an

examination for clerical and non-technical positions.
D. Professional and Technical Classifications: A passing score of

seventy five (75%) shall be required on an examination for
professional and technical positions.




‘L EXAMINATION COMPONENTS
A. An examination may consist of any or all of the following

components, as appropriate:

1. Written Exam: a written demonstration designed to show
the applicant’s familiarity with general information or any
job related information pertinent to the classification. It may
consist of any combination of multiple choice, essay, fill-in-
the-blanks or similar exercises.

2. Oral Exam: an oral examination will include job-related
technical or professional knowledge. Normally, such exams
will be given only to the highest ranked applicants as

established in the job posting examination component.

3. Practical Exam: a practical examination will include tests
to measure the skill or ability of candidates to perform the
work involved. :

4. Physical Test: a physical test will consist of tests of bodily

condition, muscular strength, agility and the general
physical fitness of the candidate. '

5. Psvchological Test: a psychological examination will

include tests to determine mental alertness. the general
capacity of applicants to adjust their thinking to new

problems and conditions or to ascertain special character
traits and aptitudes related to the job to be performed.

6. Training and Experience: a training and experience

determination will be based on the statements of education
and experience contained in the application form or such

supplementary data as may be required by the Human

Resources Director.

IV. STANDARDS AND GUIDELINES
A. Subject Weights. The Human Resources Director or designee

‘will determine subijects to be included in the examination and the
weights to be ascribed each. The weights will represent

reasonably the value of the associated subject in ascertaining the
fitness of the applicants being examined.

B. Consultant. The Human Resources Director or designee may

use other persons qualified in a particular field to prepare,

conduct or score an examination.

C. Medical Exam. A medical examination may be requested after

extending a job offer or conditional job offer if the medical exam

is job related and required of all candidates.




D. Job Posting. A job posting with examination information will be
prepared by the Human Resources Director or designee and will

be located on the City website or other appropriate websites, if
applicable.
E. Special Credit:

4 Ratingsfor-Seniority

1. _Points. One peintand one-quarter points (1.25) will be
added to the score of an applicant for each of the fstfirst
four (4) complete and continuous years served in a regular
Civil Service position, to a maximum of fewr—4five (5)
points, and provided that the minimum passing grade is
achieved on the examination-er—evaluatien.. Seniority will
be computed from the job class entry date ef+the—persen's

last-promotion—and—to the date ef-the-examination—If—the
employee-has—never-received—a—prometion—semioritywill-be
eemp{ﬁed—ﬁeﬂ%—é&te—ef—appeﬂ&meﬁ%%eﬁe—peﬁ&eﬂ—&em

which-prometion-is-sought—2-Ratinss-of Efficieneythe list is
promulgated.

- E o 3 2 N 3
sumary-ratingfor-the three-(3) - mestrecent




2. B Ratings of Efficiency. An applicant, who is a regular

Civil Service emplovee., will receive two (2) additional
efficiency points provided that:

a) the minimum passing grade is achieved on the
examination; and -

b) the employee is not on a Performance Improvement
Plan (PIP) and/or has not received a scheduled or

unscheduled performance evaluation that is below the

minimum standards.

Veterans Points. Military veterans must submit their

DD214 at time of application to qualify for veterans points.
To qualify for additional disabled veterans points, a current
letter from the Veterans Administration Office must be
attached to the application.

a) Qualified Veterans. Five (5) points will be added to
their passing score if they submit a DD214(s) member
4,

b) Disabled Veterans. An additional five (5) points will
be added to their passing score if they submit a current

letter, stating a 30% or more disability, from the

Veterans Administration Office.

Tie Ratings: —In—ease—two—(2)-or—more—classified—When eligible
cand|dates recesve —’Ehe———same—fatme——aﬁer—-ﬂie—aééﬁ%eﬂ——ef

%ﬂm—perseﬁs—ﬂeé—aﬁlwaéyaﬁhe—e}asﬁﬁeé—sewwe—%he—eﬂe

the same score,

2.

1. INotification. Candidates will be notified by e-mail of the
rating received, and; if such rating is above the required

minimum, he shall be given his comparative standing.

2.Final Ranking. Candidates who pass the examination
will be ranked by their examinationfinal score, which may
include efficiency, seniority; or veteran points, as

“applicable.




._D—Preservation of Examination Papers;. Examination papers
of each examination shall be preserved £er——ai—1east—the—4e&weh—e£

are—ea—ﬁ%e—\wth—éhe—Hfmaﬁ—Pceseafees—DﬁeeEeﬂn accor dance with

federal, state and local laws.

E—Review-ofExamination-and-Appesls:

. +EXAMINATION PROTEST

Written Exam Protest: An examinee will-be-alowed-te-may file a
written protest femabout any portion -of—a-of the examination
provided that the written protest is filed immediately following the
administration of the examination. Such -protest -should -contain
specific points or objection to specific questions, actions; or
procedures. _The Human Resources Director_or designee will

schedule a one-ene-

A. —hour period; for such protests to be filed, attypically on the
eonveniencedate of the examination or soon thereafter.

B. 3-Other Exam Protest: For all other types of examinations-as
speecified, candidates may file a  written  protest
iTmnediatelyimmediately following the administration of the
examination. No protests will be accepted after the date on
which the administration of the examination is completed.
Such protests must contain specific points or objections to
specific questions, actions or procedures. - Candidates—fiting
protests—will-be-notified-of-the-dispesition-oftheirprotesis-and-if
dissatisfied;—ean—appeal—to—the—Civil-Serviee-Commission—within
five—(5)-calendardays—of notice—in—a—manner—consistent—with-the

Date—*
C. 3Dispositions: All examination protests will be reviewed and
decided upon by the Human Resources Director.
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HI Procedures:

A—The Human-Reseurces-Director-will-detennine-subjects—te-be
meluéeé—m—the—eﬂamiﬂaﬁeﬁ—m&é—the%eigh%%&%e—asenbed—eaeh—

be-ineligible-to—take-the-examination-Employees—wishing-to—take
eriginal-entrance-examinations-beeause-of-probationary-status-must

a-rosult thereotif selected-for positions-based-on suel-standing-on
the—eligible-list—must-resien—their-eurrent-City—pe-ition—prier—to
startingemployment-in-the new-pesitions

F——Gﬁﬂeﬂ%emp}eyeeshﬂﬁeéﬁﬂ—ﬁﬁ%mameﬁvﬂ%e—eeiméefeé-f%
all-purpeses-as-an-eriginalentrant: .
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oyce Wilson, City Manager
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Promotional Process Policy
Creation Date: October 18,2011

Revision Date: August 5, 2013

Prepared By: Human Resources Department
Approved By: City Manager

Legal Review: Elizabeth Ruhmann

DESCRIPTION: PROMOTIONAL PROCESS
I.  POLICY: '

The City of El Paso has guidelines for the promotion and internal
recruitment of its employees. Many City positions are open to
City employees before they are advertised, if at all, to the public.
The purpose of this policy is to outline the requirements for the
City’s promotional and internal recruitment process.

II. DEFINITIONS:

‘Regular Employee: A classified employee who has completed
an original probationary period.

1. PROCEDURES:

A. Promotion within City or Department: Examinations for
- promotional positions will be open to all regular employees.

1. City-Wide Recruitments:  Upon request of a
Department Head, City-wide examinations may be
limited to current regular city employees, so long as it
is anticipated that there is a minimum of three (3)
qualified candidates.

2. Department-Only Recruitments: Upon request of a

Department Head, promotional examinations for
promotional positions may be limited to employees
presently working within the requesting
department, so long as it is anticipated that there
. is a minimum of three (3) qualified applicants.




B. Elicibilitv and Qualifications:

L.

A regular employee: A regular employee is eligible
to take a promotional examination:

a) after successfully serving in a regular position for
six (6) months; and

b) . upon fully meeting the qualifications of the
position as specified in the job description.

Leave of absence: If otherwise qualified, a regular
employee on leave of absence, or on a reinstatement
list as a result of involuntary separation, through no
fault or delinquency on his part, is eligible to take a
pr omotlonal examination.

Effect of Demotion: An employee who is demoted
for disciplinary reasons is ineligible to take a
promotional examination within two years of the
effective date of the demotion.

Voluntary Removal during Probationary Period:

a) First 30 Days: A regular employee who
voluntarily seeks removal from a promotional
position during the first thirty (30) working days
of the probationary period is eligible to take a
Civil Service examination for which he is.

qualified.

b) After 30 Days: A regular employee who
voluntarily seeks removal from a promotional
position after thirty (30) working days is not
eligible to take any Civil Service examination for
a period of twelve (12) months from the date of

removal.

c) Placement: The employee will be placed in his
former position if it is vacant. If the former
position is not vacant, the Human Resources
Director will attempt to place the employee at an
equal or lower graded vacant position for which
he is qualified. The refusal of an employee to
accept an offer of placement to fill a vacancy will
result in the employee being laid off and placed
on a reinstatement list.




' APPROVED BY:

et b Ftt6—

Jofce Wilson, City Manager

5. Involuntary Removal during Probationary Period:

a) A regular employee who is involuntarily removed
is ineligible to take any Civil Service
examination for a period of twelve (12) months
from the date of removal.

b) Placement: The employee will be placed in his
former position if it is vacant. If the former
position is not vacant, the Human Resources
Director will attempt to place the employee at an
equal or lower graded position for which he is
qualified. The refusal of an employee to accept
an offer to fill a vacancy will result in the
employee being laid off and placed on a
reinstatement list.

6. Limited Placement Following Removal:

a) An employee who is unsuccessful in completing a
promotional probation for any reason will be
placed in a vacant position at or below the
classification for which he is qualified.

b) If the employee is unsuccessful in this first’
placement, he will be placed in another vacant
position at or below the classification for which

he is qualified.

c¢) If unsuccessful in this second placement, the
employee will be laid off and placed on a

reinstatement list.

Internal Recruitment: When appropriate, the City may
open an internal recruitment for a particular position. This
applies to, for example, employees who are temporary,
provisional, unclassified, and grant-funded, as well as to
interns and vocational office education students.

e /3
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ADMINISTRATIVE -POLICIES AND PROCEDURES

Policy ID: Human Resources
Subject: Promotional Process Policy
Creation Date: October 18,2011

Revision Date:_August S, 2013
Prepared By: Human Resources Department

Approved By: City Manager
Legal Review: JohnBateonElizabeth Ruhmann

DESCRIPTION: PROMOTIONAL PROCESS
1. Policy:

The City of El Paso has guidelines for the promotion and
internal recruitment of its employees. Many City positions are

open to City employees before they are advertised. if at all, to -

* the public. The purpose of this policy is to outline the
requirements for the City’s promotional and internal

recruitment process.

. Definitions: l

Regular Employee: A classified employee who has completed
an original probationary period.

a) Bxaminations for promotional positions will be open to all

regular emplovees.

1. City-Wide Recruitments: Upon request of a Department

Head, City-wide examinations may be limited to current regular

city emplovees. so long as it is anticipated that there is a

minimum of three (3) qualified candidates.

2. Department-Only _Recruitments: Upon request of a

Department Head. promotional examinations for promotional
positions may be limited to employees presently working

within the requesting department. so long as it is

anticipated that there is a minimum of three (3)_qualified




- applicants.
B. Eligibility and Qualifications:

1. A regular employee is eligible to take a promotional

a) _ after aetual—servicesuccessfully serving in a regular
position for six (6) months; and whenhe

b) upon fully meetsmeeting the qualifications ferof the
elassposition as specified in the job description._

LI eave of absencePreecedures:

2. A Elisibility: If otherwise qualified, -a -classifiedregular -

employee on leave of absence, or on a reinstatement dstslist as
a result of involuntary separation, through no fault or
delinquency on their—his part, areis eligible to take a
promotional examinatiens-examination.

3. 2 NeEffect of Demotion: An employee who is demoted
for disciplinary reasons is eligible—for—anyineligible to take a
promotional examination within two years of the effective date
of histhe demotion.

#&a%emp{eyee%he—fesrgﬁsVoluntam Removal during
Probatlonarv Period:

a)  First 30 Days: A regular employee who voluntarily seeks
removal from a promotional position during the first thirty (30)
working days of kisthe probationary period is eligible to take a

Civil Service examination for which he is qualified.

b) After 30 Days: A regular employee who voluntarily seeks
removal from a promotional position after thirty (30) working
days is not eligible to take any Civil Service examination for
wheh—quahﬁeé»—&mpleyees—u%ewn—ﬁem—%e—pesmwwﬁhm—éhe
first—30—working-days—a period of twelve (12) months from the

date of removal.

c) Placement: The employee will be placed in theirhis
former position if it is vacant. If the former position is not
vacant, the Human Resources Director will attempt to place the
emplovee at an equal or lower graded vacant position for which
‘he is qualified. The refusal of an emplovee to accept an offer of




placement to fill a vacancy will result in the employee being
laid off and placed on a reinstatement list.

5. _Involuntary Removal during Probationary Period:

a) A regular employee who is involuntarily removed is
ineligible to take any Civil Service examination for a period of

twelve (12) months from the date of removal.

Placement: The employee will be placed in his former
position if it is vacant. If the former position is not vacant, the

Human Resources Director will attempt to place the employee
at an equal or lower graded position for which he is qualified.

The refusal ef-an—employee-to—nceceptan—offer tofill-a—vacaney

pd




b) of an employee to accept an offer to fill a vacancy will
result in the employee being laid off and placed on a
reinstatement list.

6. B—Limited Placement Following Removal:

An emplovee who is unsuccessful in completing a Premeotion
s 2 Examinations—for—promotional

pesﬂaeﬁs——mobat]on for any reason will —be —epen—=io—all

placed in a vacant
uosmon at or below the -éepai-“emeﬂt——m——clasmﬁcatlon for which

ﬂ-&ﬁﬂﬁ-&&t&d{hefe_hg is Mqualiﬁed—e&aé&da%:&._

WM%%%%H@%&%@—@?&W
as—it—is-anticipated-there-is-a-minimum—of-fivelf the employee is

unsuccessful in this first placement. he will be placed in another

vacant position at or below the classification for which he is
qualified. :

¢) If unsuccessful in this second placement. the emplovee
will be laid off and placed on a reinstatement list.

C. Internal Recruitment: When appropriate, the City may
open an internal recruitment for a particular position. This
applies to, for example, employees who are temporary,
provisional, unclassified. and grant-funded. as well as to interns
and vocational office education students.
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Regular Part-Time Employees Policy
Creation Date: January 17, 2012

Revision Date: August 5,2013

Prepared By: Human Resources Department
Approved By: City Manager

Legal Review: Elizabeth Ruhmann

DESCRIPTION:

REGULAR PART-TIME EMPLOYEES
I. POLICY:

The City recognizes the value of part-time employment to both the
employee and employer. Part-time employees might need or desire
to work less than the traditional 40-hour week, and such employment
opportunities can be used to address the City's staffing needs.

II. DEFINITIONS:
A. Regular Part-Time Emplovee: An employee who is

regularly scheduled to work for no more than twenty-
nine (29) hours per week.

. PROCEDURES:

A. Promotional Exams: Regular part-time employees are
eligible to take promotional examinations for full or part-time
positions after successful completion of original probation
in a regular part-time position.

‘B. Part-time to Full-time Status: Regular part-time employees
who wish to be placed on an eligible list within the
Certification Process for full-time employment in the same
classification shall submit a written request to the Human

Resources Director.

1. Names will be placed on such list in the order in
which they are received.

2. Eligible employees will be sent to hiring official for -
interview in the order in which they are received.

C. Full-time to Part-time Status: A regular full-time employee
may request a change in status from full to part-time. Such
request must be in writing and will state the reason(s) for
which the employee is requesting change to part-time status.

1. Requests will be granted on a case-by-case basis and

1




APPROVED BY:

et b P

Joyce Wilson, City Manager

in as timely a manner as practicable, subject to the
operating needs of the City.

2. Such requests shall be forwarded directly to the Human
Resources Director who shall approve or deny.

3. Regular full-time employees who have been granted part-
time status may seek a return to full-time status as

described in this policy.

4. A status change from full to part-time will not affect the
employee's seniority for pay and benefit accrual purposes.

Temporary Appointments/Provisional Appointments:
Regular part-time employees may receive temporary promotions
or provisional appointments to full-time positions.

Ye/13

Date
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources
Subject: Regular Part-Time Employees Policy
Creation Date: January 17, 2012

Revision Date: August 5,2013
Prepared By: Human Resources Department

Approved By: City Manager
Legal Review: JohaBatoenElizabeth Ruhmann

REGULAR PART-TIME EMPLOYEES
I. Policy:

The City recognizes the value of part-time employment to both the .
employee and employer. Part-time employees might need or desire

to work less than the traditional 40-hour week, and such employment

opportunities can be used to address the City's staffing needs.

1L Definitions:

A. A— Regular —Part-Time —Employee: —An —employee
who— is regularly scheduled to work for no more than
twenty-nine (29) hours per week;-or—for—no—more—than—40

IIL. Procedures:

A. A—Promotional Exams;

PartRegular part-time employees are eligible to take promotional
examinations for ~full —or —part-time —positions -after- successful

completion of original probation in a regular pati-time-pesition:




Rega}a%——par&%me——emplewe&—may—%eq&es{——ﬂaﬂsier—te—aﬁe%
reofela}—part-tlme p031t10n—e{—{he~same—e}ass—ané-ﬁade-m—a—é+ﬁe¥em

+-Part-time to Full-time Status: Regular part-time employees

C Partti
- Pulttime Status:
B. Part-time—employees;-who -wish to be placed on -a—transferan
eligible list within the Certification Process for full-time -
employment in the same classification; shall submit a written
" request to the Human Resources Director.

1. 4—Names will be placed on such list in the order in
which they are received.

2. Eligible employees will be sent to hiring official for
interview in the order in which they are received.

BC. Full-time to Part-time Status:

A regular full-time employee may request a reduetionchange in
status from full to part-time. Such request must be in writing and
will state the reason(s) for which the employee is requesting
reduetionchange to part-time status.

1. 3—Requests will be granted on a case-by-case basis and
in as timely a manner as practicable, subject to the
operating needs of the City.

2 Such -requests -shall -be —forwarded
directly -to -the -Human
2. Resources Director who shall approve or deny.

3. 3—FullRegular full-time employees who
have been granted part-time status may seek a return to
full-time status as described in ‘Fer-Part-time-to—-Full-time
Status™n-this policy .4

4. A status change from full to part-time will not affect the
employee's seniority for pay and benefit accrual purposes.

ED. - Temporary Appointments/Provisional Appointments;:

Regular part-time employees may receive temporary promotions or
provisional appointments to full-time positions.




A%—saeh%emﬁe%aﬁ—appeﬂmemq——wm—eeﬁme—eﬁy—éaﬁﬂ&%e
peﬁed—eﬁ—aelmess—ei—érsabih&—seaseﬁakﬁeeé—eyether—absenee—e}

quaﬁﬁe&ﬁm&s—f_er—-the—p@s%ﬁ%.—%ueh—appei-&tmeﬂ{ﬁ—are—}mﬁtedm—%e
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Provisionaland Temporary Appointm entPolicy
Creation Date: October 18,2011

Revision Date: August 5, 2013

Prepared By: Human Resources Department

Approved By: City Manager

Legal Review: Elizabeth Ruhmann

DESCRIPTION:. PROVISIONAL AND TEMPORARY APPOINTMENTS

I. POLICY:

Provisional and temporary appointments shall be made to meet the
business and-operational needs of the City, as permitted by the City
Charter and all applicable federal and state employment laws.

II. GUIDELINES FOR LIMITED TERM APPOINTMENTS:

A, Provisional Appointments: A provisional appointment to
a higher position may be authorized by the Human
Resources Director without examination upon written
request of the Department Head when a vacancy cannot be
filled with an existing eligible list. All such provisional
appointments may continue only until certification from an
eligible list can be made, unless extended by the City

Manager or designee.

Temporary Appointments: A temporary appointment to a

B.
position may be authorized by the Human Resources
Director without examination upon written request of the
Department Head when for example:

1. Vacancy: When a position is vacant due to the
sickness, disability or other absence of.a regular
employee,

. 2. Flexible Staffing Needs: Such as, employees hired
to perform seasonal work.
C. Working Out of Class (WOCQC): The temporary assignment

of an employee to perform duties of a significant and
distinct nature allocated to a higher graded job

classification.




D. Developmental Assignment Request: A Department Head

may request that the Human Resources Director appoint a
regular employee to a developmental assignment. Approval
of the request will be based on the following:

1. Qualification: To qualify, the employee must meet
the minimum qualifications for the position or be

within eighteen (18) months of meeting the
minimum qualifications.

2. Standing: The employee shall not currently be on a
performance improvement plan (PIP) and shall not
have received any disciplinary action within the
preceding twelve (12) months. -

3. Situation: The employee may not have been
previously granted a developmental assignment that
was substantially similar in nature.

4. Consent: The employee must consent to
appointment in the developmental assignment.

5. Pay: Typically, no increase from the normal pay rate
will be earned for developmental assignments for the
first 180 days since they are learning the assigned

work.

6. Duration: A developmental assignment may not
exceed one (1) year, '

E. Duration: Temporary and provisional appointments may
not exceed one (1) year, Temporary and provisional
appointments may terminate sooner.

F. Restriction on Privileges: A provisional or temporary -
appointment will not confer upon the appointee any
privileges of promotion, transfer or reinstatement to any
other position in classified service other than as specified in

this policy.
III. TEMPORARY APPOINTMENT MADE REGULAR:

A. Any person who has been temporarily appointed from the
appropriate eligible list, and who at the time of the
appointment was willing to accept the appointment under

_ the conditions stated, may, in the case of the position being
made regular, be regularly appointed in the position. This
appointment is authorized regardless of the number of
higher eligible applicants willing to accept regular

appointment.

B. Temporary employees who are made regular will be
considered fully qualified for the position and not required
to complete the probationary period provided they have
successfully completed six months in the same position.




IV. REAPPOINTMENT TO TEMPORARY EMPLOYMENT:

APPROVED BY:

Bt b. Pl

Any person who has been appointed to a temporary position from
an eligible list and who at the time was willing to accept
appointment, may be reappointed to another temporary position,
provided such reappoiritment is requested by the Department
‘Head and approved by the City Manager or designee.

A. Duration: Temporary and provisional appoiniments may
not exceed one (1) year, Temporary and provisional
appointments may terminate sooner.

B. Restriction on_Privileges: A provisional or temporary
appointment will not confer upon the appointee any

- privileges of promotion, transfer or reinstatement to any
other position in classified service other than as specified in

this policy.

V. CATASTROPHIC EVENT:

Employees may be worked out of class by the City Manager or
designee during a catastrophic event or during a period of recovery
following the occurrence of such an event and may not be eligible

to receive additional compensation.

VI. DIRECT APPOINTMENTS:

A. Direct _Appointment: = Noncompetitive selection and
appointment procedures may be used .for skilled or
semiskilled positions, or where job related ranking measures
are not practical or appropriate. Direct appointments must
be approved by the City Manager or Designee.

1. Requires special or unique skills such as expert
professional or executive level positions; or

2. Have critical timing requirements affecting
recruitment.

L

Hiring Official may hire no more than one percent of
their employees using a direct appointment.

e//3

J 6§ce Wilson, City Manager

Date




T pee crances 3K

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human -Resources

Subject: Provisional and Temporary Appointment Policy
Creation Date: October 18,-2011

Revision Date:_August 5, 2013

Prepared By: Human Resources Department

Approved By: City Manager

Legal Review: John-Batoen Elizabeth Ruhmann

L. BESCRIPTION:— PROVISIONAL———AND
FEMPORARY APPOINTMENES-—Description:

— Peliey:
Provisional and Temporary Appointments

Provisional and temporary appointments mayshall be made_to meet
the business and operational needs of the City. as permitted by the
City Charter and all applicable federal and state employment laws.

1I._———The—duration—of—ea—Guidelines for Limited Term
Appointments

A. Provisional Appointments. A provisional appointment to a
higher position may be authorized by the Human Resources
Director without examination upon written request of the

Department Head when a vacancy canmot be filled with an
existing eligible list. All such provisional appointments
may continue only until certification from an eligible list
can_be made. unless extended by the City Manager ot
designee.

B. Temporary Appointments. A temporary appointment to a
position may be authorized by the Human Resources
Director without examination upon written request of the
Department Head when for example:

1. Vacancy. When a position is vacant due to the
sickness, disability or other absence of a regular

" employee.
2. _Flexible Staffing Needs. Such as. employees hired to

perform seasonal work.

C. _Working Out of Class (WOC): The temporary assignment
of an employee to perform duties of a significant and
distinct nature allocated to a higher graded job

classification.




D. Developmental Assignment Request. A Department Head
may request that the Human Resources Director appoint a
regular employee to a developmental assignment. Approval

of the request will be based on the following:

1. Qualification. To qualify, the employee must meet
the minimum qualifications for the position or be
within eighteen (18) months of meeting the minimum

2. Standing. The emplovee shall not currently be on a

~ performance improvement plan (PIP) and shall not
have received any disciplinary action within the
preceding twelve (12) months.

3.  Situation. The employee may not have been

previously g;anted a developmental assignment that

was substantially similar in nature.

4. _Consent. The employee must consent to appointment
in the developmental assignment.

5. Pay. Typically. no increase from the normal pay rate

will be earned for developmental assignments for the

first 180 days since they are learning the assigned
work.,

Duration. _A_developmental assignment may not
exceed G&—one 60} year—lPhe—p}em&eﬁa}—appeﬂmﬁen‘f

E. Duration. Temporary and provisional appointments may be
made——The-duration—of-a-temperary—appointment-say—not
exceed one (1) ene-year——Fhe-temporary-appointment-will
tenninate—at—the—expiration—of the—peried:, Temporary and
provisional appointments may terminate sooner.

Restriction
onH=
Procedures:

A
Privileges.

F. A provisional or temporary appointment will not confer
upon the appointee any privileges of promotion, transfer or
reinstatement to any other position in classified service
other than as specified in this policy.




disability-or-other-absence-ofa-regularemployee

&Il Temporary Appointment Made Regular:

A. _Any person who has been appeinted-temporarily appointed
from the appropriate eligible list, and who at the time of the
appointment was ene—ef—the—top—five—eligible—applicants
willing to accept the appointment under the conditions
stated, may, in the case of the position isbeing made regular,
be regularly appointed in the position. This appointment is
authorized regardless of the number of higher eligible
applicants willing to accept regular appointment.

B. p.Temporary employees who are made regular will be
considered fully qualified for the position and not required
to_complete the probationary period provided they have
successfully completed six months in the same position.

IV Reappointment to Temporary Emplovment: " Emplovment.

Any person who has been appointed to a temporary position from
an eligible list-being-one-ef-the-fve-persons-highest-on—the-list and
who at the time was willing to accept appointment-at-this—time, may
be reappointed to another temporary position, provided— such
reappointment is requested by the Department Head and approved
by the City Manager or designee.

peéitien——maﬁk—be—au%hepizeet;by——the——léamaﬂ

Adl-suel-Duration. Temporary and provisional appomtments
may not_exceed one (1) year. Temporary and provisional
appointments may terminate sooner.

B. Restriction on annleces A mowsmnal or temDoxary

appointment will
WMWW

of promotion. transfer or reinstatement to any other position
in classified service other than as specified in this policy.

V. Catastrophic Event. Employees may be worked out of class
by the City Manager or designee during a catastrophic event or
during a period of recovery following the occurrence of such an
event and may not be eligible to receive additional compensation.

V1. Direct Appointments:
A. Direct Appointment: Noncompetitive _ selection and
appointment procedures may be madeused for skilled or semiskilled

3




positions, or where job related ranking measures are not practical
or appropriate. Direct appointments must be approved by the City
Manager or Designee.

1. 2Requires special or unique skills such as expert

professional or executive level positions: or

2. Have critical timing requirements affecting
recruitment.

3. Hiring Official may hire no more than one percent of

their employees using a direct appointment.




DESCRIPTION: WORKING-OUT-OF-CLASS
Empiewesa&ay—be—%%ﬁeeé—e&&ef—e%&ssiﬁe&éea—-fer—&wﬁ—ehe
D—te—work—in—a—position—beeause—it—is—vacant—or—beeause—the
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C—Department-Head-The-department-director

D—Catastrophic-Event—The-oeceunence—of—a-sudden—emergency
or-other—incident-affecting—public-health—safety—or—welfare—in
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