CITY OF EL PASO, TEXAS
DEPARTMENT HEAD’S SUMMARY REQUEST FOR COUNCIL ACTION (RCA)

DEPARTMENT: Human Resources

AGENDA DATE: 08/14/07

CONTACT PERSON/PHONE: Human Resources, Linda Ball Thomas, (915) 541-4509

DISTRICT(S) AFFECTED: City Wide
SUBJECT: Introduction of Amendments to Ordinance 8065, (Civil Service Rules and Regulations)
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BACKGROUND / DISCUSSION:

Upon approval, these amendments to Ordinance 8065, (Civil Service Rules and Regulations) will
update Rules 6, 7,8,9,10,1 1,12, 13, 14 and 26
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AN ORDINANCE AMENDING ORDINANCE 8065, CIVIL SERVICE RULES
AND REGULATIONS, RULE 6, CERTIFICATION; RULE 7, PROVISIONAL
AND TEMPORARY APPOINTMENTS; RULE 8, APPLICATIONS; RULE 9,
EXAMINATIONS, MARKING AND RATING; RULE 10, ORIGINAL
ENTRANCE EXAMINATION; RULE 11, PROMOTIONAL PROCESS; RULE
12, ELIGIBLE LISTS; RULE 13, LEAVE OF ABSENCE, RESIGNATION,
SICK LEAVE AND VACATIONS; RULE, 14 EFFICIENCY RATINGS; RULE
26, PERMANENT PART-TIME EMPLOYEES

WHEREAS, the Civil Service Commission is given the authority under Section 6.1-6(A)
of the City Charter to recommend amendments to the City’s Civil Service Rules; and

WHEREAS, the City Council is the approving authority for amendments to the Civil
Service Rules; therefore, the Civil Service Commission presented their recommended changes to
City Council; and

WHEREAS, these recommendations contain revisions to the amendments proposed by
the Human Resources Director; and

WHEREAS, both the Civil Service Commission and the City Council have determined
that portions of Civil Service Rules 6, 7, 8, 9,10, 11, 12, 13, 14 and 26 should be amended.

NOW THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE
CITY OF EL PASO:

1. That Ordinance 8065, Civil Service Rules and Regulations, is amended as
follows:
RULE 6

Certification

Section 1. Requisition.

To initiate the employment of any classified employee of the City, the Department Head will
submit a requisition to the Human Resources Director for eligible applicants to fill all vacancies.
Requisitions will be submitted as prescribed by the Human Resources Director and will specify the
title and number of vacancies, the class, grade, salary, whether regular or temporary and any other
information which will assist the Human Resources Director in making a proper certification.

Section 2. Certification.

The order of certification will be:

Applicants will be certified by the candidate’s standing on the eligible list. Upon request of
Department Head, a person on the reinstatement or transfer list may be certified ahead of or in
conjunction with the names on the eligible list.




Section 3. Certification to Multiple Vacancies.

If more than one vacancy exists for a given position, the order of certification shall conform to a
first choice from the first five certified, a second from the next five eligible for appointment (i.e.,
the second, third, fourth, fifth and sixth names on the appropriate eligible list), and so on until the
complete number of appointments has been made.

Section 4. Failure to Respond to Offer of Appointment.

The failure of an eligible person to report to the Department Head within five working days from
the date notified of appointment, or within three working days of the date of sending the notice by
special messenger to the last home address shown on the records of the Human Resources
Director, will be considered sufficient cause for removal of the name of the person from an eligible
list. If the person declines or does not respond to telephonic or email messages, certification of the
next person eligible in order on the list will be made.

Section 5. Waiver.

The Human Resources Director will permit persons on eligible lists to waive certification, provided
their name has been placed on hold prior to being contacted to fill a vacancy. Applicants are only
allowed to waive certification or appointment a combination of two times, after which the person’s
name may be removed from such list.

Requests for waivers for appointment must be filed with the Human Resources Director by the
next working day after having been notified of selection by the Human Resources Department.

Section 6. Objection by Department Head.
The Department Head will make a selection from the eligible list solely on the basis of merit and
fitness.

Section 7. Notice of Appointment and Separation.

Each Department Head will immediately notify the Human Resources Director of all appointments
in a manner prescribed by the Director, in each case giving the name of the appointee, his or her
address, the title of his position, the compensation grade, date of commencement of service, and
salary or compensation. He will also notify the Human Resources Director immediately of any
separation of a person from the service or any other change therein, and such additional
information as the Human Resources Director may, from time to time require, in order to maintain
the list of employees of the Civil Service.

Section 8. Cancellation of Certifications

At any time after an eligible has been certified and the Department Head makes a decision not to
make an appointment, the certification will be cancelled and the eligibles so notified and an entry
made on the record by the Human Resources Director.

Section 9. Notice of Certification.

The Human Resources Director will send a notice of certification of a person's name for
reinstatement or appointment to him or her at his or her last address that is on file with the Human
Resources Department. It is the applicant’s responsibility to inform the Human Resources Director
of any changes in contact information.

Section 10. Nepotism. #0:) Hd 6~ 90V L




It is the duty of every Department Head to inquire of all prospective appointees whether a
relationship as defined in Article VI, Section 6.9-3 of the Charter exists and to report to the Human
Resources Director the existence of such a relationship. The Human Resources Director shall
refuse to certify the salary of any person appointed without compliance with these provisions.

RULE 7
Provisional and Temporary Appointments

Section 1. Provisional Appointments.

Provisional appointments may be made in accordance with Article VI, Section 6.6-2 of the Charter.
The provisional appointment will terminate at the expiration of the period provided in Article VI,
Section 6-6.2 of the Charter.

Section 2. Temporary Appointments.

Temporary appointments may be made in accordance with Article VI, Section 6.6-3 of the Charter,
provided that any non-eligible person so appointed must possess the minimum qualifications
required for the position as described and set forth in the classification plan.

Section 3. Privileges.
A provisional or temporary appointment will not confer upon the appointee any privileges of
promotion, transfer or reinstatement to any other position in the service.

Section 4. Temporary Appointment Made Regular.

Any person who has been appointed temporarily from the appropriate eligible list, and who at the
time of the appointment was one of the top five eligible applicants willing to accept the
appointment under the conditions stated, may, in case the position is 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.

Section 5. Reappointment to Temporary Employment.

Any person who has been appointed to a temporary position from an eligible list, being one of the
five persons highest on the list 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.

RULE 8
Applications

Section 1. Filing of Applications.

Except as otherwise provided for herein, applicants for all positions, must file an application with
the Human Resource Department not later than the day specified in the job posting for the
examination and in the manner prescribed in the job posting. Application forms for any
examination will not be accepted after the close of the filing period, except for good cause as
determined by the Human Resources Director, subject to review by the Commission.




a. The Human Resources Director will establish the filing period limits to accept applications but
such period will normally be no less than 5 calendar days. When the need exists for a limited
number of applicants, the recruitment period will only remain open until a sufficient number of
applications have been filed. Whenever it is required to fill positions and classes for which a
constant need of qualified applicants exists, the Human Resources Director may establish an open
filing period for those classes and accept applications for employment on a continuous basis until
all anticipated vacancies are filled, or the need for continuous accepting and processing of
applications no longer exists. In such cases, notification of the end of the filing period will be
made in the same manner as the initial job posting.

b. Asneeded, the Director may create an eligible list based on applications on file as of that date.
Any false statement knowingly made by any applicant in his applications for admission to any
examination or made at his request or with his knowledge in any certificate which may
accompany his application or any other fraudulent conduct will cause the Commission to:

(1) Exclude him from such examination or;

(2) Remove his name from any register or eligible list or;

(3) Remove him permanently from his position if he has secured appointment from such

examination.
Any applicant who knowingly falsifies his application will be ineligible to reapply for any City
position for a period of two (2) years from the date the falsified application was submitted.
Additionally, that person's name will be removed from any eligible list(s) on which it currently
appears.

¢. In case of applicants for positions the duties of which require special qualifications, the Human
Resources Director will require evidence of a sufficient degree of education, training, or
experience. He may also demand such certificates of competency or licenses as the law may
require for the practice of the profession, art or trade involved.

d. The Human Resources Director, subject to appeal to the Commission, will refuse to examine an
applicant, or after examination to certify him as eligible and will remove his name from the eligible
list for any of the following reasons, in each case to be fully documented:
(1) He is found to lack any of the minimum requirements established in the classification
for the position and grade for which he applies; or
2) He has been convicted of a felony, or a misdemeanor, which is determined to be job
related to the position sought; or
3) He has been dismissed from public service, other than City employment, for delinquency
or misconduct, which is determined to be job related to the position sought; or
(4) He is found by the Commission to have committed any act, either while in the service
of the City or otherwise, or to have any deficiency or disqualification which, in the
judgment of the Commission, would be sufficient to constitute a just cause for discharge
from the Civil Service as defined in Article VI, Section 6.13-3 of the Charter; or
(5) He has submitted an incomplete application, thereby preventing full review of the
applicant’s qualifications for the position held.

e. If the Commission determines that the applicant is eligible for a position in the same series they
will be approved for other jobs in the same job series. HE:] Hd B-80Y 10




f. Any individual who has been dismissed from City employment for delinquency or misconduct,
which is determined to be job related to the position sought will not be qualified and/or his name
will be removed from the eligible list.

When determining whether an applicant meets the minimum qualifications of a job class, the
Human Resources Director will permit education to substitute for experience in accordance with
Civil Service Commission policy regarding equivalencies.

g. For purposes of determining if an applicant has met the minimum experience requirements
established in the classification for the position and grade for which he has applied, 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.

Section 2. Applications On File.

Applications filed with the City will become the property of the City. An applicant may
supplement his application to update contact information, such as address or phone number, or to
expand on job entries already listed.

Applications for one examination will not be used for any other or later examinations. An applicant
who has been given notice that he fails to meet the minimum experience requirement in Section 1
will be given the opportunity within seven working days of the date of the disqualification notice to
supplement his application and provide any relevant information not previously stated in his
application.

Section 3. Appeals from Disqualification from Examination.

a. Applicants who are disqualified from taking an examination may appeal to the Civil Service
Commission provided they appeal within seven calendar days and the individuals who appeal must
file a written rebuttal in a format prescribed by the Human Resources Director by mail, electronic
transmission (e-mail), FAX or in person within seven calendar days of the date the disqualification
is e-mailed, mailed, phoned, delivered in person or delivered by special messenger to the address
shown on the application. If the applicant fails to update their contact information or respond
within the timelines set, no further action will be taken.

b. Untimely appeals will not be accepted.

c. If the examination is held before the appeal is heard and determined by the Commission, the
Human Resources Director may allow the applicant to take the examination conditionally pending
the Commission's determination. If a conditional applicant fails to achieve a passing grade on an
examination, the appeal shall be administratively dismissed. The appeal will not be forwarded to
the Commission and no further action will be taken.

Section 4 . Age.
a. Appointment to any position in the classified service shall be made without discrimination based
on age, except where age constitutes a "bona fide occupational qualification"; or where state or
federal law requires; or where the conditions of a grant program prescribe age qualifications. Age
limits for classes of positions will be established by ordinance in thé: %’,QI%SS Sgecéﬁc%%g.{, 9
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b. When age limits for positions are set by ordinance, an applicant will be considered to be within
the age limit if his birthday falls any time within the month in which the examination is held. Ifthe
examination has more than one component, the applicant must meet the age requirement in the
month in which the first component of the examination is administered.

RULEO9
Examination, Marking and Rating

Section 1. Minimum Rating Required.

a. The method of determining minimum passing scores in each part of an examination will be
determined by the Human Resources Director. The method of scoring and grading tests will be
objective and applied uniformly to all candidates. Where an examination consists of two or more
parts, the Human Resources Director may set minimum scores to be required in any part of the
examination. An applicant who fails to attain this minimum score will be considered to have failed
the entire examination and will not be entitled to take the balance of the examination.

b. The Human Resources Department shall establish a passing score on an examination for
executive, professional and general service positions. Minimum passing scores may be
established for each component where an examination consists of more than one component and
such scores shall be published in the notice concerning the examination.

c. Any applicant who has failed an examination will be allowed to retake an examination for the
same class as often as it is offered..  Practical tests of agility, speed, or strength are considered
readiness tests, and may be taken as often as the test is offered.

Section 2. Special Credit
a. Ratings for Veterans
A veteran, who has obtained a passing score, shall have his rating on an original entrance
examination advanced five points. A veteran is defined as any person who has served on active
duty in the Armed Forces of the United States, or any division thereof, including the Coast Guard,
for a period of 180 days and has been separated with honorable conditions from said service
1. To qualify for an additional five-point increment based on disability, such disability must
be at least 30 percent, certified by the most recent letter from the Veteran's Administration.
2. Nothing in this provision will be construed to authorize or direct the placing of the name
of any person on any eligible list who does not meet the physical standards set by the
Human Resources Director for the position for which the eligible list has been created.

b. Ratings for Seniority

One point will be added to the score of an applicant for each of the first four complete and
continuous years served in a regular Civil Service position to a maximum of four points, and
provided that the minimum passing grade is achieved on the examination or evaluation. Seniority
will be computed from the date of the person’s last promotion and to the date of the examination.
If the employee has never received a promotion, seniority will be computed from the date of
appointment to the position from which promotion is sought.

(1 Hd 6- 907 L0
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1. No person may be eligible to take a promotion examination who has not received an
overall rating of at least “Meets Minimum Requirements” for the most recent regularly
scheduled rating period in the position from which promotion is sought. If an efficiency
rating has not been filed for the person for the position from which promotion is sought, the
most recent regularly scheduled evaluations in a prior position shall be used. Efficiency
ratings must be on file for examination eligibility purposes no later than the last day of the
pay period in which the employee’s competency anniversary date falls.

2. Points, to a maximum of three (3), will be added to or subtracted from, the examination
score of applicants passing promotional examinations based on the employee’s most recent
regularly scheduled evaluations. The overall or summary rating for the three (3) most
recent regularly scheduled evaluations will be used, if available. The following formula
will be used in computing the number of points to be added or subtracted:

3 x Number of Exceptional + 1.5 x Number Exceeds Standards — 1.5 x Number Marginal — 3 x Number Unsatisfactory Ratings
(divided by)
Total Number Ratings

Provided, however, that not more than seven points can be added to an applicant’s score for a
combination of seniority and efficiency.

Section 3. Penalty for Deceit in Examination.

Where deceit in an examination is alleged, and the applicant denies the fact of deceit, or if the
examiner in charge of the examination believes extenuating circumstances to exist, the applicant
will be permitted to finish the examination, and a full report shall be submitted immediately to the
Human Resources Director, who will conduct an appropriate investigation. Should the Director
find that the applicant engaged in deceitful conduct in connection with the examination, he may
either cancel the examination papers of the applicant or may penalize him a certain number of
points in the examination score.

Section 4. Tie Ratings.
In case two or more persons receive the same rating after the addition of seniority and efficiency
credits, the resulting tie will be resolved by application, in succession, of the following procedure:

a. If the persons tied are already in the classified service, the one having the greatest seniority in the
City service will have precedence on the list.

b. If two or more tied persons have the same seniority, the one among this group with the highest
overall efficiency rating in the last two efficiency reports for each will have precedence.

c. If the persons tied are not in the classified service or if a tie still exists after using paragraphs a
and b above, the tie shall be broken by using a system of drawing by lot. :

Section 5. Notice to Candidate of Result of Examination.
a. Each candidate will be notified of the rating he has received, and, if such rating is above the
required minimum, he shall be given his or her comparative standing.
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b. Applicants who pass the examination will be ranked by their examination score, efficiency,
seniority, or veteran points as applicable.

Section 6. Preservation of Examination Papers.

Examination papers of each examination shall be preserved for at least the length of the life of the
resulting eligible lists. The examination papers written by an applicant certified for appointment
will be open to the inspection of the Department Head during such time as the papers are on file
with the Human Resources Director.

Section 7. Review of Examination and Appeals.

a. An examinee will be allowed to file a written protest from any portion of a written examination.
Such protest should contain specific points or objection to specific questions, actions, or
procedures. The Human Resources Director will schedule one one-hour period, for such protests
to be filed, at the convenience of the Human Resources Department on the date of the examination.

b. During the one-hour period, the following materials will be available to examinees: unmarked
test booklet, correct answers to questions, and protest forms. Examinees may bring their own
reference materials. At the end of one hour, all protests must be turned in to the Human Resources
Department staff. No protests regarding the examination will be accepted after this time. Any
individual attending such session may write down the number of the test questions protested, and
remove such written notations from the testing room. No other notes or papers shall be carried out
by any individual attending such a session.

c. For all other types of examinations as specified in CSC Rule 10, Section 2(b-f), applicants 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.
Applicants filing protests will be notified of the disposition of their protests and if dissatisfied, can
appeal to the Civil Service Commission within five days of notice in a manner consistent with the
Rules and Regulations. ’

RULE 10
Examination Standards

Section 1. Character.

All examinations will be job-related and consist only of subjects which will fairly test the relative
capacity of the person examined to discharge the particular duties of the class to which
appointment is sought.

Section 2. Content.

Examinations held to establish a list of eligibles for any class will consist of one or more of the
following components as determined by the Human Resources Director

a. Written Test. The written part, when required, will include a written demonstration designed to
show the familiarity of competitors with the knowledge involved in the class of positions to which
they seek appointment, their ability in the use of English (where job related), the range of their
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general information, or their general educational attainments. An essay upon one or more subjects
may be required if advisable.

b. Oral Interview/Assessment. The oral interview, when required, will include personal interviews
with the competitors for classes of positions where ability to deal with others, to meet the public, or
other special personal qualifications or verification of special technical or professional knowledge
are involved. Normally, such interviews will be given only to the upper group of candidates as
ranked by the previous examination component.

c. Performance Test. The performance test, when required, will include tests to measure the skill
or ability of competitors to perform the work involved.

d. Physical Test. The physical test, when required, will consist of tests of bodily condition,
muscular strength, agility and the general physical fitness of competitors. The results either may
be given a weight in the total examinations, or may be used to exclude from further examination
applicants who do not achieve the minimum required physical standards.

e. Psychological Tests. The psychological test, when required, will include tests to determine
mental alertness, the general capacity of applicants to adjust their thinking to new problems and
conditions, or to ascertain their special character traits and aptitudes related to the job to be
performed.

f. Training and Experience. An evaluation of training and experience, when required, 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. The Human Resources
Director may investigate the truth of any statements by the applicant as to training and experience.
If any such statement is incorrect, the Human Resources Director shall recommend to the
Commission appropriate action as governed by these Rules.

Section 3. Subjects and Weights.

The Human Resources Director 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.

Section 4. Special Examiners.
The Human Resources Director may use other persons qualified in a particular field to prepare,
conduct or mark an examination.

Section 5. Medical Examinations.

All eligibles for employment in the Civil Service may be required to pass a medical examination
before physicians designated for such purpose by the Director to determine their physical fitness
for the position for which they are applying.

Section 6. Notice of New Examinations.
A circular of information stating the date, time and place of examination, age, residence,
experience, and other qualifications or limitations, definition of duties, sl&ry]sdhédules 4t sich




other data as may be desirable will be prepared by the Human Resources Director and will be
available for review to every person who applies for the position. He will also publish this
information in a newspaper of general daily circulation at least once and will post the information
on the official public bulletin board in City Hall and on the City web site.

Section 7. Current City Employees.

Current City employees may take original entrance examinations if an examination is given on an
original entry basis for a position, except as provided for hereunder. An employee will not be
allowed to take an original entrance examination if the examination is actually promotional for the
employee, and the employee would otherwise be ineligible to take the promotional examination for
any of the reasons relating to such an eligibility contained either in the Charter or Rules. An
employee will not be allowed to take any examinations as an original entrant if the person would
otherwise be ineligible to take the examination for any of the reasons relating to such eligibility
contained either in the Charter or the Rules. Employees wishing to take original entrance
examinations because of probationary status must further demonstrate that the completion of their
probationary status is not necessary for the employee to meet the minimum experience
requirements of the position. Employees who are allowed to take original entrance examinations,
and are placed on an eligible list as a result thereof, if selected for positions based on such standing
on the eligible list, must resign their current City position prior to starting employment in the new
position.

Current employees hired in this manner will be considered for all purposes as an original entrant.
All other provisions of the Charter and these Rules relating to the resignation of City employees
shall apply.

RULE 11
Promotional Process

Section 1. Governing Provisions.
The provisions governing the character and content of examinations set forth in Rules 9 and 10
above will also apply to promotional examinations.

Section 2. Frequency and Examination.
Examinations will be given whenever needed to fill a vacancy for which an adequate list does not
exist.

Section 3. Eligibility.

a. A person is eligible to take promotional examinations after actual service in a regular position
for six months and when he fully meets the qualifications for the class as specified in the job
description. The six months of actual service will be deemed to have been met if the employee
completes the six months of service by the date the first component of the examination is
administered, and the employee is recommended for regular status.

b. If otherwise qualified, persons on leave of absence, or on reinstatement lists as a result of
involuntary separation, through no fault or delinquency on their 1:);11“{1 qge Qllglbl«@ 1105 take
promotional examinations. !
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¢. No person may take a promotional examination if he cannot physically perform the duties of the
position to which he seeks promotion.

d. No employee who is demoted for disciplinary reasons and who does not file an appeal with the
Commission, or whose appeal is not upheld by the Commission, is eligible for any promotional
examination within two years of the effective date of his demotion.

e. Any employee who resigns during the first 30 working days of his probationary period is
eligible to take any Civil Service examination for which qualified. Employees who resign from the
position within the first 30 working days will be placed in their 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 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.

f. Any employee who is removed or who resigns during his probationary period after 30 working
days is ineligible to take any Civil Service examination for a period of six months from the date of
removal or resignation.  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 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.

Section 4. Promotion within City or Department.

a. Examinations for promotional positions will be open to all persons properly qualified, without
regard to the department in which they are serving. However, upon request of a Department Head,
city wide examinations may be limited to current city employees so long as it is anticipated there is
a minimum of five qualified candidates.

b. Upon request of a Department Head, promotional examinations for promotional positions may
be limited to employees presently working within the requested department so long as it is
anticipated there is a minimum of five qualified applicants.

Section 5. Promotion after Reclassification.

Where a position has been formally reclassified because of additional duties and responsibilities or
to correct an error in classification, the incumbent of the former position may be promoted or
appointed without examination, upon request of the proper Department Head.

Section 6. Temporary Appointments
a. An interim or temporary appointment to a higher position may be authorized by the Human
Resources Director without examination upon written request of the Department Head when any of
the following conditions exists:
1. when a position is vacant due to the sickness, disability or other absence of a regular
employee
2. when it is necessary to fill positions of a seasonal nature
3. when a vacancy cannot be filled with an existing eligible list
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b. All such temporary appointments will continue only during the period of sickness or disability,
seasonal circumstances, or other absence, or until certification from an eligible list can be made. In
no event will such temporary appointment be effective for longer than six months without a new
request being made by the Department Head and approved by the Human Resources Director.

c. An individual appointed in this manner must meet the minimum qualifications for the position.
Such appointments are limited to individuals within the same department in which the vacancy
exists.

RULE 12
Eligible Lists

Section 1. Duration of Eligible Lists.

Eligible lists other than reinstatement and transfer lists, will expire automatically 6 months from
the date they are certified unless extended by the Human Resources Director prior to the expiration
date. Persons on a reinstatement or transfer list will be eligible for certification for a period of 24
months.

Section 2. Change of Address.

Each person on an eligible list will file with the Human Resources Director written notice of any
change of address, and failure to do so may cause his or her name to be removed from the list after
notification has been attempted and subject to appeal to the Commission.

Section 3. Impact of Changes.

Changes of rank, or addition or subtraction of names, made on lists of eligibles because of clerical
errors or re-ratings, will not change the date of the adoption of such lists nor give any persons the
right to claim any beginning date of eligibility other than the date of the adoption of the original
eligible list that created their eligibility.

Section 4. Revocation of List.

An eligible list, other than a reinstatement list, may be revoked and another examination ordered
only when in the judgment of the Human Resources Director, and subject to Commission approval,
such action is deemed advisable because of errors, fraud or inappropriate standards prescribed in
connection with an examination. All competitors in the first examination will be given an
opportunity to compete; and a new eligible list will be established except in the case of
inappropriate minimum qualifications, in which event only competitors in the first examination
who meet the new qualifications may be tested. No eligible list will be altered or revoked except
upon written notice to all persons whose standing may be affected.

Section 5. Removal from Eligible List Through Loss of Qualifications.

The name of any eligible that no longer fulfills any preliminary requirement demanded at the
time of examination (such as residence or the possession of a license) will be removed from
eligible lists by the Human Resources Director. The name of an eligible that has not been
certified from a reinstatement or transfer list within 24 months will be removed.

12




Section 6. Removal from the Promotional List of Persons Permanently Separated from Service.
The names of persons permanently separated from the service on account of resignation, discharge

or other cause, will be removed from all promotional applicant lists by the Human Resources
Director.

Section 7. Removal from Lower List if Appointed from Higher List.
Regular employees whose names are on promotional eligible lists of different grades or lists with
different salary schedules will be removed from the lower grade promotional eligible lists or

promotional lists with a lower salary schedule upon promotlon to a higher grade position or one
with a higher salary schedule.

Section 8. Certification of Eligible Lists.
Eligibles may be referred for appointment from the list immediately upon certification.

Section 9. Removal from Eligible Lists for Failure to Pass Probationary Period.
The name of any person who does not pass a probationary period will be removed from any
eligible list on which it appears, unless in the judgment of the Commission, the cause of the
removal will not affect the employee's usefulness in the class or classes of positions on Wi}lc (2
eligible list(s) his name appears.

&”‘i -

RULE 13 ,:3 2

Leave of Absence, Resignation, Sick Leave and Vacations - g

Section 1. Leave of Absence. T ?”
a. Procedures and Limitations %;2 o

A request for leave of absence, not to exceed twelve consecutive months, together with the
reasons therefore and the period of leave desired, and a full statement as to the desire or intention
of the employee to return to the Civil Service, will be made in writing on the forms prescribed,
with the Department Head's recommendation to grant or deny the request. When a leave of
absence is necessary because of sudden serious health condition or injury, the request may be

' made by the Department Head without securing the signature of the employee and forwarded to
the City Manager. A leave of absence will not be finally effective until approved by the City
Manager. In the case of a leave requested as an exception to length-in-service requirement
policy, the application must be accompanied by such proof as the City Manager may require. A
leave of absence may not be granted or extended on or after February 7, 2006, for a combined
period in excess of 24 months within the most recent 7 years of an employee’s tenure with the
city. This subsection does not include authorized leave taken in accordance with the Family &
Medical Leave Act, and shall not apply to a leave of absence granted for military service or upon

the acceptance of a position in the exempt class of the City’s service for such time as the service
continues.

b. Family and Medical Leave Act of 1993

All employees may take leave in accordance with the Family and Medical Leave Act (FMLA) of
1993, as may be amended and no provision of this Rule shall be construed to conflict with such
Act. Employees qualifying for FMLA leave must utilize all available FMLA leave before being
eligible to receive an additional leave of absence under section 1.a. All FMLA leave will run
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during a “rolling” 12-month period calculated forward. Such FMLA leave shall be included
within the twelve consecutive months of leave that an employee may be granted under section
l.a.

c. Requesting Ieave

Except as otherwise provided by law, no employee will be granted a leave of absence until the
employee has been in the Civil Service for at least one year immediately preceding the date of
leave except in case of military service, urgent necessity, or in accordance with federal or state
law, as determined and approved by the City Manager or designee. In these cases, an application
for a leave will be accompanied by such proof as the City Manager may require, along with a
recommendation from the Department Head.

To obtain a leave of absence based on an employee's own serious health condition, the employee
must provide the Department Head such forms as may be required by the Human Resources
Director, completed by the employee's health care provider no later than the fifteenth calendar day
of absence. The health care provider should indicate the date on which the serious health condition
commenced, the probable duration of the condition, appropriate medical facts within the
knowledge of the employee's health care provider regarding the condition, and that the employee is
unable to perform the functions of his or her position because of the condition. The employee will
be required to provide periodic updates from the employee's health care provider on the serious
health condition, as well as a fitness-for-duty certification when the employee seeks to be
reinstated. If, for medical reasons, the employee is unable to deliver any documentation required
under this paragraph, the employee may have a friend, family member or health care provider
deliver them.

To obtain a leave of absence so that an employee may care for a spouse, designated household
member, child or parent of either with a serious health condition, the employee must provide his
or her Department Head with the required forms completed by that individual's health care
provider no later than the fifteenth calendar day of absence. The health care provider should
indicate that the employee is needed to care for the individual and estimate the amount of time
involved. The employee may be required to provide periodic updates on the relevant individual's
condition and on the employee's continued need to care for that person.

To obtain leave based on the birth or the placement of a child for adoption or foster care with the
employee or for planned medical treatment and such leave is foreseeable, an employee must
notify the Department Head not less than 30 days before the employee plans to commence leave.
If it is not possible to give 30 days' notice, the employee must give as much advance notice as is
practicable.

d. Benefits During Leave

The City requires any employee taking leave to first utilize accrued but unused sick and vacation
leave during the leave of absence provided that it is not used to receive more compensation than
the employee would receive were the employee working.
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Employees on unpaid leave of absence are not entitled to holiday pay for those holidays falling
during the leave. Additionally, benefits such as vacation time and sick leave do not accrue
during an unpaid leave of absence. A break in seniority will occur when an employee is on an
unpaid leave of absence for thirty or more consecutive days. ‘

During the portion of any paid leave of absence in which the employee is using accrued vacation
or sick leave, the City will maintain its share of an employee's coverage under any group health
or insurance plan on the same conditions as if the employee was not on leave. During any
unpaid leave of absence, an employee must pay the cost of any insurance coverage that the
employee has elected to make under the City's benefit program The employee must make
arrangements with the Office of Management & Budget, Insurance & Benefits to make any such
payments.

e. When Leave of Absence Shall not be Granted

No leave of absence, with or without pay, will be approved or granted when it appears to the City
Manager that it is requested for the purpose of enabling the employment of a temporary
employee to the same position; or because of political influence, or for cause contrary to the
good of the Service.

f. Notices regarding Designated Household Members

Any employee may designate one person who resides in the employee’s household, for whom
the provisions in this Rule relating to a designated household member shall apply. The employee
shall submit the name of such household member to the Human Resources Department. In the
event that the household member moves from the employee’s household or the employee desires
to change the designation of his or her household member, the employee shall immediately file a
notice of termination of designation of household member with the Human Resources
Department. The Human Resources Director shall develop appropriate forms for use by
employees under this section

g. Return after Leave

An employee must present an acceptable fitness-for-duty certification upon return from leave
which was the result of the employee’s own serious health condition. Any employee returning to
work after a leave of absence for serious health condition or disability of 12 weeks or more may
be required to take and pass a physical examination performed by a physician acceptable to the

. Director of Human Resources or designee.

If the employee has not returned to work at the expiration of the leave of absence, the employee
will be considered to have voluntarily resigned his or her employment not in good standing.

Section 2. Sick Leave
a. Accrual
All regular and probationary employees who are regularly scheduled to work, on an average, a
minimum of twenty (20) hours per week are entitled to an annual sick leave, with full pay, to be
taken when necessary, and in addition to the time provided for vacations, as follows:

40 hour per week employees - 120.0 hours per year or 4.62 hours per pay period

Each employee may accrue unlimited sick leave days.

L
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Part-time employees shall accrue sick leave at a pro-rated amount of full-time entitlement based
on the number of hours that they are scheduled to work. Employees covered by collective
bargaining agreements shall accrue sick leave as provided in the applicable agreement.

b. Sick Leave Verification

No sick leave of three (3) or more consecutive work days will be granted to any person without a
certificate verifying that the leave is necessary for medical reasons. Additionally, no sick leave
the day before, the day of, or the day after a City designated holiday will be granted to any
person without a certificate. Such certificate must be from a health care provider, and verify that
the leave is necessary for medical reasons.

c. Emergency Leave

Emergency Leave may be granted under the sick leave clause for the following reasons:
(1) A quarantine established by the El Paso City-County Health & Environmental
District.
(2) Death of mother, father, child, grandchild, brother or sister, or spouse or designated
household member, or their grandchild, or parent. This leave may not extend beyond the
date of burial, plus legitimate travel time. A maximum of five (5) days of sick leave may
be granted for this purpose per event. Employees may be asked to provide written
documentation of the funeral or death.

(3) Death of other relatives or other person with whom the employee has a significant
familial relationship. Leave with pay in such cases may be for not more than one (1) day
to permit attendance at the funeral.

(4) Tlness of the employee's immediate family. "Immediate family" is defined as the
spouse, designated household member, children, the grandparents, or parents of the
employee or of the employee’s spouse or designated household member. No more than
two days per pay period may be authorized to permit necessary arrangements for care
unless the employee takes leave under the Family and Medical Leave Act.

d. Application for Sick L.eave or Emergency Leave

Application for Sick Leave or Emergency Leave will be made to the employee’s Department
Head. When an application for such leave is denied by the Department Head, the applicant may
appeal to the City Manager who will investigate and uphold or reverse the denial, consistent with
provisions of this Rule.

e. Duties of Department Heads; Authority to Investigate Sick Leave Use
The Department Head granting sick or Emergency Leave will immediately report the leave and
subsequently, the individual's return, to the Human Resources Director. The Department Head
or the Human Resources Director may at any time inquire or investigate into the use of sick
leave or Emergency Leave and require medical certification for all subsequent absences, or take
other appropriate action consistent with the Charter or these Rules. Reasons to inquire or
investigate shall include, but are not limited to, the following:
(1) Habitual use of sick leave in single or partial day increments, without current medical
documentation.
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(2) A pattern of using sick leave on a payday, the first work day the employee is scheduled
to work after a payday, the day before or after a scheduled day off or using sick leave as
soon as it has been accrued.

f. Use of Sick Leave for Personal Business
A regular employee in the City Service is entitled to use part of his or her sick leave for personal
business as follows:

40 hour per week employees - 32.0 hours per year

56 hour per week employees - 24.0 hours per year

Regular part-time employees - 16.0 hours per year
Such personal leave may be taken either on an hourly, half day, or full day basis. All personal
leave must be taken by the end of the last pay period beginning within the fiscal year and may
not be accrued into subsequent fiscal years.

g. When Paid Leave is Exhausted

A regular employee who has served the required probationary period and suffers a life-
threatening medical condition, and who has exhausted all available paid leave, may make a written
application to become a shared leave recipient, in the manner prescribed by the shared leave policy
and procedures.

Section 3. Vacation Leave

a. Eligibility

All regular employees who are regularly scheduled to work on an average, a minimum of twenty
(20) hours per week, who have held a position in the City Service for a period of six months
from date of employment, shall be eligible for vacation allowance as hereinafter set forth. Part-
time employees shall accrue vacation leave at a pro-rated amount of full-time entitlement based
on the number of hours that they are scheduled to work. Employees covered by collective
bargaining agreements shall accrue vacation as provided in the applicable agreement.

b. Accrual
All regular employees in the City Service as defined in (a.) above, shall accrue vacation credit at
the following rates per pay period for each pay period completed by the officer or employee in the
City Service, calculated from the date of employment of each employee:

For 0 - 5 years of service (12 days):

40 hour per week employees - 3.70 hours per biweekly pay period

For >5 to 15 years of service (17 days):
40 hour per week employees - 5.24 hours per biweekly pay period

For >15 or more years of service (20 days):
40 hour per week employees - 6.16 hours per biweekly pay period

The maximum accrual for vacation leave is fifty (50) days.

c. Such leave may be taken only in increments of half of a work day or more.
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Section 4. Vacation Schedules.

a. Scheduling of Vacations

Vacation schedules will be arranged by Department Heads with particular regard to seniority of
employees and the needs of the Service, and insofar as reasonable, with regard to the wishes of
the employee. The Human Resources Director will be notified of all vacations granted and will
have the right to deny such vacation when the employee is not entitled thereto.

b. Forfeiture of Leave Balance Overage

Any vacation leave credit in excess of the maximum accrual authorized in Section 3 of this Rule
shall be permanently withdrawn from the employee's vacation balance in the pay period in which
the employee's anniversary date of employment falls. An employee who has applied for, but was
not granted, vacation leave during the pay period in which the employee’s anniversary date fell,
shall not forfeit any vacation leave overage provided that the employee is granted leave within

60 days of the employee’s anniversary date, subject always to the operational needs of the
department.

Section 5. Resignations.

a. Effect of Resignation
Whenever an employee of the Civil Service resigns, he severs his or her connection with the City

and loses such seniority, including seniority rights following reinstatement from resignation, as he
had at the time of his or her resignation.

b. Form of Resignation

The notice of resignation must be in writing on an appropriate form as prescribed by the Human
Resources Director and acknowledged and filed, by the Department Head or their designee and
tendered by the employee not less than ten days prior to its effective date.

c. Filing of Notice of Resignation

The responsibility for filing the notice of resignation with the Human Resources Department will
be with the Department Head.

d. Withdrawal of Notice of Resignation

The resigning employee will be permitted to withdraw the notice of resignation within ten»;{;lO)
working days after its filing or up to the last actual day of work, whichever is sooner.

Leae
e. Computation of Time P
The ten (10) days referred to in this Rule, is construed to mean ten working days excluding =
holidays. It is the intent of this provision to require at least two calendar weeks notice of =2
separation. -

s
Section 6. Reinstatement from Military Leave. i

Any employee granted leave of absence for the purpose of entering the armed forces of the
United States, including the Coast Guard, or the state service as a member of the Texas National
Guard or Texas State Guard or as a member of any reserve components of the armed forces of
the United States shall be reinstated to his or her position, if the position has not been abolished
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and if the employee has all the qualifications requisite to an original appointment to the position,
as determined by the Commission, and in accordance with Chapter 613, Texas Government

Code.

Section 7. Reinstatement Following Resignation.

a. Requisites for Reinstatement for Public Safety Employees

Those former uniformed employees requesting reinstatement to the Fire and Police, Departments
must take and pass the medical examination and a physical agility test prior to the reinstatement to
actual duty. One additional attempt at the physical agility test will be permitted after a one-month
waiting period for persons failing the agility test on the first attempt. Persons requesting
reinstatement to the Police Department will also be required and allowed one opportunity to take a
psychological examination and polygraph examination, if required by the Chief of Police, prior to
reinstatement to actual duty.

b. Reinstatement to Full or Part Time Positions for Former Full Time Emplovees
Full time employees may be reinstated to full or part time positions at their request depending upon
position availability.

c. Approval for Placement on Reinstatement List After 18 Months

The City Manager or designee, may approve a request for reinstatement after more than 18 months
in cases where professional training or specialized skill is required where the person desiring
reinstatement has been engaged either in study to benefit himself or herself for his or her duties or
was in an occupation or position tending to increase his or her value in the position or where the
person demonstrates that he was unable to apply for reinstatement within the 18 month period due
to an extraordinary or unusual hardship and reinstatement will not have a detrimental effect on the

City.

Section 8. False or Fraudulent Application for Leave
Any employee who falsely or fraudulently requests leave to which he is not entitled or provides
false or fraudulent documents suggesting eligibility for any leave provided for in this Rule is

subject to appropriate disciplinary action including termination.
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RULE 14 S
Appeal of Efficiency Ratings - s
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Appeal Process:

Subject to the provisions of this section, the employee has the right to appeal any regularly== 3
scheduled rating he considers unfair, discriminatory, or otherwise objectionable, except fofgny @
probationary rating not recommending that the employee be made permanent in a probationary -
position. In the case of such probationary ratings, the employee has the right to place a written
statement in his personnel file stating any objections to the rating. Any appeal must be made to
the Commission within ten working days after the employee has had final review on the rating
with his Department Head, or person designated. For purposes of any appeal under this section,
it shall be presumed by the Commission that the Efficiency Rating accurately reflects the
performance of the employee. This presumption may be rebutted by the employee by a
preponderance of the evidence. On appeal the Commission will consider only the rater’s
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possible prejudice, or the rater’s failure to take into consideration facts or factors which should or
should not affect the rating.

Step 1. One or more members of the Commission shall meet and review the appeal. The
employee and the Department Head or representative thereof shall present evidence in support of
their respective positions. The hearing may be recessed to allow either side an opportunity to
gather additional evidence in the event of a claim of surprise. After the hearing is concluded, no
further evidence may be received from either party. In cases where less than the Commission as
a whole has conducted the hearing, a report shall be submitted to the Commission setting forth
- all findings adduced at the hearing.

Step 2. Upon consideration of the matters adduced at the hearing, the Commission will render an
order denying the appeal, sustaining the appeal and ordering a re-rating of specific factors, the
summary evaluation, or the entire evaluation. It shall also set forth in its order the reasons in
support thereof.

Step 3. If a re-rating is ordered by the Commission under Step 2, it must be submitted to the
Human Resources Director by the Department Head within 60 days, accompanied by a
memorandum signed by the Department Head summarizing the changes made to the original
evaluation. The memorandum will explain any failure to re-rate according to the Commission’s
order. In cases where the Commission’s order was not followed, in whole or in part, the Human
Resources Director shall place an item on the next Commission agenda, and the Department Head
shall appear before the Commission to respond to questions from the Commission. After hearing
the Department Head, and any response on the part of the Employee, the Commission may take
such appropriate action as it deems necessary to determine the appeal. No new evidence may be
received by the Commission under this Step.

Resignation Before Hearing:
If an employee resigns employment with the City of El Paso during the pendency of any appeal
under this section, the appeal shall be deemed withdrawn, and no further action shall be taken.

RULE 26
Regular Part-Time Emplovees

Section 1. Definition.

A regular part-time employee is an employee who is regularly scheduled to work for no more than
29 hours per week, or for no more than 40 hours per week in a department with a 24-hour
schedule.

a. Regular part-time employees may be regularly scheduled for hours which are predetermined and
set by the department in advance, or

b. Regular part-time employees may be on-call employees who are called to work when the
department has special events, extra work or non-regularly scheduled recurring work which is not
being performed by regular full-time employees.

Seasonal employees who work only part of the year are considered temporary employees and are
not eligible for regular part-time status.

Section 2. Promotional Exams.
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Part-time employees are eligible to take promotional examinations for full or part-time positions
after successful completion of six months of actual service in a regular part-time position.
Seniority credits will be prorated based on full-time service and in the same manner as prescribed
in Rule 9, Section 2b, for promotional examinations. Efficiency credits shall be awarded in the
same manner as prescribed in Rule 9, Section 2c.

Section 3. Transfers.

Regular part-time employees may request transfer to another regular part-time position of the same
class and grade in a different department in accordance with Rule 5, Section 3, and within the order
of certification. Regular part-time employees may not receive a transfer to regular full-time
positions.

Section 4. Part-time to Full-time Status.

Part-time employees who wish to be placed on a transfer list within the Certification Process for
full-time employment in the same classification, as provided in Section 6.5-1 of the Charter shall
submit a written request to the Human Resources Director. Names will be placed on such list in
the order in which received.

Section 5. Full-time to Part-time Status.

a. An employee may request a regular reduction in status from full to part-time. Such request must
be in writing and will state the reasons for which the employee is requesting reduction to part-time
status. Requests will be granted in cases where necessary to comply with Federal or State law or
where the best interest of the City would be served. Such requests shall be forwarded directly to
the Human Resources Director, who shall approve or deny subject to appeal to the Civil Service
Commission.

b. Full-time employees who are granted part-time status may resume full-time status as described
in Section 4 of this Rule.

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

Section 6. Reinstatements.

Regular part-time employees who resign and request reinstatement, and who are approved for
reinstatement, shall be placed on an eligible list only to regular part-time positions in the same
class and grade from which they resigned.

Section 7. Layoff.

Regular part-time employees who are laid off in accordance with Article 6.10-1 shall have their
names placed on a reinstatement list only to part-time positions. In all other respects the provisions
of Rule 20 will apply.

Section &8. Temporary Appointments/Provisional Appointments.
Regular part-time employees may receive temporary promotions or provisional appointments to
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PASSED AND APPROVED this day of August, 2007

THE CITY OF EL PASO

John F. Cook
Mayor

ATTEST:

Richarda Duffy Momsen
Municipal Clerk
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City COuNCIL
ANN MORGAN LILLY, DISTRICT 1
SUSANNAH M. BYRD, DISTRICT 2
J. ALEXANDRO LOZANO, DISTRICT 3
MELINA CASTRO, DISTRICT 4
RACHEL QUINTANA, DISTRICT 5
EDDIE HOLGUIN JR., DISTRICT 6
STEVE ORTEGA, DISTRICT 7
BETO O’ROURKE, DISTRICT 8

JoHN Cook
MAYOR

JOYCE WILSON
CITY MANAGER

LINDA BALL THOMAS
HUMAN RESOURCES DIRECTOR

HUMAN RESOURCES DEPARTMENT

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 Reqular 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 le 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 ldentity 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 ¢ 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 ¢ 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 lIdentity 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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City COuNCIL
JoHN Cook
MAYOR

JOYCE WILSON
CITY MANAGER

LINDA BALL THOMAS
HUMAN RESOURCES DIRECTOR

HUMAN RESOURCES DEPARTMENT

ANN MORGAN LILLY, DISTRICT 1
SUSANNAH M. BYRD, DISTRICT 2

J. ALEXANDRO LOZANO, DISTRICT 3
MELINA CASTRO, DISTRICT 4
RACHEL QUINTANA, DISTRICT 5
EDDIE HOLGUIN JR., DISTRICT 6
STEVE ORTEGA, DISTRICT 7

BETO O’ROURKE, DISTRICT 8

Rulell 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 L eave and VVacation

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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ANN MORGAN LILLY, DISTRICT 1
SUSANNAH M. BYRD, DISTRICT 2
J. ALEXANDRO LOZANO, DISTRICT 3
MELINA CASTRO, DISTRICT 4
RACHEL QUINTANA, DISTRICT 5
EDDIE HOLGUIN JR., DISTRICT 6
STEVE ORTEGA, DISTRICT 7
BETO O’ROURKE, DISTRICT 8

JoHN Cook
MAYOR

JOYCE WILSON
CITY MANAGER

LINDA BALL THOMAS
HUMAN RESOURCES DIRECTOR

HUMAN RESOURCES DEPARTMENT

Rule 14 Appeal of Efficiency Ratings

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

Rule 26 Reqular 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.
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RULE 6
Certification

Section 1. Reguisition,

To initiate the employment of any classified employee of the City, the appeinting
-erDepartment Head will submit a requisition to the Human Resources Director for
eligible applicants to fill all vacancies. Requisitions will be submitted as prescribed by the
Human Resources Director and will specify the title and number of vacancies, the class,
grade, salary, whether sermanentregular or temporary and any other information which
will assist the Human Resources Director in making a proper certification.

Section 2. Certification.
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The order of certification will be:

Applicants will be certified by the candidate’s standing on the eligible list. Upon request of
Department Head, a person on the reinstatement or transfer list may be certified ahead of or
in conjunction with the names on the eligible list. —

i

Section 3. -Certification to Multiple Vacancies. r:w

If more than one vacancy exists for a given position, the order of certification shall confo
to a first choice from the first five certified, a second from the next five eligible for
appointment (i.e., the second, third, fourth, fifth and sixth names on the appropriate ehglbl‘e
list), and so on until the complete number of appointments has been made.

i
=

Section 4. Failure to Respond to Offer of Appointment. &
st
The failure of an eligible person to report to the appeintngeticsrDepartment Head within

five working days from the date notified of appomtmenn or within three working days of
the date of sending the notice by special messenger to the last home address shown on the
records of the Human Resources Director, will be considered sufficient cause for removal
of the name of the person from an eligible list. If the person declines or does not respond to
telephonic or email messages, certification of the next person eligible in order on the list
will be made.

Section 5. Waiver.

The Human Resources Director will permit persons on eligible lists to waive certification,
provided their name has been placed on hold prior to being contacted to fill a vacancy.
Applicants are only allowed to waive certification or appointment a combination of two
times, after which the person’s name may be removed from such list.

Requests for waivers for appointment must be filed with the Human Resources Director by
the next working day after havmg been notlﬁed of & sa-gelection by the Human

IO

Resources Department. =
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Section 6. Obijection by Appe erDepartment Head.

The appeinting-office Depaﬁmcm Head wﬂl make a selectlon from the ehglble hst solely

Section £7. Notice of Appointment and Separation.

Each appointineoificer Department Head will immediately notify the Human Resources
Dlrector of all appointments in a manner prescribed by the Director, in each case giving the
name of the appointee, his or her address, the title of his position, the compensation grade,
date of commencement of service, and salary or compensation. He o+<he-will also notify
the Human Resources Director immediately of any separation of a person from the service
or any other change therein, and such additional information as the Human Resources
Director may, from time to time require, in order to maintain the list of employees of the
Civil Service.

Section 8. Cancellation of Certifications

At anv time after an eligible has been certified and the Department Head makes a decision




not to make an appointment, the certification will be cancelled and the eligibles so notified
and an entrv made on the record by the Human Resources Director.

Section ©9. Notice of Certification.

The Human Resources Director will send a notice of certification of a person's name for
reinstatement or appointment to him or her at his or her last address that is on file with the
Human Resources Department._ It is the applicant’s responsibility to inform the Human
Resources Director of anv changes in contact information.

Section +210. Nepotism.

It is the duty of every = ne-officesDepartment Head to inquire of all prospective
appointees whether a relaﬁenshxp as defined in Article VI, Section 6.9-3 of the Charter
exists and to report to the Human Resources Director the existence of such a relationship.

The Human Resources Director shall refuse to certify the salary of any person appointed

without compliance with these provisions. T
L

RULE7 "‘*;

Provisional and Temporary Appointments =

Section 1. Provisional Appointments. oo

Prowsmnal appomﬁnents may be made in accordance wﬁh Artlcle V1, Section 6 6-2 of thg
Charter—. that-as—seen—as—an—elgible-list-is-—secured—for-a s

s i o

: les ;The prov1smnal appomtment wﬂl termmate at the
expuatlon of the perlodm prowded in Article VI, Section 6-6.2 of the Charter.

Section 2. Temporary Appointments.

Temporary appointments may be made in accordance with Article VI, Section 6.6-3 of the
Charter, provided that any non-eligible person so appointed must possess the minimum
qualifications required for the position as described and set forth in the classification plan.

Section 3. Privileges.

A provisional or temporary appointment will not confer upon the appointee any privileges
of promotion, transfer or reinstatement to any other position in the service.

Section 4. Temporary Appointment Made Regular.

Any person who has been appointed temporarily from the appropriate eligible list, and who
at the time of the appointment was one of the top five eligible applicants willing to accept
the appointment under the conditions stated, may, in case the position is made permanent
regular, be pesmanentl-regularly appointed in the position. This appointment is authorized
regardless of the number of hlgher ehglble apphcants willing to accept pesmanent regular
appointment.a—Os-a = 5 !
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Section 45. Reappointment to Temporary Employment.

Any person who has been appointed to a temporary position from an eligible list, being one
of the five persons highest on the list willing to accept appointment at this time, may b

reappointed to another temporary position, provided such reappointment is requested by the, %
Department Head and approved by the City Manager. =
R

RULE 8 =

=

Applications -

o

Section 1. Filing of Applications.

Except as otherwise provided for herein, applicants for all positions, must file an
application with the Human Resource Department not later than the day specified in the job
posting for the examination and in the manner prescribed in the job posting. Application
forms for any examination will not be accepted after the close of the filing period, except
for good cause as determined by the Human Resources Director, subject to review by the
Commission.




3

L5 The Human Resources Director will establish the filing period limits to accept

applications, but such period will normally be no less than 5 calendar days. When the need
exists for a limited number of applicants the recruitment period will only remain open until
a sufficient number of applications have been filed. Whenever it is required to fill positions
and classes for which a constant need of qualified applicants exists, the Human Resources
Director mav establish an open filing period for those classes and accept applications for
employment on a continuous basis until all anticipated vacancies are filled, or the need for
continuous acceptine and processing of applications no longer exists. In such cases.
notification of the end of the filing period will be made in the same manner as the initial job

posting.
b. As needed. the Director may create an eligible list based on applications on file as of
that date.

Any false statement knowingly made by any applicant in his applications for admission to
any examination or made at his request or with his knowledge in any certificate which may
accompany his application or any other fraudulent conduct will cause the Commission to:

(1) Exclude him from such examination or;
(2) Remove his name from any register or eligible list or;

(3) Remove him permanently from his = keeposition if he o#=she-has secured
appointment from such examination.

Any applicant who knowingly falsifies his application will be ineligible to reapply for any
City position for a period of two (2) years from the date the falsified application was
submitted. Additionally, that person's name will be removed from any eligible list(s) on
which it currently appears.

¢—c. In case of applicants for positions the duties of which require special qualifications,
the Human Resources Director will require evidence of a sufficient degree of education,
training, or experience. He may also demand such certificates of competency or licenses as
the law may require for the practice of the profession, art or trade involved.

d-d. The Human Resources Director, subject to appeal to the Commission, will refuse to
examine an applicant, or after examination to certify him as eligible and will remove his
name from the eligible list for any of the following reasons, in each case to be fully

(1) He is found to lack any of the minimum requirements established in the
classification for the position and grade for which he applies; or

(2) He has been convicted of a felony, or a misdemeanor, which is determined to
be job related to the position sought; or

(3) He has been dismissed from public service. other than City employment, for
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delinquency or misconduct, which is determined to be job related to the position

w  sought; or
w0 ght;

= (4) He is found by the Commission to have committed any act, either while in the
= service of the City or otherwise, or to have any deficiency or disqualification which,
in the judgment of the Commission, would be sufficient to constitute a just cause
[l
i

for discharge from the Civil Service as defined in Article VI, Section 6.13-3 of the
Charter; or

(5) He has submitted an incomplete application, thereby preventing full review of
the applicant’s qualifications for the position held.

ze. If the Commission determines that the applicant is eligible for a position in the same
series they will be approved for other jobs in the same job series.

-
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£ Anv individual who has been dismissed from City emplovment for delinquency or
misconduct. which is determined to be job related to the position sought will not be
qualified and/or his name will be removed from the eligible list.

When determining whether an applicant meets the minimum qualifications of a job class,
the Human Resources Director will permit education to substitute for experience in
accordance with Civil Service Commission policy regarding equivalencies.

£—g. For purposes of determining if an applicant has met the minimum experience
requirements established in the classification for the position and grade for which he e+-she
has applied, 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.

Section 2. Applications-etio-beRetumes On File.
Apphcatlons ﬁled w1th the Clty lel become the property of the Clty R

r‘»,f i i ( T r oy
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of apticant An apphcant may supplement hlS apphcatlon to update contact
mfonnanon such as address or phone number, or to expand on job entries already listed.

Applications for one examination will not be used for any other or later examinations. An
applicant who has been given notice that he fails to meet the minimum experience
requirement in Section 1 will be given the opportunity within seven working days of the
date of the disqualification notice to supplement his application and provide any relevant
information not previously stated in his application.

Section <4-3. Appeals from Disqualification from Examination.

a. Applicants who are disqualified from taking an examination * 5 =
may appeal to the Civil Service Commission provided they appeal w1thm seven weorking
calendar days and the individuals who appeal must file a written rebuttal in a format
prescnbed by the Human Resources Director by mail, electronic transmission (e-mail),
FAX or in person within seven wo+kinecalendar days of the date the disqualification is e-
mailed, mailed, phoned, delivered in person or delivered by special messenger to the
address shown on the application. If the applicant fails to update their contact information
or respond within the timelines set, no further action will be taken.




b. Untimely appeals will not be accepted.

c. If the examination is held before the appeal is heard and determined by the Commission,
the Human Resources Director may allow the applicant to take the examination
conditionally pending the Commission's determination. If a conditional applicant fails to
achieve a passing grade on an examination, the appeal shall be administratively dismissed.
The appeal will not be forwarded to the Commission and no further action will be taken.

Section >4 . Age.

a. Appointment to any position in the classified service shall be made without
discrimination based on age, except where age constitutes a "bona fide occupational
qualification”; or where state or federal law requires; or where the conditions of a grant
program prescribe age qualifications. Age limits for classes of positions will be established
by ordinance in the class specification.

b. When age limits for positions are set by ordinance, an applicant will be considered to be
within the age limit if his birthday falls any time within the month in which the
examination is held. If the examination has more than one component, the applicant must
meet the age requirement in the month in which the first component of the exammaﬁon:gs

administered. o

RULE 9 r

-

Examination, Marking and Rating o

Section 1. Minimum Rating Required. &=
a. The method of determining minimum passing scores in each part of an examination will
be determined by the Human Resources Director-anc-approsed-bathe-Comeission. The

method of scoring and grading tests will be objectlve and apphed umformly to all
candidates. Where an examination consists of two or more parts, the Human Resources
Director may set minimum scores to be required in any part of the examination. An
applicant who fails to attain this minimum score will be considered to have failed the entire
examination and will not be entitled to take the balance of the examination.

b. The Human Resources Department shall establish a passing score on an exammatlon for
é:\ecmﬂe professmnal and tec! : ifeﬂemi serw;e posmons C >

Where an exammauon conmsts of more than one component and such scores shall be
published in the notice concerning the examination.

exammanon for the same claso within-o
offered ccentthatg e sl
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tests of agility, speed, or strength are considered readiness tests, and may be taken as often
as the test is offered. (Asnended 3/12/85:5/9/89: 6/5/90 and FH6/96)

jgguasi=ret

Section 2. SvecinlCredit-iorVeterans-Special Credit
a. Ratings for Veterans
iele N5 6.3 ~the

A veteran, as-herein—defined —except-as—provided—in—Ag e %
Cherter—who has obtamz:d a passing score, shall have hlS %%eiﬁ—ratmg on an ongmal
entrance examination advanced five points. A veteran is defined as any person who has
served on active duty in the Anned Forces of the Umted States or any division thereof,
including the Coast Guard, i#-time-otvar-orarmed-¢ -+ for a period of 180 days and
has been separated wrcierwith ﬁh honorable cond1t10ns ﬁom sa1d service

51. To qualify for an additional five-point increment based on disability, such
disability must be at least 30 percent, certified by «-the most recent letter from the
Veteran's Administration.

2. Nothing in this provision will be construed to authorize or direct the placing of
the name of any person on any eligible list who does not meet the physical
standards set by the Human Resources Director for the position for which the
eligible list has been created.

Watm,gs for Seniority

One point will be added to the score of an applicant for each of the first four complete and
continuous vears served in a regular Civil Service position to a maximum of four points,
and provided that the minimum passing grade is achieved on the examination or evaluation.
Seniority will be computed from the date of the person’s last promotion and to the date of
the examination. If the employee has never received a promotion, seniority will be
computed from the date of appointment to the position from which promotion is sought.

¢. Ratings of Efficiency

1. No person may be eligible to take a promotion examination who has not
received an overall rating of at least “Meets Minimum Reguirements” for the most
recent reoularly scheduled rating period in the position from which promotion is
sought. If an efficiency rating has not been filed for the person for the position
from which promotion is sought, the most recent regularly scheduled evaluations in
a prior position shall be used. Efficiency ratings must be on file for examination
eligibility purposes no later than the last day of the pay period in which the
emplovee’s competency anniversary date falls.

2. Points. to a maximum of three (3). will be added to or subtracted from. the
examination score of applicants passing promotional examinations based on the
emplovee’s most recent regularly scheduled evaluations. The overall or summary
rating for the three (3) most recent regularly scheduled evaluations will be used, if
available. The following formula will be used in computing the number of points to




be added or subtracted:
3 x Number of Excentional + 1.3 x Number Exceeds Standards — 1.3 x Number Marginal - 3 x Number Unsatisfactory Ratings
{divided bv)
Total Mumber Ratings ZE;
Provided. however, that not more than seven points can be added to an applicant’s score %1’
a combination of seniority and efficiency.

Section 3. Penalty for Deceit in Examination. @

Where deceit in an examination is alleged, and the applicant denies the fact of deceit, or i if

the examiner in charge of the examination believes extenuating circumstances to exist, the
applicant will be permitted to finish the examination, and a full report shall be submitted
immediately to the Human Resources Director, who will conduct an appropriate
investigation. Should the Director find that the applicant engaged in deceitful conduct in
connection with the examination, he may either cancel the examination papers of the
asaphcam or may @eﬁaiize hlm a certain number Gi mmt@ in the examination score.

Section 4. Tie Ratings.

In case two or more persons receive the same rating after the addition of seniority and
efficiency credits, the resulting tie will be resolved by application, in succession, of the
following procedure:

a. If the persons tied are already in the classified service, the one having the greatest
seniority in the City service will have precedence on the list.

b. If two or more tied persons have the same seniority, the one among this group with the
highest overall efficiency rating in the last two efficiency reports for each will have

precedence.

c. If the persons tied are not in the classified service or if a tie still exists afier using
paragraphs a and b above, the tie shall be broken by using a system of drawing by lot.

‘A % §,‘i,gg;gg:

Section 5. Notice to Candidate of Result of Examination,

a. Each candidate will be notified of the rating he has received, and, if such rating is above
the required minimum, he &+ ske-shall be given his or her comparative standing.

b, Applicants who pass the examination will be raﬁked by their exammamon score,

. 1
éfn’a by R VaSE)

efficiency, seniority, or veteran points as applicable. Ax-eandidate-who—theugh-admi




Section 6. Preservation of Examination Papers.

. Examination papers of each examination shall be preserved for at least the length of the life
& ofthe resulting eligible lists. The examination papers Wﬁtten by an applicant certified for

appointment will be open to the inspection of the appeintine—efficesDepartment Head
daring such time as the papers are on file with the Human Resources Director.

S

Section 7. Review of Examination and Appeals.

a. An examinee will be allowed to file a written protest from any portion of a written
examination. Such protest should contain specific points or objection to specific questions,
actions, or procedures. The Human Resources Director will schedule one one-hour period,
for such protests to be ﬁled at the convemence of the Human Resources Department on the

b. During the one-hour period, the following materials will be available to examinees:
unmarked test booklet, correct answers to questions, and protest forms. Examinees may
bring their own reference materials. At the end of one hour, all protests must be turned in
to the Human Resources Department staff. No protests regarding the examination will be
accepted after this time. Any individual attending such session may write down the
number of the test questions protested, and remove such written notations from the testing
room. No other notes or papers shaH be camed out by any md1v1dua1 attendmg such a




£—¢. For all other types of examinations as specified in CSC Rule 10, Section 2(b-f),
applicants 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 contam speaﬁc pomts or objecnons to
spec1ﬁc questlons actions or procedures Fhe-Hu Resewree-Divsctor
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. ~Apphcants ﬁlmg protests w111 be notlﬁed of the dlsposmon of thelr proteéts aﬁd 1f
r«dmsahsﬁed can appeal to the Civil Service Commission within five days of notice in a
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..manner consistent with the Rules and Regulations. 2 3
o RULE 10
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" Oricinal Entrance ExarmminationsExamination Standards
[

“Section 1. Character.

All examinations will be job-related and consist only of subjects which will fairly test the
relative capacity of the person examined to discharge the particular duties of the class to
which appointment is sought.

Section 2. Content.

Examinations held to establish a list of eligibles for any class will consist of one or more of
the following components as determined by the Human Resources Director subicetta-the

. -
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a. Written Test. The written part, when required, will include a written demonstration
designed to show the familiarity of competitors with the knowledge involved in the class of
positions to which they seek appointment, their ability in the use of English (where job
related), the range of their general information, or their general educational attainments.
An essay upon one or more subjects may be required if advisable.

b. Oral Interview/Assessment. The oral interview, when required, will include personal
interviews with the competitors for classes of positions where ability to deal with others, to
meet the public, or other special personal qualifications or verification of special technical




cor professional knowledge are involved. Normally, such interviews will be given only to
-the upper group of candidates as ranked by the previous examination component.

i. Performance Test. The performance test, when required, will include tests to measure
:ifhe skill or ability of competitors to perform the work involved.

ab Physical Test. The physical test, when required, will consist of tests of bodily condition,
ﬁmscular strength agility and the general physical fitness of competitors. The results either
=7 ‘moay be given a weight in the total examinations, or may be used to exclude from further
examination applicants who do not achieve the minimum required physical standards.

e. Psychological Tests. The psychological test, when required, will include tests to
determine mental alertness, the general capacity of applicants to adjust their thinking to
new problems and conditions, or to ascertain their special character traits and aptitudes
related to the job to be performed.

f. Training and Experience. An evaluation of training and experience, when required, 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. The
Human Resources Director may investigate the truth of any statements by the applicant as
to training and experience. If any such statement is incorrect, the Human Resources
Director shall recommend to the Commission appropriate action as governed by these
Rules.

Section 3. Subjects and Weights,

The Human Resources Director 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.

Section 4. Svecial Examiners.

The Human Resources Director withanproval-bthe-Cormemission—may use other persons
qualified in a particular field; to prepare conduct or mark an examination.

Section S. Medical Examinations.

All eligibles for employment in the Civil Service may be required to pass a medical
examination before physicians designated for such purpose by the Director to determine
their physical fitness for the position for which they are applying.

Section 6. Notice of New Examinations.

A circular of information stating the date, time and place of examination, age, residence,
experience, and other qualifications or limitations, definition of duties, salary schedules,
and such other data as may be desirable will be prepared by the Human Resources Director
and will be available for review to every person who applies for the position. He e+ she
wﬂl also pubhsh thlS mformatlon in a newspaper of general daily circulation at least once =

reek—for—tv centive—weeks-and will post the information on the official pubhc
bulletm board in Cxty Haﬂ and on the City web site.




Section +17. Current City Emplovees.

Current City employees may take original entrance examinations if an examination is given
on an original entry basis for a position, except as provided for hereunder. An employee
will not be allowed to take an original entrance examination if the examination is actually
promotional for the employee, and the employee would otherwise be ineligible to take the
promotional examination for any of the reasons relating to such an eligibility contained
either in the Charter or Rules. An employee will not be allowed to take any examinations
as an original entrant if the person would otherwise be ineligible to take the examination
for any of the reasons relating to such eligibility contained either in the Charter or the
| milesRules. Employees wishing to take original entrance examinations because of
probationary status must further demonstrate that the completion of their probationary
status is not necessary for the employee to meet the minimum experience requirements of
the position. Employees who are allowed to take original entrance examinations, and are




placed on an eligible list as a result thereof, if selected for positions based on such standing
on the eligible list, must resign their current City position prior to starting employment in
the new position.

Current employees hired in this manner will be considered for all purposes as an original
entrant. All other provisions of the Charter and these Rules relating to the resignation of
g-j Gity employees shall apply. Added12/18/845
) <D
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— RULE 11

Pty

Promotional Process

L5

O
> Seetion 1. Governing Provisions.

& The provisions governing the character and content of examinations set forth in Rules 9
and 10 above will also apply to promotional examinations.

Section 2. Frequency and Examination.

Prometional-Eexaminations will be given Whenever needed to ﬁll a Vacancy for which an
/ ’“hstdoesnotemst or-when-trequestisrece to-+ &

Sectlon 3. Ehgib;lhty

a. A person is eligible to take promotional examinations after actual service in a pesmanesnt
regular position for six months and when he fully meets the qualifications for the class as
specified in the job description. The six months of actual service will be deemed to have
been met if the employee completes the six months of service by the date the first
component of the exammatlon is admunstered and the employee is recommended for
+regular status. (Amnended-H

be. If otherwise qualified, persons on leave of absence, or on reinstatement lists as a result
of involuntary separation, through no fault or delinquency on their part, are eligible to take
promononal examinations. &%e&éeé—%—é%%@}




ec. No person may take a promotional examination if he e+<shke-cannot physically perform

the duties of the position to which he s+<he-seeks promotion.

td. No employee who is demoted for disciplinary reasons and who does not file an appeal
with the Commission, or whose appeal is not upheld by the Commission, is eligible for any
promotional examination within two years of the effective date of his exher-demotion.

e. Any employee who resigns during the first 30 working days of his probationary period
is eligible to take any Civil Service examination for which qualified. Employees who
resign from the position within the first 30 working davs will be placed in their former
position if it is vacant. If the former position is not vacant, the Human Resources Director
will attempt to place the emplovyee at an equal or lower graded position for which qualified.
The refusal of an emplovee to accept an offer to fill a vacancy will result in the emplovee
being laid off and placed on a reinstatement list,

f. Anv emplovee who is removed or who resigns during his probationary period after 30
working davs is ineligible to take any Civil Service examination for a period of six months
from the date of removal or resignation.  If the former position is not vacant, the Human
Resources Director will attempt to place the emplovee at an equal or lower graded position
for which qualified. The refusal of an employee to accept an offer to fill a vacancy will
result in the emplovee being laid off and placed on a reinstatement list.
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Section £4. Promotion within City or Department.

a. stional-eExaminations_for promotional positions will be open to all persons
properly qualified, without regard to the department in which they are serving. However
upon request of a Department Head, city wide examinations may be limited to current city
em;:ﬁm’ees 50 Iong as 1t is a mmmated therf: is 3 mmzmum of five quahﬁ@d candidates. i»
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b. Upon request of a Department Head, promotional examinations for promotional
positions may be limited to emplovees presently working within the requested department
so long as it is anticipated there is a minimum of five qualified applicants.




Section 5. Promotion after Reclassification.

Where a position has been formally reclassified because of additional duties and
responsibilities or to correct an error in classification, the incumbent of the fomler posmon
may be promoted or appomted thhout exammanon upon request of the proper &

Section 06, Temporary Premeticns Anpointments

a. An interim or temporary » ien-appointment to a higher position may be authorized
by the CosmmissionHuman Resources Director without examination upon written request
of the denartment Department head-Head when any of the following conditions exists:

1. when a posrcmn is vacant due to the sickness, disability or other absence of a
regular employee o 5

2 when it is necessary to ﬁll posxtlons of a seasonal nature #-ue

b s? { vy e

b. All such temporary sro +s-appointments will continue only during the period of
sickness or disability, seasonal circumstances, or other absence. or until certification from
an eligible list can be made. In no event will such temporary appointment be effective for
longer than six months without a new request being made by the Ddepartment Hread and

orn—Human Resources Director.fAmended-7/20/035

c. An md1v1dua1 appomted in thlS manner must meet the mmlmum qualifications for the
posmon ok < o8 -0 HOERE ngmﬁ ients are Iumted to

RULE 12
Eligible Lists
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Section 1. Duration of Eligible Lists.

Eligible lists other than reinstatement and transfer lists, will exp1re automatically +£6
months from the date they are certified unless extended by the Geomsussion-Human
Resources Director prior to the expiration date. {Asmended—124/89Persons on a
reinstatement or transfer list will be eligible for certification for a period of 24 months.

~Section 2. Change of Address.

~Fach person on an eligible list will file with the Human Resources Director written notice
Zof any change of address, and failure to do so may cause his or her name to be removed
,jfrom the list after notification has been attempted and subject to appeal to the Commission.

§ec‘uon 3. Impact of Changes.

‘;€hanges of rank, or addition or subtraction of names, made on lists of eligibles because of
colerical errors or re-ratings, will not change the date of the adoption of such lists nor give
any persons the right to claim any beginning date of eligibility other than the date of the
adoption of the original eligible list that created their eligibility.

Section 4. Revocation of List.

An eligible list, other than a reinstatement list, may be revoked and another examination

| ordered only when in the judgment of the &ew on-Human Resources Director, and
subject to Commission approval, such action is deemed advisable because of errors, fraud
or inappropriate standards prescribed in connection with an examination. All competitors
in the first examination will be given an opportunity to compete; and a new eligible list will
be established except in the case of inappropriate minimum qualifications, in which event
only competitors in the first examination who meet the new qualifications may be tested.
No eligible list will be altered or revoked except upon written notice to all persons whose
standing may be affected.

Section 5. Removal from Eligible List Through Loss of Qualifications.

} The name of any eligible ++hothat no longer fulfills any preliminary requirement demanded
at the time of examination (such as residence or the possession of a license) will be
removed from eligible lists by the Human Resources Director._The name of an eligible that
has not been certified from a reinstatement or transfer list within 24 months will be
removed.

Section 6. Removal from the Promotional List of Persons Permanently Separated from
Service.

The names of persons permanently separated from the service on account of resignation,
discharge or other cause, will be removed from all promotional applicant lists by the
Human Resources Director.

Section 7. Removal from Lower List if Appointed from Higher List.

Permanent-Regular employees whose names are on promotional eligible lists of different
grades or lists with different salary schedules will be removed from the lower grade

promotional eligible lists or promotional lists with a lower salary schedule upon promotion
t to a higher grade position or one with a higher salary schedule. (Passed3/28/01)
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Section +£8. Certification of Eligible Lists.
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for appointment from the list immediately upon certification.

Eiigiﬁles may be referre;d
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Section +19. Removal from Eligible Lists for Failure to Pass Probationary Period.

The name of any person who does not pass a probationary period will be removed from any
eligible list on which it appears, unless in the judgment of the Commission, the cause of the
removal will not affect the employee's usefulness in the class or classes of positions on
which eligible list(s) his ex-her-name appears. (Passed2-14/89;

RULE 13

Leave of Absence, Resignation, Sick Leave and Vacations

Section 1. Leave of Absence.

a. Procedures and Limitations




A request for leave of absence, not to exceed twelve consecutive months, together with the
reasons therefore and the period of leave desired, and a full statement as to the desire or
intention of the employee to return to the Civil Service, will be made in writing on the
forms prescribed, with the at+Department heae-

‘s-Head's recommendation to grant

or deny the request. When a leave of absence is necessary because of sudden serious health

eondition or injury, the request may be made by the Deepartment H Hhead without securing
the signature of the employee and forwarded to the City Manager. A leave of absence will
fiot be finally effective until approved by the City Manager. In the case of a leave
rgguested as an exception to length-in-service reqmrement policy, the application must be
acgompamed by such proof as the City Manager may require. A leave of absence may not
be granted or extended on or after February 7, 2006, for a combined period in excess of 24
months daring-within the most recent 7 years : = of an employee’s tenure with the
city.— This subsection does not include authorized leave taken in accordance with the
Family & Medical Leave Act. and This-sabseetion-shall not apply to a leave of absence
granted for military service or upon the acceptance of a position in the exempt class of the
Clty s serv:ce for such time as the service continues. (Asnended—HH13/84—07H3/85

b. Family and Medical Leave Act of 1993

All employees may take leave in accordance with the Family and Medical Leave Act
(FMLA) of 1993, as may be amended and no provision of this Rule shall be construed to
conflict with such Act. Employees qualifying for FMLA leave must utilize all available
FMLA leave before being eligible to receive an additional leave of absence under section
l.a. All FMLA leave will run during a “rolling” 12-month period_calculated forward.
Such FMLA leave shall be included within the twelve consecutive months of leave that an
employee may be granted under section 1.a. Passed-02/67/06)

¢. Requesting Leave

Except as otherwise provided by law, no employee will be granted a leave of absence until
the employee has been in the Civil Service for at least one year immediately preceding the
date of leave except in case of military service, urgent necessity, or in accordance with
federal or state law, as determined and approved by the City Manager or designee. In these
cases, an application for a leave will be accompanied by such proof as the City Manager
may require, along with a recommendation from the De<epartment Huead. (Asnended
08/31/04-and-02 f{'}jf@é;

To obtain a leave of absence based on an employee's own serious health condition, the
employee must provide the Deepartment Hhead such forms as may be required by the
Human Resources Director, completed by the employee’s health care provider no later than
the fifteenth calendar day of absence. The health care provider should indicate the date on
which the serious health condition commenced, the probable duration of the condition,
appropriate medical facts within the knowledge of the employee's health care provider
regarding the condition, and that the employee is unable to perform the functions of his or
her position because of the condition. The employee will be required to provide periodic
updates from the employee's health care provider on the serious health condition, as well as
a fitness-for-duty certification when the employee seeks to be reinstated. If, for medical
reasons, the employee is unable to deliver any documentation required under this




paragraph, the employee may have a friend, family member or health care provider deliver

them. (Passed D207/063

To obtain a leave of absence so that an employee may care for a spouse, designated
household member, child or parent of either with a serious health condition, the employee
must provide his or her Department Head with the required forms completed by that
individual's health care provider no later than the fifteenth calendar day of absence. The
health care provider should indicate that the employee is needed to care for the individual
and estimate the amount of time involved. The employee may be required to provide
periodic updates on the relevant individual's condition and on the employee's continued
need to care for that person. (Passed-02/07/06)

To obtain leave based on the birth or the placement of a child for adoption or foster care
with the employee or for planned medical treatment and such leave is foreseeable, an
employee must notify the
employee plans to commence leave. If 1t is not possfole to give 30 days' notice, the
employee must give as much advance notice as is practicable. (Passed-02/07/06)

d. Benefits During Leave

The City requires any employee taking leave to first utilize accrued but unused sick and
vacation leave during the leave of absence provided that it is not used to receive more
compensation than the employee would receive were the employee working.

Employees on unpaid leave of absence are not entitled to holiday pay for those holidays
falling during the leave. Additionally, benefits such as vacation time and sick leave do
not accrue during an unpaid leave of absence. A break in seniority will occur when an
employee is on an unpaid leave of absence for thirty or more consecutive days.

During the portion of any paid leave of absence in which the employee is using accrued
vacation or sick leave, the City will maintain its share of an employee's coverage under any
group health or insurance plan on the same conditions as if the employee was not on leave.
During any unpaid leave of absence, an employee must pay the cost of any insurance
coverage that the employee has elected to make under the City's benefit program The
employee must make arrangements with the Office of Management & Budget, Insurance &
Benefits to make any such payments.

e. When Leave of Absence Shall not be Granted: stiegtion-byv-Commaission

No leave of absence, with or without pay, will be approved or granted when it appears to
the City Manager that it is requested for the purpose of enabling the employment of a
temporary ernployee to the same posmon or because of pohtlcal mﬂuence or for cause

f. Notices regarding Designated Household Members




Any employee may de31gnate one person who resides in the employee’s household, for
whom the provisions in this Rule relating to a designated household member shall apply.
The employee shall submit the name of such household member to the Human Resources
Department. In the event that the household member moves from the employee’s
household or the employee desires to change the designation of his or her household
member, the employee shall immediately file a notice of termination of designation of
household member with the Human Resources Department. The Human Resources
Director shall develop appropriate forms for use by employees under this section—{Passed

GOT08
g. Return after Leave

An employee must present an acceptable fitness-for-duty certification upon return from
leave which was the result of the employee’s own serious health condition. Any employee
returning to work after a leave of absence for serious health condition or disability of 12
weeks or more may be required to take and pass a physical examination performed by a
physician acceptable to the Director of Human Resources or designee.

If the employee has not returned to work at the expiration of the leave of absence, fhe =2
employee will be considered to have voluntarily resigned his or her employment noE’::m -
good standing. (Amended-82/67/06) o3
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Section 2. Sick Leave e
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a. Accrual S

[¥] o
All pesmanentregular and probationary employees who are regularly scheduled to work,
on an average, a minimum of twenty (20) hours per week are entitled to an annual sick

leave, with full pay, to be taken when necessary, and in addition to the time provided for
Vacations as fOHOWS' & uﬂer}{% A ﬂ’?/fxO/Qx ﬂQ’i 1 Q"? ﬂ}(/ Q!QQ ﬂ! *Zﬂ tﬂ V) /{\’7/4’114\

40 hour per week employees - 120.0 hours per year or 4.62 hours per pay penod

Each employee may accrue unlumted sick leave days
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Part-time employees shall accrue sick leave at a pro-rated amount of full-time entitlement
based on the number of hours that they are scheduled to work. Employees covered by
collective bargaining agreements shall accrue sick leave as provided in the applicable

agreement. (Asnended-02/07/063

b. Sick Leave Verification

No sick leave of three (3) or more consecutive work days will be granted to any person
without a certificate verifying that the leave is necessary for medical reasons. Additionally,
no sick leave the day before, the day of, or the day after a City designated holiday will be
granted to any person without a certificate. Such certificate must be from a health care




provider, and verify that the leave is necessary for medical reasons. CAmpended 0709485
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c. Emergency Leave

Emergency Leave may be granted under the sick leave clause for the following reasons:

(1) A quarantine established by the El Paso City-County Health & Environmental
District.

(2) Death of mother, father, child, grandchild, brother or sister, or spouse or

designated household member, or their grandchild, or parent. This leave may not
~  extend beyond the date of burial, plus legitimate travel time. A maximum of five
(5) days of sick leave may be granted for this purpose per event. Employees may
be asked to provide written documentation of the funeral or death.

(3) Death of other relatives or other person with whom the employee has a
significant familial relationship. Leave with pay in such cases may be for not more
cs  than one (1) day to permit attendance at the funeral.

= (4) Tlness of the employee's immediate family. "Immediate family” is defined as
the spouse, designated household member, children, the grandparents, or parents of
the employee or of the employee’s spouse or designated household member. No
more than two days per pay period may be authorized to permit necessary

arrangements for care unless the employee takes leave under the Family and
Medlcal Leave ACt LA rnend 3(‘&"’/’23/‘2’? (\Q/ii/@"}’ ﬂ /’)&?/QQ !’Y} 1/! QQ f/\mmﬂrqar%
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d. Application for Sick Leave or Emergency Leave

Application for Sick Leave or Emergency Leave will be made to the employee’s
Déepartment Hhead. When an application for such leave is denied by the Ddepartment
Hkead, the applicant may appeal to the City Manager who will investigate and uphold or
reverse the denial, consistent with provisions of this Rule. (Amended-02/07/063

e. Duties of Department Heads: Authority to Investigate Sick Leave Use

The Déepartment Hhead granting sick or Emergency Leave will immediately report the
leave and subsequently, the individual's return, to the Human Resources Director. The
Ddepartment Hkead or the Human Resources Director may at any time inquire or
investigate into the use of sick leave or Emergency Leave and require medical certification
for all subsequent absences, or take other appropriate action consistent with the Charter or
these Rules. Reasons to inquire or investigate shall include, but are not limited to, the

TEITCTTOTRT TUTTOUY
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(1) Habitual use of sick leave in single or partial day increments, without current
medical documentation.

(2) A pattern of using sick leave on a payday, the first work day the employee is
scheduled to work after a payday, the day before or after a scheduled day off or




using sick leave as soon as it has been accrued.

f. Use of Sick Leave for Personal Business

| As ent- regular employee in the City Service is entitled to use part of his or her sick

leave for personal business as follows:

40 hour per week employees - 32.0 hours per year
56 hour per week employees - 24.0 hours per year
Permanent Regular part-time employees - 16.0 hours per year

Such personal leave may be taken either on an hourly, half day, or full day basis. All
personal leave must be taken by the end of the last pay period beginning within the fiscal
year and may not be accrued into subsequent fiscal years. (Amended-01/30/90,-08/09/94;

g. When Paid Leave is Exhausted

A pesmmanent regular_ employee who has served the required probationary period and
suffers a life-threatening medical condition, and who has exhausted all available paid leave,
may make a written application to become a shared leave recipient, in the manner
prescribed by the shared leave policy and procedures. (Added-5/22/98)

Section 3. Vacation Leave

a. Eligibility

] All sermanent_regular employees who are regularly scheduled to work on an average, a
minimum of twenty (20) hours per week, who have held a position in the City Service for a
period of six months from date of employment, shall be eligible for vacation allowance as
hereinafter set forth. Part-time employees shall accrue vacation leave at a pro-rated amount
of full-time entitlement based on the number of hours that they are scheduled to work.
Employees covered by collective bargaining agreements shall accrue vacation as provided

! in the applicable agreement. tAsaended-08/11/87-01/30/90-and-02/07/06)

b. Accrual

l All persmanent regular employees in the City Service as defined in (a.) above, shall accrue
vacation credit at the following rates per pay period for each pay period completed by the

officer or employee in the City Service, calculated from the date of employment of each
* employee: (Amended-87/09/85:-08/1-1/87-01/30/90-and 02/07/06)

For 0 - 5 vears of service (12 days):
40 hour per week employees - 3.70 hours per biweekly pay period <

] (A rmendad N8/11/97 O0/0/0Q oed OO /07 /AN ~
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For >5 to 15 years of service (17 days):
40 hour per week empioyees 5.24 hours per biweekly pay period

For >15 or more years of service (20 days):
40 hour per week employees - 6.16 hours per biweekly pay period




The maximum accrual for vacation leave is fifty (50) days.
@}/x”!i’\}/@ﬂ nn\; ﬂjf@?]/ﬂ&\

c. Such leave may be taken only in increments of half of a work day or more. &
07/09/8510/08/85.-08/11/87-and-02/07/06)

Section 4. Vacation Schedules.

a. Scheduling of Vacations

Vacation schedules will be arranged by D<epartment Hheads with particular regard to
seniority of employees and the needs of the Service, and insofar as reasonable, with regard
to the wishes of the employee. The Human Resources Director will be notified of all
vacations granted and will have the right to deny such vacation when the employee is not
entitled thereto.

b. Forfeiture of Leave Balance Overage

Any vacation leave credit in excess of the maximum accrual authorized in Section 3 of this
Rule shall be permanently withdrawn from the employee's vacation balance in the pay
period in which the employee's anniversary date of employment falls. An employee who
has applied for, but was not granted, vacation leave during the pay period in which the
employee’s anniversary date fell, shall not forfeit any vacation leave overage provided that
the employee is granted leave within 60 days of the employee’s anniversary date, subject
always to the operational needs of the department. {Asmended-02/07/06)

Section 5. Resignations.

a. Effect of Resignation

Whenever an employee of the Civil Service resigns, he o=she-severs his or her connection
with the City and loses such seniority, including seniority rights following reinstatement
from resignation, as he o+ she-had at the time of his or her resignation.

b. Form of Resignation

The notice of resignation must be in writing on an appropriate form as prescribed by the
Human Resources Director and acknowledged and filed, by the Ddepartment Hhread or
their designee and tendered by the employee not less than ten days prior to its effective

date. tAmended-02/07/06)
c. Filing of Notice of Resignation

The responsibility for filing the notice of resignation with the Human Resources
Department will be with the Deepartment Hiead.

d. Withdrawal of Notice of Resignation

The resigning employee will be permitted to withdraw the notice of resignation within ten
(10) working days after its filing or up to the last actual day of work, whichever is sooner.
{ Laer 4ad 1 1/1{)/01 ey | Q")'/Q’? ’{\}K}
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e. Computation of Time
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l The ten (10) days referred to w-rtieieh-seei 10-0 afthe Charter-and-in this Rule, is
construed to mean ten working days excluding holidays. It is the intent of this provision to
l require at least two calendar weeks notice of separation. (Arnended11HA901H

Section 6. Reinstatement from Military Leave.

Eﬁy employee granted leave of absence for the purpose of entering the armed forces of the
3 United States, including the Coast Guard, or the state service as a member of the Texas
National Guard or Texas State Guard or as a member of any reserve components of the
atmed forces of the United States shall be reinstated to his or her position, if the position
—i 133 not been abolished and if the employee has all the qualifications requisite to an original
appointment to the position, as determined by the Commission, and in accordance with
o Gﬁapter 613, Texas Government Code. tAsended-02/07/06)

Settion 7. Reinstatement Following Resignation.
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da. Requisites for Reinstatement for Public Safety Employees

Those former uniformed employees requesting reinstatement to the Fire and Police,
Departments must take and pass the medical examination and a physical agility test prior to
the reinstatement to actual duty. One additional attempt at the physical agility test will be
permitted after a one-month waiting period for persons failing the agility test on the first
attempt. Persons requesting reinstatement to the Police Department will also be required
and allowed one opportunity to take a psychological examination and polygraph
examination, if required by the Chief of Police, prior to reinstatement to actual duty.




=b. Reinstatement to Full or Part Time Positions for Former Full Time Employees

Full time employees may be reinstated to full or part time positions at their request
depending upon position availability. CAmended-02/67/06)

18 Months

k. € 1 Approval for Placement on Reinstatement List After ©-

Bae City Ceuneil-Manager or designeeupen-recomenendation— {the-ommission, may
dpbrove a request for reinstatement after more than ene—ve =18 months in cases where
professional training or specialized skill is required where the person desiring reinstatement
lias been engaged either in study to benefit himself or herself for his or her duties or was in
ag-occupation or position tending to increase his or her value in the position or where the
pérson demonstrates that he ©+-<he-was unable to apply for reinstatement within the one
\ﬁ; +18 month period due to an extraordinary or unusual hardship and reinstatement will
net have a detrimental effect on the City. (Amended-08AH87 034792 002103 and
627071063

Section 8. False or Fraudulent Application for Leave

Any employee who falsely or fraudulently requests leave to which he e+ =he-is not entitled
or provides false or fraudulent documents suggesting eligibility for any leave provided for
in this Rule is subject to appropriate disciplinary action including termination. (Passed
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RULE 14
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ek i
- = Appeal of Efficiency Ratings
- =25
= Appeal Process:

Subiject to the provisions of this section. the emplovee has the right to appeal any regularly
scheduled rating he considers unfair, discriminatory, or otherwise objectionable, except for
any probationary rating not recommending that the employee be made permanent in a
probationary position. In the case of such probationary ratings, the employee has the right
to place a written statement in his personnel file stating any objections to the rating. Any
appeal must be made to the Commission within ten working days after the employee has
had final review on the rating with his Department Head, or person designated. For
purposes of anv appeal under this section, it shall be presumed by the Commission that the
Efficiency Rating accurately reflects the performance of the employee. This presumption
mav be rebutted by the emplovee by a preponderance of the evidence. On appeal the
Commission will consider only the rater’s possible prejudice, or the rater’s failure to take
into consideration facts or factors which should or should not affect the rating.

Step 1. One or more members of the Commission shall meet and review the appeal. The
eruplovee and the Department Head or representative thereof shall present evidence in
support of their respective positions. The hearing may be recessed to allow either side an
opportunity to gather additional evidence in the event of a claim of surprise. After the
hearing is concluded, no further evidence may be received from either party. In cases
where less than the Commission as a whole has conducted the hearing, a report shall be
submitted to the Commission setting forth all findings adduced at the hearing.

Step 2. Upon consideration of the matters adduced at the hearing. the Commission will
render an order denvine the appeal. sustaining the appeal and ordering a re-rating of
specific factors, the summary evaluation, or the entire evaluation. It shall also set forth in
its order the reasons in support thereof.

Step 3. If a re-rating is ordered by the Commission under Step 2, it must be submitted to
the Human Resources Director by the Department Head within 60 days. accompanied by a
memorandum sioned by the Department Head summarizing the changes made to the
original evaluation. The memorandum will explain any failure to re-rate according to the
Commission’s order. In cases where the Commission’s order was not followed, in whole
or in part. the Human Resources Director shall place an item on the next Commission
asenda, and the Department Head shall appear before the Commission to respond to
guestions from the Commission. After hearing the Department Head, and any response on
the part of the Emplovee. the Commission may take such appropriate action as it deems




necessary to determine the appeal. No new evidence may be received by the Commission
under this Step.

Resienation Before Hearing:If an emplovyee resigns employment with the City of El Paso
during the pendency of any appeal under this section, the appeal shall be deemed

withdrawn, and no further action shall be taken. o o
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RULE 26 w2

Permanent Regular-Part-Time Employees =

Section 1. Definition.

A permanent regular part-time employee is an employee who is regularly scheduled to
work for no more than 29 hours per week, or for no more than 40 hours per week in a
department with a 24-hour schedule.

a. Permanent regular part-time employees may be regularly scheduled for hours which are
predetermined and set by the department in advance, or

b. Rermanentregular part-time employees may be on-call employees who are called to work
when the department has special events, extra work or non-regularly scheduled recurring
work which is not being performed by full-time employees.

Seasonal employees who work only part of the year are considered temporary employees
and are not eligible for permanent part-time status.

Section 2. Promotional Exams.

Part-time employees are eligible to take promotional examinations for full or part-time
positions after successful completion of six months of actual service in a permanenregulart
part-time position. Seniority credits will be prorated based on full-time service and in the
same manner as prescribed in Rule +19, Section 6;2b for promotional examinations.
Efficiency credits shall be awarded in the same manner as prescribed in Rule ++9 Section
F2c.

Section 3. Transfers.




Regular part-time employees may request transfer to another regular part-time position of
the same class and grade in a different department in accordance with Rule 5, Section 3,
and within the order of certification. Regular part-time employees may not receive a
transfer to regular full-time positions.

Section 4. Part-time to Full-time Status.

Part-time employees who wish to be placed on a eligibletransfer list within the Orderof
Certification_Process for full-time employment in the same classification, as provided in
Section 6.5-1 of the Charter shall submit a written request to the Human Resources
Director. Names will be placed on such list in the order in which received.

Section 5. Full-time to Part-time Status.

a. An employee may request a regular reduction in status from full to pari-time. Such
request must be in writing and will state the reasons for which the employee is requesting
reduction to part-time status. Requests will be granted in cases where necessary to comply
with Federal or State law or where the best interest of the City would be served. Such
requests shall be forwarded directly to the Human Resources Director, who shall approve
or deny subject to appeal to the Civil Service Commission.

b. Full-time employees who are granted part-time status may resume full-time status as
described in Section 4 of this Rule.

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

Section 6. Reinstatements.

Regular part-time employees who resign and request reinstatement, and who are approved
for reinstatement, shall be placed on an eligible list only to regular pari-time positions in
the same class and grade from which they resigned.

Section 7. Lavoff.

Regular part-time employees who are laid off in accordance with Article 6.10-1+ shall have
their names placed on a reinstatement list only to part-time positions. In all other respects
the provisions of Rule 20 will apply.

Section 8. Temporary Appointments/Provisional Appointments.

Regular part-time employees may receive temporary promotions or provisional
appointments to full-time positions. (Amended 9/21/93)






