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TO: Mayor and Representative 
FROM: Linda Ball Thomas, Human Resources Director 
THRU: Joyce A. Wilson, City Manager 
DATE: August 10, 2007 
SUBJECT: Rules 6-14  and 26 Summary and Linkage 

Rules 6-14 and 26 will be introduced on the Council agenda of Tuesday August 14, 2007.   The 
following information is provided to clarity and show linkage between the Rules and the Charter 
amendments.  A global change is that the word permanent when referencing employees has been 
replaced with the word regular, as well as some capitalizations.  
 

Rule 6 Certification 
Rule 6 Section 2, Certification: 
The current wording in this section was deleted and replaced with wording that defines a true 
merit system. This is also addressed in Section 6 as per revisions to Sections 6.5-1 and 6.6-1 of 
the Charter. This system improvement allows standing on the eligible list to be based solely on 
the score attained. Although promotional preference is not maintained, current City employees 
will be able to have up to 7 additional points added to their passing score, as per Rule 9, Section 
2, Special Credit. The portion of the section that applies to City employees was moved from Rule 
11, Section 6.  Provided that they meet the criteria for the points, this provision awards 2 points 
more than can be obtained through Veteran’s credit.  
 
Rule 6 Section 5, Waiver 
This system improvement requires that applicants for a position notify HR that they are not 
interested in the position prior to interviewing or be counted as one of two waivers, two being the 
maximum before their name is removed from the list.  
 
Rule 6 Section 8, Cancellation of Certifications 
This rewording of the former Section 7 was made to clarify the wording. 
 

Rule 7 Provisional and Temporary appointments 
 

Rule 7 Section 1 Provisional Appointments was changed to reflect the change in Charter Section 
6.6-2. 
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Rule 7 Section 4 Temporary Appointment Made Regular and 5 Reappointment to Temporary 
Employment a-c, were deleted per changes in Charter Section 6.6-4, formerly Section 6.6-5. 

 
 

Rule 8 Applications 
 
Rule 8 Section 1 a through b is a system improvement that sets the recruitment period, but allows 
for situations when a less than normal recruit period is needed.  An example is when a need for a 
limited number of General Service Workers arises. As with the last recruitment keeping the 
position open for the current required recruiting period resulted in more applicants than needed 
apply.  On the surface that may be perceived as good.  However it also resulted in a list of 672 
names on the eligible list of which only 47 have been referred or selected for positions.  Because 
the recruitment could not be limited to one or two days, it also resulted in HR staff being 
required to work overtime to generate the eligible list, and the Civil Service Commission almost 
exclusively dealing with the disqualification appeals at one meeting.  Although list can be 
extended, we have found that applicants frequently move without providing their new contact 
information thus making it difficult to notify them of a job opening and holding up appointment 
to the vacancy.   
 
Rule 8 Section 1d (3) adds the distinction that that a dismissal from public service, other than 
City employment can be appealed.  However Rule 8, Section 1e provides that dismissal from 
City employment cannot be appealed.    
 
Rule 8 Section 2 Applications On File was modified because the first statement conflicted with 
the second. The intent of the rule was to allow the action in the second statement. 
 
Rule 8  Section 3 Appeals from Disqualifications from Examination    
The change from working to calendar days will allow the recruitment process to become more 
efficient and effective and allow for expeditious filling of vacancies.    
 

Rule 9 Examination, Marking and Rating 
 
Rule 9 Section 1 b the deleted portion of the rule that is not required by the Charter nor is in 
alignment with industry standards and conflicts with Section 1.   
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Rule 9 Section 1 c is a system improvement that allows an applicant to take an examination as 
often as it is offered.  This change aligns with our past practice with Practical examinations in the 
next sentence.   This also linked to the reduction of time for the eligible list expiration in Rule 
12, Section 1, Duration of Eligible Lists. 
 
Rule 9 Section 2 Special Credit a through c clarifies that extra credit will be added to a passing 
score and adds the portion of the section that applies to City employees that was previously in 
Rule 11, Section 6. 
 
Rule 9 Section 3 Penalty for Deceit in Examination is a system improvement that deletes the 
portion of the rule that is not in line with current industry and government standards.  
 
Rule 9 Section 5b Notice to Candidate of Results of Examination was revised to align with 
Charter Section 6.8-1.  All applicants receive notice of their scores, thus the original language 
was stricken.  
 
Rule 9 Section 7 Identity Marks describes the standard practice for test administration.  As a 
standard practice there is no need for this to be part of the rules.  
 
Rule 9 Section 8 Review of Examination and Appeals the latter portion was deleted because the 
beginning portion provides the direction needed.  
 
Rule 9 Section 8, subsections c through d was deleted because they were too prescriptive in 
nature and did not allow for alterations of the time frame and efficiencies in recruiting.  
 
Rule 9 Section 8, current subsection c deleted the portion not required because of the deletion 
above.  
 

Rule 10 Examination Standards 
 

Rule 10 Section 2 Content is a system improvement that deletes the portion of the rule that is not 
in line with current industry and government standards and Section 3 Subjects and Weights. 
 
Rule 10 Section 7, Notice to Persons on Eligible List of New Examination and Section 8 
Postponement or Continuance of Examinations were deleted because with notice in the local 
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newspaper, the advent of the “listserve” (on line sign up to receive notification) whereby 
potential applicants can sign up for notice of the new examination and the shortened eligible list 
duration, this section was not needed.  
 
Rule 10 Section 9 Development and Administration of Examinations was deleted because it 
duplicates the authority given in Charter Section 6.7-1.  
 
Rule 10 Section 10 Concealing Identity on written Examinations describes the standard practice 
for test administration.  As a standard practice there is no need for this to be part of the rules. 
Also, with the advent of automated scanning of employee data into the SIGMA data system we 
no longer use this method to record applicant data.  
 

Rule 11 Promotional Process 
 
Rule 11 Section 2 Frequency and Examination the deletion aligns this with Charter Section 6.5-
1, 6.6-1 and Rule 6, Section 2 Certification. It allows the City to be more responsive in providing 
lists of applicants to fill vacancies.  
 
Rule 11 Section 3   Eligibility subsections b and d were deleted as system improvements.  In the 
case of subsection a, it is already stated that applicants must meet the minimum qualifications in 
order to be qualified.  Subsection b was made obsolete by the 2004 Charter election which 
allowed permanent employees to compete for positions at or below their current position.  
 
Rule 11 Section 3e was added to allow for those situations when an employee accepted a 
promotion and within a short period of time realized that the new position was not a good fit.   
 
Rule 11 Section 3f was added to allow for those situations when an employee accepted a 
promotion, failed probation or was removed after 30 working days.  This provision penalizes the 
employee for six months rather than the 2 years in the deleted former Section 3g.  
 
Rule 11 Section 4   Notice of Examination and Section 5 Application for Promotional 
Examination   were deleted because this information is already covered in Rule 8 Applications. 
 
Rule 11 Section 6 Rating of Seniority and Section 7 Rating of Efficiency were moved to Rule 9 
Section 2 Special Credit.  
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Rule11 Section 4 formerly Section 8 Promotion within City or Department was modified to 
define promotional preference.  
 
Rule 11 Section 5 formerly Section 9   Promotion after Reclassification  is deleted because the 
Charter is silent on this issue.  
 
Rule 11 Section 6 formerly 10 Temporary Appointments was modified as a system 
improvement.  
 

Rule 12 Eligible Lists 
 
Rule 12 Section 4 Revocation of List was modified to align with our City Manger form of 
government.  
 
Rule 12 Section 5 Removal from Eligible List Through Lost of Qualifications is a system 
improvement that sets a time limit to remain on a transfer or reinstatement list.  
 
Rule 12, Section 8 Removal on Account of Non-Appointment and Section 9 Circulation of 
Eligible List are deleted predicated on the change in the duration of eligible list from 18 to 6 
months.  
 
Rule 12 Section 8 formerly Section 10 was modified to align with our City Manger form of 
government.  
 

Rule 13 Leave of Absence, Resignation, Sick Leave and Vacation 
 
Rule 13 Section 1a   Procedures and Limitations changes the limit of authorized leave of absence 
to no more than 24 months during the most recent 7 years of an employee’s tenure.   
 
Rule 13 Section 1b Family and Medical Leave Act of 1993 defines the “rolling 12-month” 
period as calculated forward. 
 
Rule 13, Section 1e When Leave of Absence Shall not be Granted deletes language to align with 
the Charter.  
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Rule 14 Appeal of Efficiency Ratings 

 
All of Rule 14 except the portion that dealt with employee appeals was deleted.  
 

Rule 26 Regular Part-Time Employees  
 
Rule 26, Section 2 Promotional Exams was modified to include the correct Charter citation. 
 
Rule 26, Section 6 Reinstatements corrects the name of the hiring list.  
 
Rule 26, Section 7 Layoff was modified to correct the Charter citation.  

 
 
 
 
 
 

 
 
 
 
 
   
 
 
 
 
 
 
 
 
  






































































