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Section 1.     Conduct in office; investigation.

The Council, the Mayor, or any persons or committee authorized by either of them, shall have power to inquire into the conduct of any office, department, officer, or employee of the City and to make investigations in municipal affairs and compel the production of books, papers, and other evidence.  Failure to obey such orders to produce books or evidence shall constitute grounds for the immediate discharge of any officer or employee according to the personnel policies of the City.

Section 2.     Oath.

All elected officials and permanent employees of the City shall before entering upon the duties of the office, individually take an oath in writing to honestly, faithfully and impartially perform and discharge the duties of his or her office and trust, which oath shall be filed with the Clerk.  The oath is provided in Chapter 5, Section 5.43 of this Code.

Section 3.     Delivery of office.

Whenever an officer, appointed official, or employee leaves city office or emolument for any reason, he or she shall promptly deliver to his or her successor in the office or to the Mayor all city property, including books, working papers, records, money, equipment, and effects, which are in his or her custody, possession, or control.

Section 4.     Reports.

Every department head shall make a monthly report to the Council of the activities of the department for the preceding month and present a calendar of activities for the upcoming month.  Subject to the Mayor's approval, the department head may appoint someone familiar with the activities of the department to prepare and make a monthly report to the Council or the department head may submit a written report and calendar to the Mayor in advance of the council meeting.  Such monthly report shall include a report on finances of the department.

Section 5.     Resignation.

Resignations of city officers and appointed officials shall be made in writing and filed with the Clerk, who shall immediately notify the Mayor and Council.  Appointed employees shall follow the procedures of Chapter 75, Personnel Policies for resignation.

Section 6.     Conflicts of interest.


A.
Prohibitions.



1.
No elected official, appointed city officer, or city employee shall use his office or official position for the primary purpose of obtaining financial gain for himself or his spouse, child, mother, father or business with which he is associated or owns stock.



2.
No elected official (except in the case of a Councilmember where the presiding officer or Council rule otherwise as provided in Subsection C of this section), appointed city officer, or city employee shall participate in any official action in which he has a substantial financial interest.  Prohibited participation includes voting as a Councilmember, taking part in council debate, soliciting the vote of a Councilmember, or encouraging any city official or officer to act in a certain way in regard to a subject.



3.
No elected official, appointed city officer, or city employee may accept from any other elected official, appointed city officer, or city employee, or any other person, money, gifts, promises of future benefits, or any other thing of value, for performing any function or service that is a normal part of his or her duties, or in exchange for voting or acting in any particular way on any matter that comes before him or her in the course of his or her duties.  This subsection does not preclude any person from accepting any award or bonus authorized by the Council to be given for meritorious service.



4.
No elected official, appointed city officer, or city  employee, and no other person, shall give or offer to give to any elected official, appointed city officer, or city employee, money, gifts, promises of future benefits, or any other thing of value, for performing any function or service that is a normal part of his or her duties, or in exchange for voting or acting in any particular way on any matter that comes before him or her in the course of his or her duties.  This subsection does not preclude any person from voting for or participating in granting any award or bonus authorized by the Council to be given for meritorious service.


B.
Financial interests which may be conflicts of interest.



The following is a list of examples of financial interests substantial enough that any Councilmember, appointed officer, or city employee who comes under any of the categories listed below should not vote or act on any matter so affected.  The categories below are not meant to be a complete listing of all possible conflicts of interest.  Any instances not covered below should come before the Council for a vote as the individual matters arise.  A Councilmember, appointed officer, or city employee should abstain from voting or refrain from acting if:



l.
He or she (or a member of his or her immediate family) individually, jointly, or in partnership with another has an interest in land or buildings, other than his or her residence, that will be affected by the vote or action.



2.
He or she (or a member of his or her immediate family) is party to or beneficiary of a contract for a sum of $l,000 or more that will be affected by the vote or action.



3.
He or she (or a member of his or her immediate family) is individually, jointly, or in partnership with another the owner of a business, or has an interest in a business of $l,000 or more that will be affected by the vote or action.



4.
He or she (or a member of his or her immediate family) is a member of a board of directors or governing body or an officer of, or holds a management position with an organization that has financial dealings of $l,000 or more with the City that will be affected by his or her vote or action.


C.
Conflicts of interest and disclosure; City Councilmembers.



l.
Each Councilmember shall disclose any financial interest he or she may have in any matter that has come before the Council for a vote.  If the member believes that the financial interest is substantial, he or she shall ask to be excused from voting on the matter.



2.
The Mayor shall rule on the request of a Councilmember to be excused from voting on a matter in which the member has or believes he or she has a substantial financial interest, unless the Mayor is the member making the request or has the same or a similar or related financial interest in the same matter, in which case the Council shall designate another Councilmember who has no financial interest in the matter to rule on the request.



3.
The decision of the Mayor (or designated Councilmember) on the member's request to be excused from voting may be overridden by a majority vote of the Council.  Neither the Councilmember making the request, nor any other Councilmember who has disclosed a similar or related interest in the same matter, may rule on any member's request to be excused from voting on the matter or vote on the question of overriding such a ruling.



4.
If any resident of the City believes that a Councilmember may have an undisclosed conflict of interest, the resident may request a confidential meeting with the Mayor (or, in the event that a claimed potential conflict of interest involves the Mayor, any other Councilmember chosen by the resident requesting the meeting) and the Councilmember who may have a conflict of interest.  If, as a result of the confidential meeting, the Councilmember with the potential conflict or the Mayor decides that the financial interest must be disclosed to the Council, the Councilmember shall disclose the interest to the Council as provided in Subsection C,2 above.



5.
A Councilmember who has a substantial financial interest in a matter before the Council, and who has been excused from voting on that matter, may not participate as a Councilmember in the debate on the matter, although he or she may participate in discussion to the same extent as a member of the general public.  If the matter is discussed by the Council in executive session, the member shall be excluded during the executive session.



6.
If a conflict of interest is discovered after an official action has been undertaken or completed the City Council may by a majority vote, excluding the vote of any affected member, resolve to rescind the official action or to take any other remedial steps necessary.


D.
Conflicts of interest and disclosure; city officers and employees.



l.
Each city officer and employee shall disclose to the Mayor or the City Council any financial interest he or she may have in any matter that has come before the officer or employee for action in the course of his or her duties.  If either the officer or employee making the disclosure, the Mayor, or a majority of the members of the Council conclude that the financial interest in question is substantial, then the officer or employee shall not act or participate in taking action on the matter.



2.
Any resident of the City who thinks that a city officer or employee may have an undisclosed conflict of interest may request a confidential meeting with the Mayor (or, in the event that a claimed potential conflict of interest involves the Mayor, any other Councilmember chosen by the resident requesting the meeting) and the officer or employee who may have a conflict of interest.  If, as a result of the confidential meeting, the officer or employee with the potential conflict concludes that he or she should refrain from acting on the matter, or the Mayor (or other chosen Councilmember) directs the officer or employee to refrain from acting on the matter, all proceedings of the meeting with the resident and the Mayor (or other chosen Councilmember) will remain confidential.  If neither the officer or employee nor the Mayor (or other chosen Councilmember) decides that the officer or employee must refrain from acting, the resident may request the Council to consider the matter at its next regular meeting.


E.
Violations.



l.
Any Councilmember, city officer, or city employee who violates this chapter by knowingly refusing to disclose a financial interest as required by this section may be suspended from the Council or from his or her city office or employment.  Such suspensions shall be for a period up of ninety days, and shall be made upon a two-thirds majority vote of the Council.  Any Councilmember, officer, or employee who is suspended for this reason more than once in any twelve month period may be discharged from the Council or from his or her office or job.  Such discharge shall be made upon a two-thirds majority vote of the Council.



2.
Any person who willfully violates any provision of Subsection A. shall be guilty of an infraction.



3.
Any City Councilmember or appointed city officer who willfully violates any provision of Subsection A. shall be deemed to have violated his or her oath of office and shall be subject to immediate discharge from the Council or from office by two-thirds vote of the Council.  Any willful violation of any provision of Subsection B. by any city employee shall be cause for immediate dismissal from employment.



4.
No Councilmember may vote on any question of his or her own suspension or discharge.
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Section l.  Policies

A.  Authority.  These personnel policies and principles are established under the authority granted by A.S. 29.20.410.

B   Application.  These policies shall apply to all employees of the City and to the delegate agencies of the City which do not issue their own approved personnel policies.

C.  Federal and State Law.  It is the intent of these policies to comply with all Federal, State and local laws applicable to the City or its operations.  If these approved policies conflict with any rules, regulations, or conditions prescribed by any funding source or regulatory body, those regulatory specifications shall prevail.  The Mayor and City Council determine which regulatory specifications shall prevail and will determine which Federal, State or local regulations apply to programs.  All applicable Federal, State or local laws presently in force or as passed or amended in the future that regulate wages, labor, working conditions, etc. are hereby incorporated into these policies.

D.  Purpose.  It is the purpose of these policies to establish a system of personnel administration based upon the merit principle and adapted to the requirements of the City to the end that persons best qualified to perform the functions of the City will be employed, and that an effective career service will be encouraged, developed and maintained.  The merit principle of employment includes the following:

l.  Recruiting, selecting and advancing employees on the basis of their relative ability, knowledge and skills, including open consideration of qualified applicants for initial appointment;

2.  No person may be appointed to or removed from city office or in any way favored or discriminated against with respect to a city position because of race, religion, color or national origin, age, physical, handicap, sex, marital status, changes in marital status, pregnancy, parenthood or unless otherwise contrary to law because of political opinions or affiliations when the reasonable demands of the position do not require distinction on the basis of age, physical handicap, sex, marital status, changes in marital status, pregnancy or parenthood.

3.  Regular integrated salary programs based on the nature of the work performed.

4.  Retention of employees with permanent status on the basis of the adequacy of their performance, reasonable efforts of temporary duration for correction of inadequate performance, and separation for cause.

5.  Selection and retention of an employee's position secure from political influences.

E.  Employment Preference.  The City shall foster and promote the welfare of the wage earners of the City, improve their working conditions and advance their opportunities for profitable employment.  The City shall aid and assist resident workers to obtain, safeguard and protect their rightful preference to be employed in industries in the City.  In the performance of contracts let by the City or any of its subdivisions or departments for construction, repair, preliminary surveys, engineering studies, consulting, maintenance work or any other retention of services necessary to complete any given project, at least 95 per cent residents shall be employed where they are available and qualified.  If l0 or fewer persons are employed under the contract then at least 90 per cent residents shall be employed where they are available and qualified.  In all cases of hire or letting of contracts by the City, its subdivisions or departments, employment preference shall be given to residents of the City.  When the City Council assembled finds as a matter of fact that there are not sufficient residents of the City available and qualified for employment preference, the City Council shall so resolve and by this resolution approve non city resident hire.

Section 2.  General Provisions

A.  Adoption and Amendment.  These policies shall be adopted as an ordinance of the City.  The City Council recognizes that amendment of these policies may from time to time be necessary.  To that end these policies may be amended at any time following normal procedures for amending city ordinances.  The City Council recognizes that these personnel policies are by no means all inclusive and that they are intended to promote better working conditions for city employees, better utilization of city resources and better city operations.  To further these ends any city employee or resident may request the City Clerk or Mayor to include personnel policies or their amendment on the agenda for any regular City Council meeting.

B.  Personnel Officer.  The Mayor of the City is the Personnel Officer.  As chief administrative officer of the City he/she shall appoint, suspend, remove city employees with the confirmation of the City Council.  The Mayor as the executive officer of the City shall ensure that these policies are enforced.

The Mayor may delegate personnel responsibilities and duties concerned with personnel to subordinates for effective management but this is not a delegation of ultimate responsibility for management.


C.  Personnel Files

l   Central Personnel Files.  The City Clerk shall provide and maintain central files for records of the personnel and work histories of each employee of the City.  Such records shall include the employee's original application, reports on the employee's work performance, disciplinary actions, commendations, and any other records relating to the employee's service to the City.

2.  Accounting Personnel Files.  The City Clerk shall also provide and maintain personnel files for accounting purposes for each employee of the City.  Such files shall include the employee's W-4 and W-2 forms and all records having to do with an employee's salary or compensation, and all other records necessary for accounting purposes.

3.  Personnel Files - Confidentiality.  All information in the personnel records of city employees showing salary or compensation, job description, education and training background, and previous work experience shall be open for public inspection.  Access to all other information in an employee's file shall be limited to the Mayor or his/her designee as personnel officer and the employee or the employee's authorized representative.

4.  Equal Employment Opportunity Officer.  The Mayor shall appoint a person on the staff to be the Equal Employment Opportunity Officer.  His/her duties will be spelled out in all State, Federal or local laws dealing with Equal Employment Opportunity.

Section 3.  Employment Limitations, Prohibitions and Penalties

A.  No Political Consideration for Employment.  Employment with the City will not be offered as a consideration or reward for public office, nor may any person, as an employee, engage in partisan political activity.  In certain instances, the Council may grant a waiver to city employee(s) to engage in political activity if the political activity is determined beneficial to the City's goals and objectives.

B.  No Advantage in a Position.  No person may give, render, pay, offer, solicit, or accept any money, service, or other valuable things in connection with any appointment, promotion, or advantage in a position unless authorized by the City Council.

C.  No Political Party Assessments.  No person may require any assessment, subscription, contribution, or service for any political party from an employee.

D.  No Political Party Endorsement.  No person may seek or attempt to use any political party endorsement in connection with any appointment or promotion.

E.  Equal Opportunity in all Personnel Management Actions.  All training, development, assignment, promotion, and other actions must be taken without regard to race, religion, color or national origin, age, physical handicap, sex, marital status, changes in marital status, pregnancy or parenthood when the reasonable demands of the position do not require distinction on the basis of age, sex, physical handicaps, or any other factor irrelevant to the quality of performances or the qualifications for a position.

F.  Outside Employment.  Outside employment by city staff is not allowed without notice to the Mayor and City Council and approval by the City Council.  Outside employment without approval is grounds for dismissal of an employee.

Section 4.  Classification, Compensation, Salary Schedules:

A.  Position Roster.  The City Clerk shall keep a roster of all positions within the City.  The roster will spell out the organizational structure of the City.

B.  Job Classification.  The City Council shall adopt a Job Classification System by resolution and may amend such system by resolution.  The Classification System shall include job descriptions defining each position in writing and assigning a pay grade to each position.  The existence of a job description does not obligate the City to fill the position.

C.  Changes in Duties and Responsibilities.  The Mayor or an employee's supervisor shall recommend a redefinition of a job description to the City Council whenever a significant change is made in a position involving the addition, the taking away or substantial modification of existing duties and responsibilities.

D.  Temporary Service Outside of Classification.  An employee may be required to assume the duties, responsibilities and workload of another employee or supervisor because of resignation, termination or extended leave.  Any service performed outside the employee's required duties in such a manner shall be recorded and filed in the employee's central personnel file.  If such temporary assignment is to be regular and continuous in character for a period of one (l) month or longer, the City Council may authorize temporary additional compensation which amount shall be determined in direct proportion to the additional duties, responsibilities and workload.

E.  Compensation Plan/Salary Schedules, Pay Grades, Merit System Plan.  Following recommendations from the Mayor and city staff the City Council shall adopt a compensation plan by resolution including salary schedules and pay grades, and may include a merit system plan, and such plan may be amended by resolution.

Section 5.  Recruitment & Hiring of Personnel

A.  Merit Principles Apply.  All appointments and promotions of city employees are made on the basis of merit and fitness for the position.  When required by law or by the City Council an applicant for a city position shall show merit and fitness for the position through proof of qualifications and/or by passing written, oral or other examinations designed to evaluate the ability of the applicant to discharge the position for which the examination is held.

B.  Employment of Council Members.  Elected officials may be hired by the City for temporary employment.  Elected officials will be considered on the basis of merit with all other job applicants.

C.  Posting of Job Openings.  Notice of all job openings with the City shall be posted in at least three public places within the City.  Notice shall include the job title, duties, minimum qualifications, rate of pay and end of recruitment period.  Notice shall be posted for at least two weeks (l4 days) from the date of posting to the ending date of the recruitment period.  Two weeks notice is not required for temporary positions that need to be immediately filled.  Notice for such temporary positions shall however be posted in three places and include the job title, duties, minimum qualifications, rate of pay and end of recruitment period.

D.  Filing Applications.  Applications for city positions shall be made on forms provided by the City Clerk and must be filed with the City Clerk on or prior to the closing date specified in the announcement.  A resume' may be substituted for or filed in addition to the application form.

E.  Filling of Positions.  The City Council shall make all appointments to permanent full-time, permanent part-time and long-term temporary city positions.  Appointments will be made on the basis of qualifications, education, experience and merit.  The Mayor or his/her designee with knowledge to the City Council shall make short-term temporary appointments and appointments in emergency situations.

1.  All qualifications must be verified.  Other qualifications being equal, preference in employment shall be given to a city employee seeking a promotion or transfer, then to year round city residents.

2  Information to New Hires:  The City Clerk shall in writing advise all new appointees to city positions of their job title, job description, pay, benefits, personnel policies, the date of the employee's probationary period and all other pertinent employment information.

3.  Oath of Office.  All permanent employees before entering upon the duties of office shall affirm in writing the following oath and affirmation:

"I         do solemnly swear (or affirm) that I will support the Constitutions and laws of the United States and the State of Alaska, and the laws and ordinances of the City of _______, Alaska, and that I will honestly, faithfully and impartially discharge my duties as          to the best of my ability."

The oath is filed with the City Clerk.

F.  Promotion.  Vacancies shall be filled by promotion whenever practicable; however, filling of a vacancy by promotion shall be done on an open, competitive basis.  Promotion is the filling of a vacancy by the advancement of an employee from a position having a lower salary.  The employee's anniversary date and original date of hire, shall remain unchanged.  An employee who is promoted shall receive a probationary appointment.  The employee's former position will be held open by temporary appointment until such time as the employee completes the probationary period.

G.  Probationary Period.  The probationary period is an integral part of the selection process and shall be utilized for observing an employee's work, for securing the most effective adjustment of the employee to the position, and for rejecting any employee whose performance does not meet the required work standards.

1.  Duration.  Every original appointment and every promotional appointment of permanent employees is subject to a probationary period of three months from the date of appointment.  Appointment for this section is defined as the date an employee first enters upon a job at the worksite.

2.  Completion of Probationary Period.  The probationary period is a time of learning and orientation.  An objective appraisal of employee performance shall be conducted at the end of the probationary period.  It shall be the responsibility of the employee's supervisor or the Mayor (if he/she is the supervisor) or the Mayor's designee to provide a written evaluation and recommendation to the City Council whether the employee shall become a permanent employee with employee benefits, whether the probationary period shall be extended, or whether the employee shall be dismissed from his/her appointment.  The City Clerk shall give notice to supervisors of the expiration of employees' probationary periods and provide to supervisors performance evaluation forms for their use.  If a performance evaluation is not completed by an employee's supervisor within 30 days after an employee has completed his/her probationary period the employee automatically becomes a permanent (either full time or part time) employee as of the date of the expiration of his/her initial probationary period.

3.  Dismissal During Probationary Period.  The Mayor with confirmation by the City Council may dismiss a probationary employee at any time during the probationary period if in the Mayor's opinion the working test indicates that the employee is unable to perform the duties of the position satisfactorily or that his/her habits and dependability do not merit continuance in the position.  The employee so dismissed shall be notified in writing of the reasons for the dismissal.  A permanent employee dismissed during the probationary period from a position to which he/she has been promoted or transferred and in which she/he is serving a probationary period shall be reinstated to the position from which he/she was promoted or transferred unless she/he is dismissed from city service for reasons as provided in these policies other than performing adequately at the new position.  Dismissal is effective upon the employee's receipt of notice of dismissal in writing, or if the employee is unavailable, upon posting of a letter of dismissal by certified mail, return receipt requested.

Section 6.  Work Week, Pay, Classification of Employees.

A.  Work Week.  The normal work week for city employees is the hours and days contained in an individual employee's job description.  These hours and days shall be flexible and may be modified by the Mayor and City Council as circumstances and finances dictate in order to promote efficient city operation and provision of services to citizens.

B.  Pay.  Employees of the City shall be paid according to the schedules established by the City Council.  Any wage or salary so established is the total remuneration for employment, but shall not be considered as reimbursement for official travel or other expenses which may be allowed for the conduct of official city business.  Unless approved by the City Council no employee shall receive pay from the City in addition to the salary authorized for the position to which she/he has been appointed.  Pay shall be only for hours actually worked according to an employee's time sheet as approved by his/her supervisor.

1.  Overtime.  It is the policy of the City that work hours and work days be so scheduled that overtime not be paid.  However, if circumstances do not permit such flexible scheduling, employees shall be compensated for hours worked beyond eight hours in a day and forty hours in a week at one and one half times their regular rate of pay.  State and Federal fair labor standards apply.

2.  Pay Days.  Employees shall be paid semi-monthly on the l5th and last days of the month.  When a pay day falls on a Saturday, employees shall receive their pay on the preceding work day.  When the pay day falls on a Sunday employees shall receive their pay on the following work day.  In special circumstances or for special projects the City Council may direct different pay periods.

3.  Transfer.  An employee transferred from one position to another where both positions have the same rate of pay shall be appointed to the same rate of pay held prior to transfer and his/her anniversary date shall remain unchanged.  This will apply if any special knowledge of the position is not required.

4.  Payroll Advance.  A permanent employee may receive a payroll advance during a payroll period but before pay day upon approval of three City Councilmembers.  A payroll advance will be for no more than the compensation owed for hours already worked.  An advance shall be deducted from the employee's pay on pay day.

5.  Payroll Deductions.  Payroll deductions as required by law will be withheld from each employee's paycheck.  Any other payroll deductions must be authorized by the employee in writing.  Employees are urged to authorize deductions from paychecks to pay personal obligations (like water and sewer bills) owed the City.  Failure to pay toward obligations owed the City for two successive pay days in city employment is grounds for dismissal from city service.

6.  Termination or Resignation.  Upon termination or resignation, an employee shall receive payment for all accrued wages, salaries or other compensation for labor or services less any personal obligations owed the City within one (l) working day after the last day of work.

C.  Classification of Employees.  City employees are classified into the following categories:

l.  Permanent full-time.  These employees accrue leave, and receive paid holidays and other city employment benefits.  Their work week is five or more hours per day, at least five days per week.  Their jobs are of a continuous twelve months a year nature.  Some salaried positions that are on call twenty-four (24) hours per day (such as the plant operator) are included among permanent full time employees.  The City Council shall appoint to these positions.

2.  Permanent part-time.  These employees accrue leave and receive paid holidays and other city employment benefits if their normal work week is at least five days per week.  Their jobs are of a continuous, twelve months a year nature but the hours worked are normally less than five hours per day and/or five days per week.  The City Council shall appoint to these positions.

3.  Long term temporary.  These employees accrue no leave and receive no paid holidays or other city employment benefits beyond any benefits that may be due them because of employer taxes paid by the City.  Their workweek may be up to forty hours per week.  These jobs are normally seasonal in nature and are of more than two weeks duration though normally not of more than five months duration.  These jobs may recur yearly and are typically associated with special projects.  The City Council shall appoint to these positions.

4.  Short term temporary.  These employees accrue no leave and receive no paid holidays or other city employment benefits beyond any benefits that may be due them because of employer taxes paid by the City.  Their work week may be up to forty hours per week.  These jobs are normally of less than two weeks duration.  Typically these jobs openings occur because of leave, termination or resignation of a permanent employee, or because of emergency or special conditions.  The Mayor or his/her designee with knowledge to the City Council shall appoint to these positions.

Section 7.  Performance Evaluations.

A.  This section applies to permanent full time and permanent part time positions.

l.  City Clerk's duties.  It shall be the responsibility of the City Clerk to give notice to employees' supervisors and the Mayor of the dates performance evaluations for employees are due.  The City Clerk shall provide to supervisors performance evaluation forms for their use.

2.  Supervisor's Duties.  A performance evaluation report shall be required from an employee's immediate supervisor annually from the date of hire, promotion, or demotion of the employee.  A performance evaluation shall also be rendered upon the completion of the three month probationary period.  A final performance evaluation shall be prepared within five working days of an employee's final day of work irregardless of the reasons why an employee leaves city service.

Certain circumstances may require semi-annual or other periodic evaluations in order to provide better management of personnel who need more supervision or training.  Meritorious performance by an employee may also warrant additional evaluation.

C.  Performance Evaluation Record.  All employees shall receive a written performance evaluation at the end of their probationary period and thereafter annually on the date the employee was appointed to permanent status.

1.  In addition to rating the employee in terms of actual performance, the supervisor will include specific suggestions for improvements, and thoroughly discuss each evaluation with the employee.  Each Performance Evaluation Record is filed in the employee's personnel file.

2.  Employees shall be rated on their performance evaluations according to the following criteria:

a.  Outstanding.  distinguished performance.  Employee consistently exceeds performance standards.

b.  Excellent.  above average performance.  The employee consistently achieves and frequently exceeds performance standards.

c.  Acceptable.  adequate performance.  The employee usually achieves performance standards; may occasionally exceed or occasionally fail to achieve standards.

d.  Unacceptable.  below average performance.  The employee frequently does not achieve satisfactory performance standards.  Improvement is necessary in order to achieve satisfactory performance.

D.  Effect of Performance Evaluation:

l.  Upon the recommendation of the supervisor and at the discretion of the City Council an employee who receives an outstanding or excellent rating on his/her performance evaluation may be granted a salary increase to the next step in the salary schedule adopted by the City Council.

2.  An employee who receives an unacceptable performance evaluation has after consolation with his/her supervisor one month to correct his/her performance to acceptable levels.  At the end of this month the supervisor shall prepare a performance evaluation rating the employee's performance.  Failure of an employee to improve performance to acceptable levels after one month is grounds for dismissal from city service.  If an employee achieves an acceptable rating on his/her performance evaluation after one month, he or she will be retained in city service and a performance evaluation performed after two additional months.  An unacceptable performance evaluation after that two months is grounds for dismissal from city service.

Section 8.  Resignation, Suspension, Layoff

A.  Resignation.  To resign from city employment in good standing an employee must submit a resignation in writing to the Mayor stating the effective date of the resignation and reasons for leaving at least two (2) weeks prior to resignation.  

1.  Failure to give proper notice of resignation shall result in loss of all accrued leave.  

2.  Upon approval of the Mayor, an employee may withdraw his resignation at any time prior to the effective date of resignation.  

3.  Upon approval of the City Council the requirement of proper notice may be waived when provision can be made for a capable successor to an employee in the period of time for which notice of resignation is given.  The City Council may also waive proper notice in cases where there are extenuating circumstances such as medical reasons, or family obligations.

4.  No form of resignation filed without date or with a future date, and that is not intended to be a bonafide and voluntary resignation to be acted upon at the time of filing, shall be accepted by the Mayor as a resignation.

5.  Failure by an employee to comply with proper notice of resignation may be considered cause for denying the employee future employment by the City.

6.  Unauthorized absence from work for a period of two successive working days may be considered by the supervisor and/or Mayor as a resignation without proper notice resulting in loss of all accrued leave and cause for denying the employee future employment by the City.

B.  Suspension.  In addition to reasons for suspension of an employee from work as otherwise provided for in these Personnel Policies the Mayor may in cases in which signed charges in writing have been filed against an employee, suspend the employee with or without pay and with or without accrual of benefits for the purposes of conducting an investigation into the validity of the charges.  

1.  The employee shall be notified in writing of his/her suspension and its expected duration which may be indefinite or until the charges are resolved.  Such a suspension shall be made only in the cases in which the charges against the employee are of such a nature that the interests of the City would be seriously prejudiced by continuing the employee on active duty status while the investigation is conducted.  

2.  Knowledge of the suspension shall be given to the City Council.  

3.  If the charges are found valid, the Mayor or his designee shall take such steps, including dismissal or other disciplinary action, as he/she with City Council approval deems appropriate.

4.  In all cases in which charges have been filed against an employee the investigation shall begin immediately.

C.  Layoff.  Nothing in these Personnel Policies guarantees employment.  Budget constraints, natural disasters, mechanical failures or other conditions may require the deletion of positions or layoff of employees either temporarily or permanently.

1.  The Mayor or her/his designee may layoff an employee if the employee's position is temporary; if there is a shortage of work or funds; or for other reasons which do not reflect discredit on the services of the employee.

2.  If circumstances allow permanent employees shall be given two (2) weeks notice of layoff.  All employees shall be given as much notice of layoff as circumstances allow.

3.  No permanent employee shall be laid off while there are probationary or temporary employees serving in the same job class.  Probationary and temporary employees shall be first laid off and are to be notified of this upon hire.  Such employees are deemed to have constructive notice of this information through these Personnel Policies.

Section 9.  Dismissal, Disciplinary Actions

A.  Dismissal.  The following is a general listing of reasons which constitute Grounds for Dismissal of city employees.  This list is not all inclusive and complements other Grounds for Dismissal listed in these Personnel Policies.  Infractions not listed may be of such a severe nature that they also would warrant dismissal.  The steps of Procedures of Progressive Discipline listed in Section 9.22 of these Personnel Policies will be followed.  Special projects may have special rules and Grounds for Dismissal which shall be posted.  By that posting employees are deemed to have knowledge of these special rules and Grounds for Dismissal.

l.  Incompetence:
a.  Lack of basic knowledge, skills or physical ability needed to accomplish work employee was hired to do.

b.  Inability to understand and/or follow instructions.

c.  Continual difficulty in learning and implementing new methods and procedures related to assigned duties.

2.  Unsatisfactory Performance of Duties:

a.  Slovenly work.

b.  Flagrant damage to tools or equipment used.

c.  Failure to produce an acceptable amount of work in relation to fellow employees in like classification.

d.  Disregard for established safety regulations and procedures.

3.  Unexcused Absenteeism:

a.  Absence from work without prior approval.

b.  Arriving or returning late for work or leaving early from work.

4.  Drunkenness:

a.  Reporting to work under the influence of alcohol or drugs.

b.  Use of alcohol beverages or drugs at work.

5.  Dishonesty:

a.  Any act relating to employment that would signify an employee's word or intentions are not trustworthy.

b.  Being convicted of a felony or misdemeanor committed on or off duty which would limit the ability to maintain a working relationship of mutual trust in a particular position.

c.  Taking city property or money or converting it to an employee's use.

d.  Falsification of time records or approval of time records known to be wrong.

6.  Gross Disobedience:

a.  Failure to follow a supervisor's orders without reasonable explanation of actions.

b.  Refusal to obey such rules and regulations fostered by the State and the City as standard policy.


7.  Abandonment of Duties.  Being absent without approval or authority and not promptly notifying employer of supportable reasons for the absence.


8.  Unsafe Operation.  Negligence, carelessness or unsafe operation of equipment or machinery at any time by any employee that endangers or injures himself/herself or others.

B.  Notice.  In all cases in which an employee is dismissed from city service, written notice of dismissal with the cause explained shall be served upon the employee.  If the employee is unavailable because of absence from the City or worksite the employee is deemed to have notice of dismissal upon posting of a letter of dismissal by certified mail, return receipt, requested to her/his last known mailing address.

C.  Disciplinary Actions.  It is the responsibility of the Mayor and Supervisors to maintain efficiency, cooperation, and safe and proper work conduct among employees while protecting the rights of all employees and promoting efficient City operation and provision of services to citizens.  

1.  If a situation requiring discipline occurs the Mayor, his or her designee, or the immediate supervisor shall immediately gather all essential facts about the situation in writing including the employee's version and decide what, if any, disciplinary action is needed.  If in the opinion of the Mayor disciplinary action of a less severe nature than dismissal as provided for elsewhere in this section is required the Procedures of Progressive Discipline shall be followed.  The appropriate discipline is the least severe penalty that is at the same time severe enough to convince the erring employee that his/her behavior cannot be tolerated.

2.  Procedures of Progressive Discipline:

a.  Verbal Warning: Verbal warnings are given for minor infractions.  The employee is given a verbal warning in private explaining what he/she did wrong and what must be done as a corrective measure.  A record in writing is placed in the employee's central personnel file.  This record may be removed from the file after six months by the Mayor if the employee's behavior improves.  The employee is advised at the time of verbal warning that if there is a repetition of the behavior that required verbal warning, more severe action may be taken.  The Mayor or supervisor shall give verbal warning.

b.  Written Warning: A written warning is more severe than a verbal warning.  It is used for more serious offenses by an employee that call for more than a verbal warning.  Written warning is also to be issued if there is a repetition of an infraction for which verbal warning was given within three months of the date of verbal warning.  A copy of written warning is placed in an employee's central personnel file and becomes part of the file.  The Mayor or Supervisor shall give written warning.

c.  Suspension: Suspension is a very severe penalty.  An employee may be suspended without pay and without accrual of benefits for one to thirty days.  Suspension is used only when a major infraction has occurred or repeated warnings have not succeeded in bringing about changes in an employee's conduct.  Repetition of an incident that required written warning within three months of the date of written warning is cause for suspension.  The Mayor or his/her designee after a private interview with the employee, shall personally deliver a letter of suspension to the employee.  The letter shall state the reasons for suspension and the dates on which suspension begins and ends.  A copy of the letter shall be placed in the employee's central personnel file.  If an employee is unavailable for personal delivery of a letter of suspension, notice shall be given by certified mail, return receipt requested sent to his/her last known mailing address.

d.  Dismissal: Dismissal from city service is the most severe of disciplinary actions.  An employee may be dismissed by the Mayor for reasons listed elsewhere in these policies.  An employee may also be dismissed if within a six month period after completion of suspension a disciplinary action becomes necessary.  Before dismissal the employee shall be given an opportunity for hearing before the Mayor or his/her designee.  The employee may ask questions of any witnesses and may otherwise confront the evidence presented against him.  Following the hearing the Mayor or his/her designee shall prepare written findings, detailing any disciplinary action and the reasons therefore.  The decision in writing shall then be personally delivered to the employee.  If the employee is unavailable for personal delivery, the decision shall be sent by certified mail, return receipt requested, to his/her last known mailing address.  A copy of the decision shall be placed in the employee's central personnel file.

D.  Appeal:  Every employee shall have the right to appeal any disciplinary action enforced against him/her which she/he believes to be unwarranted unfair or unjust.  An appeal shall be treated as a grievance and shall be handled in accordance with the Grievance Policy and Procedure of Section l0 of these Personnel Policies.

Section  10.  Grievance and Grievance Procedure

A.  Grievance Policy: It is the policy of the city insofar as possible to prevent the occurrence of grievances and to deal promptly with those which occur.  When any employee grievance comes to the attention of a supervisor or the Mayor, the supervisor or the Mayor shall discuss all relevant circumstances with the employee, and his/her representative if he/she so desires, consider and examine the causes of the grievance, and attempt to resolve it to the extent that the Mayor or supervisor has authority to do so.  If the grievance is not dealt with satisfactorily at this level, the grievance may be carried to the City Council as provided in this section.

B.  Grievance Procedure: Every employee shall have the right to grieve any action which he/she believes to be unwarranted, unfair, or unjust, PROVIDING, the alleged grievance shall be handled in accordance with the following procedures.

1.  The employee shall first discuss with his supervisor (or attempt to discuss) his/her grievance.  Should this fail to dissolve the grievance, the employee should confer with the Mayor.  If this fails to dissolve the grievance, the employee may contact any City Council member and request a preliminary investigation to determine the validity of the grievance.

2.  The City Council member contacted by an employee shall contact the Mayor.  The Mayor shall appoint another City Council member to investigate the alleged grievance along with the first contacted member.

3.  If in the opinion of the two investigating Council members the grievance is of a critical nature needing immediate resolution they shall contact the Mayor who shall call a special City Council meeting to hear the grievance.  If the grievance is not of a critical nature needing immediate resolution it shall be heard at the next regular City Council meeting.  The grievance shall be given notice in writing of the date, time and place of the council meeting.  Notice for a special meeting shall be at least 24 hours.

4.  The City Council meeting as the Grievance Committee shall request the aggrieved party and all others concerned to appear before them for their investigations.  Notice shall have been given these persons.  If the aggrieved party, having been given notice, fails to appear before the City Council, the grievance is dissolved and the aggrieved party does not have standing to appear before the City Council on the same incident again.  If the nature of the grievance is such that its discussion may tend to prejudice the reputation and character of any person a City Council member may move and the City Council after convening as a public meeting may vote to hold an executive session.  No subjects may be considered at the executive session except those mentioned in the motion calling for the executive session unless auxiliary to the main question.  No action may be taken at the executive session.  After the reconvening of the public meeting if an executive session is held, or at the meeting after all testimony has been heard and evidence examined, the City Council shall make such resolution of the grievance as they feel proper.  The City Council's decision shall be final.

Section 11.  Personal Leave:

A Coverage:  Permanent employees whose customary workweek is five (5) days per week are entitled to Personal Leave with pay.  No other employees accrue Personal Leave.

No Personal Leave accrues to an employee during a probationary period unless the employee has transferred or been promoted from a position in which she/he had permanent status to a position in which the employee is serving a new probationary period.  On the first day of the month following the date of successful completion of the probationary period an employee begins to accrue leave.

B.  Accrual Rates: Personal Leave is the only leave accrued by City employees.  Personal Leave is accrued at the following rates:

1.  For the first three years of city employment permanent employees shall accrue Personal Leave at the rate of one and one quarter (1 1/4) days per calendar month worked.  That is, fifteen (15) days per year.

2.  Employees with three or more years of service shall accrue Personal Leave at the rate of one and three quarters (1 3/4) days per calendar month worked.  That is, twenty one (21) days per year.

C.  Day of Personal Leave Defined: Personal Leave days accrued by employees are equal to employees' normal workdays.  That is, an employee who customarily works a six (6) hour workday accrues a six (6) hour leave day; an employee who customarily works a four (4) hour workday accrues a four (4) hour leave day; etc.

D.  Personal Leave and Scheduling: Personal Leave may be used for vacation time, sickness, subsistence activities, etc.  Personal Leave is the employee's to use as he/she sees fit or circumstances dictate, and scheduling and efficient city operation allow.  An employee must in writing request Personal Leave from the Mayor and have it approved by the Mayor at least one week before the date leave is to begin.  Shorter notice than one week may be

allowed in special circumstances.  The Mayor shall make all efforts to assure that permanent employees are able to schedule and take accrued leave.  Employees shall make all efforts to request and take accrued leave at such times as to least impact city operation and provision of services to citizens.

E.  Personal Leave for Medical Cause:

1.  When the Mayor or  his/her designee is satisfied that an employee is absent from work for valid medical cause, Personal Leave may be granted.  An employee who is unable to attend work because of sickness or other medical cause and who has not requested Personal Leave in advance shall communicate his/her leave request to the Mayor or his/her designee as quickly as possible but no later than one half (l/2) hour after the time the employee was to have reported to her/his worksite.  In cases where an employee requests Personal Leave for more than three days for medical cause or sickness the employee may be required to furnish documentation of cause from a physician, dentist, health aide or other medical professional.

2.  Personal Leave may be granted for illness within the employee's immediate family which requires the attendance of the employee.

3. Personal Leave may be granted in cases in which a death has occurred in the family of the employee.

4.  Approval of Personal Leave for bonafide medical cause shall not be withheld.

F.  Maximum Accrual:  Permanent employees are allowed to carry over up to thirty (30) days of unused Personal Leave from one calendar year to the next.  An employee's unused Personal Leave in excess of thirty (30) days at the close of business on December 31 of any calendar year shall be canceled and voided.

G.  Payment of Personal Leave upon Separation:  An employee who separates from City service for whatever reason shall be paid the value of all unused Personal Leave to the employee's credit upon the date of separation unless otherwise provided for in these Personnel Policies.  Payment shall be made within one working day after the employee's last day of work.  Payment shall be less any obligations owed the City and appropriate payroll tax deductions.

Section 12.  Other Leave:

A.  Application: The provisions of this section apply to all permanent employees of the City whose customary workweek is five (5) days per week.

B.  Court Leave:

1.  A permanent employee who is called to serve as a juror or is subpoenaed as a witness shall be entitled to Court Leave.

2.  Court Leave shall be supported by written documents such as a subpoena, court's statement of attendance and compensation for services, perdiem and travel.

3.  A permanent employee shall receive his/her regular salary while on Court Leave, but any compensation for services shall be turned over to the City in return.

C.  Election Leave:

1.  A permanent employee who is appointed to serve as an election judge or otherwise assist in an election or whose attendance is requested or required at training for elections is entitled to Election Leave.

2.  Election Leave shall be supported by written documentation such as a letter of appointment, or statement of compensation for services, perdiem and travel.

3.  A permanent employee shall receive her/his regular salary while on Election Leave, but any compensation for services shall be turned over to the City in return.

D.  Military Leave:

1.  Permanent city employees are permitted fifteen (15) calendar days Military Leave each calendar year.  Permanent city employees at their option may keep all pay given them by the Military or may turn their military pay over to the City and receive their regular salary.  Permanent employees may also at their option take Personal Leave instead of Military Leave for military service and receive both their regular salary as well as their military salary for this period of time.  Normally Military Leave is in addition to Personal Leave and will not subtract from an employee's Personal Leave accrual.  An employee continues to accrue Personal Leave while on Military Leave.

2.  A permanent employee shall be entitled to a Military Leave of absence without pay to serve on active duty in the Armed Forces of the United States and shall be entitled to the re-employment benefits of the Universal Military Service Act.

E.  Maternity/Paternity Leave:

A permanent employee who has been employed for not less than ten (10) months is entitled to take a total of nine (9) weeks leave of absence immediately preceding and following the birth or adoption of an employee's infant child.  This leave shall be charged first to Personal Leave then to Leave Without Pay.  An employee who fails to return to work within the prescribed time limit shall be presumed to have resigned unless the employee has applied for and been granted Leave Without Pay for an additional period.

F.  Leave Without Pay:

Leave Without Pay is approved absence from work.  Except as otherwise provided for in these Personnel Policies Leave Without Pay will normally not exceed two weeks in duration.  An employee who has not accrued sufficient Personal Leave in order to be away from her/his job on approved Personal Leave with pay may, in writing request from the Mayor a period of Leave Without Pay.  The request should list the beginning and ending dates of the Leave Without Pay and the circumstances that require such status and should be submitted to and approved by the Mayor at least one week before the date leave is to begin.  Shorter notice than one week may be allowed in special circumstances.  An employee accrues no personal leave or other benefits while on Leave Without Pay status.  Failure to return from Leave Without Pay within two days after the requested ending date of the leave, or absence from work without approval of the requested leave is grounds for dismissal as provided for in these Personnel Policies.  Permanent part time, Temporary Long Term and Temporary Short Term employees who do not earn and accrue Personal Leave are required to request Leave Without Pay if they expect to be absent from work.  Unapproved absence from work by these employees is grounds for dismissal.  In cases of illness those employees who do not accrue leave are required to follow the procedures of 11.5 and request Leave Without Pay for medical cause.

Section 13.  Leave Holidays

A.  Legal Holidays:  Permanent employees who customarily work less than five (5) days per week, Probationary, Long Term Temporary and Short Term Temporary employees do not receive paid holidays.

B.  The following are legal holidays for which permanent employees who customarily work at least five (5) days per week receive a paid day off and which days the city offices will be closed:

New Year's Day - January 1

President's Day - the third Monday in February

Memorial Day - the last Monday in May

Independence Day - the fourth of July

Labor Day - the first Monday in September

Veterans' Day - the eleventh of November

Thanksgiving Day - the fourth Thursday in November

Christmas Day - the twenty-fifth of December

Every day designated by public proclamation by the President of the United States or the Governor of the State of Alaska or the Mayor and City Council.

C.  Observance:

When any of the holidays listed in subsection B falls on a Saturday the preceding Friday shall be observed as the holiday.  When any of the holidays falls on a Sunday the following Monday shall be observed as the holiday.  Permanent employees shall receive full pay for the holiday according to the customary daily hours they work.  Permanent employees may be required to work on paid holidays when the nature of their duties or other conditions require.  A permanent employee required to work on a holiday shall receive another day off within thirty (30) days thereafter.

Section 14.  Travel, Per Diem, Subsistence

A.  Travel: Employees' time spent at official conferences, meetings or training sessions on the employee's customary work day shall be considered time worked and paid as the employee's customary work day.  Reimbursements for travel outside the City shall be determined by the following guidelines:

1.  An employee with approval of the Mayor may receive an advance for travel expenses.  An elected official or designated representative of the City, with approval of the City Council may receive an advance for travel expenses.  Any advance received for travel expenses shall not exceed the expected per diem for the travel.

2.  All official travel shall be approved in advance by the City Council.

3.  An official, an employee, a designated representative, consultant or anyone else traveling at city expense is required to report to the City Council on her/his travel at the next regular City Council meeting following the traveler's return.  If a traveler is called away from the City, or a consultant for example has returned to her/his home or office outside the City, he/she with the Mayor's approval may submit a written report to the City Council in lieu of personal appearance.  Failure to report to the City Council by an individual upon return from travel is cause to deny further travel for that individual, or if the individual represents a group within the City is cause to deny further travel for that group.

4.  Travel for an individual's convenience:  If any individual travels on official business by an indirect route for his/her own convenience, any extra expenses caused by this indirect route, shall be borne by him/her and reimbursement for expenses shall be based only on such charges as would have been incurred in traveling a usually traveled route.  In the case of an employee any additional time away from duty that may be required for such indirect travel shall be charged to personal leave or to leave without pay.

5.  Interruption of Travel:  When there is an interruption of travel for official business for the personal convenience of an individual, the per diem allowed shall not exceed that which would have been incurred by uninterrupted travel.

6.  Use of privately owned transportation:  Where privately owned transportation is used for the convenience of any individual, reimbursement for transportation expenses shall be limited to what the lowest available fare would cost by common air carrier.  In the case of an employee any additional time away from duty that may be required for such travel shall be charged to annual leave or leave without pay.

7.  Unused tickets:  When an individual's travel is terminated short of the destination specified on the ticket, the individual shall turn in the unused portion of the ticket with the travel voucher.

8.  Special conveyance:  The hire of boat, automobile, taxicab, aircraft or other public conveyance will be allowed if the use of such conveyance is authorized by the Mayor in advance and is deemed advantageous to the City and better enables an individual on city business to carry out official business.

B.  Per Diem:  Per  diem is a guaranteed daily flat rate of payment to an individual on travel status for the City.  

1.  Per diem begins when an individual leaves the City for the purpose of travel on official business and ends upon the completion of official business at the time an individual could return to the City.  The per diem rate shall be established by the City Council by resolution.  Per diem is paid when an individual who is on travel status for the City must overnight elsewhere than his/her home.  Any person on travel status for the City shall forfeit per diem for any period(s) of time he/she because of her/his own delinquency fails to attend to official business at such time as business could be conducted.  Any such person shall be liable for repayment of per diem advances and/or air fares.

2.  Calculation of Per Diem:  For purposes of calculating per diem, the day is divided into four (4) equal quarters and ends at 12:00 midnight.  These quarters are 12:01 a.m. to 6:00 a.m..; 6:01 a.m. to 12:00 noon; 12:01 p.m. to 6:00 p.m.; 6:01 p.m. to 12:00 midnight.  An individual on travel status is paid a full day's per diem for the first day on travel status ending at midnight and either a full day's per diem or a pro rata by quarters per diem for succeeding days travel until the time the individual could return to the City upon completion of official business.  For example:  an employee boards a plane and leaves the City at l0:00 a.m. on Tuesday, arrives Nome at 11:30 a.m., leaves Nome at 1:30 p.m. and arrives Anchorage at 2:45 p.m.  On Wednesday the employee attends a training session from 8:00 a.m. till 4:30 p.m.  On Thursday the employee attends the second day of training from 8:00 a.m. till 4:30 p.m.  On Friday the employee attends the training from 8:00 a.m. until its conclusion at noon.  There is a plane that leaves Anchorage on Friday at 5:00 p.m. arrives Nome at 6:45 p.m.  The next scheduled flight from Nome to the City leaves Nome at 10:00 a.m. Saturday arrives at the City at 11:15 a.m.  The employee decides to go shopping in Anchorage on Friday and spend the weekend with his/her relation in Anchorage and arrives back in the City at 2:30 p.m. on Monday.

The employee receives:

a full day's per diem for Tuesday (10:00 a.m. till midnight)

a full day's per diem for Wednesday (12:01 a.m. till midnight)

a full day's per diem for Thursday (12:01 a.m. till midnight)

a full day's per diem for Friday (12:01 a.m. till midnight)

one half day's per diem for Saturday 12:01 a.m. till 6:00 a.m. = l/4, 6:01 a.m. till 11:15 a.m. = l/4.  11:15 a.m. is the time the employee could have returned home.

In this instance the employee is paid for his/her customary work days for Tuesday, Wednesday, Thursday, Friday.  The employee is on leave on Monday until the employee returns to his/her worksite since the employee is traveling at his/her convenience at this time.  The employee should have requested leave from the Mayor and approval of the layover in Anchorage for personal convenience before embarking on the trip.  The employee should report on the trip to the City Council at the next regular City Council meeting after his/her return.

C.  Subsistence:  Subsistence may be paid instead of per diem when it is advantageous to the City and will not affect the well being of an individual on official business for the City.  Subsistence may also be paid with the prior approval of the Mayor when actual costs as proved by receipts are higher than the per diem rate.  Subsistence is the actual cost of lodging and meals, as proved by receipts, incurred by an individual on official business for the City.14.4  Meal Allowance:  In cases where an individual is on travel status for the City and is able to conduct city business and return the same day without the necessity of an overnight stay, reasonable meal allowances may be paid by the City as established by the City Council by resolution or as proved by receipt.  An individual on travel status from 6:00 a.m. through 10:00 a.m. may be allowed a breakfast allowance.  An individual on travel status from l0:01 a.m. through 2:00 p.m. may be allowed a lunch allowance.  An individual on travel status from 4:01 p.m. through midnight may be allowed a supper allowance.

Appendix C               CITY OF _______

City of _______            JOB DESCRIPTION

Personnel Policies        BOOKKEEPER

APPOINTMENT     -  by City Council

SUPERVISOR      -  City Clerk

WAGE            -  Range 5 (6 with 3 years experience)

WORKSITE        -  City Office

HOURS OF WORK   -
M - F, 9:00 a.m. - 12:00 a.m., 1:00 p.m. - 4:00 p.m., attendance at council meetings

CLASSIFICATION  -  Permanent Full-Time

MINIMUM QUALIFICATIONS
1.   High School graduate

2.  General knowledge of financial, bookkeeping and office procedures required.

3.   Ability to type/required, experience with computers preferred.

4.   Experience in dealing with the public.

5.   Ability to perform assigned duties with a minimum of supervision and work cooperatively with others.

6.   Ability to prepare accurate reports.

JOB DUTIES
Under the supervision of the City Clerk keeps a complete set of records of the financial transactions of the City:  Verifies and enters details of transactions as they occur in account and cash journals from items, such as sales slips, invoices, check stubs, etc..  Summarizes details on separate ledgers, using calculator and computer, and transfers data to general ledger.  Balances books and compiles records to show statistics, such as cash receipts and expenditures, accounts payable and receivable, profit and loss, and other items pertinent to operation of city business.  Calculates employee wages from timecards and prepares paychecks.  Prepares withholding, unemployment and other tax reports.  Computes, types and mails monthly statements to utility customers.  Balances checkbooks and ledgers, reconciles bank statements.  Prepares grant progress and other reports.  Prepares financial reports and presents to the City Clerk and City Council.  Performs other duties as assigned.

Appendix C               CITY OF _______

City of _______           JOB DESCRIPTION

Personnel Policies   TEMPORARY BOOKKEEPER

APPOINTMENT     -  by City Council for Long Term Temporary

                   by Mayor for Short Term Temporary

SUPERVISOR      -  City Clerk

WAGE            -  Range 4 (5 with 2 years experience)

WORKSITE        -  City Office

HOURS OF WORK   -  M - F, 9:00 a.m. - 12:00 a.m., l:00 p.m. -

                   4:00 p.m., attendance at council meetings

CLASSIFICATION  -  Temporary - Short Term or Long Term

MINIMUM QUALIFICATIONS
1.   High School graduate

2.  General knowledge of financial, bookkeeping and office procedures required.

3.   Ability to type required, experience with computers preferred.

4.   Experience in dealing with the public.

5.   Ability to perform assigned duties with a minimum of supervision and work cooperatively with others.

6.   Ability to prepare accurate reports.

JOB DUTIES
Under the supervision of the City Clerk and/or bookkeeper keeps a complete set of records of the financial transactions of the City:  Verifies and enters details of transactions as they occur in account and cash journals from items, such as sales slips, invoices, check stubs, etc..  Summarizes details on separate ledgers, using calculator and computer, and transfers data to general ledger.  Balances books and compiles records to show statistics, such as cash receipts and expenditures, accounts payable and receivable, profit and loss, and other items pertinent to operation of city business.  Calculates employee wages from timecards and prepares paychecks.  Prepares withholding, unemployment and other tax reports.  Computes, types and mails monthly statements to utility customers.  Balances checkbooks and ledgers, reconciles bank statements.  Prepares grant progress and other reports.  Prepares financial reports and presents to the City Clerk and City Council.  Performs other duties as assigned.  This position performs the duties of the bookkeeper on a short term basis when the bookkeeper's position is temporarily vacant or the bookkeeper is on approved leave.  This position may also assist the bookkeeper when special projects or circumstances require.

Appendix C               CITY OF _______

City of _______            JOB DESCRIPTION

Personnel Policies        CITY CLERK

APPOINTMENT     -  by City Council

SUPERVISOR      -  Mayor

WAGE            -  Salary as determined by City Council

WORKSITE        -  City Office

HOURS OF WORK   -
M - F, 9:00 a.m. - 12:00 a.m., l:00 p.m. -  4:00 p.m., attendance at City Council and other meetings required may work additional hours & days as necessary

CLASSIFICATION  -
Permanent Full Time, the City Clerk however holds office at the pleasure of the City Council

MINIMUM QUALIFICATIONS
 1.   High School graduate

 2.  General knowledge of financial, bookkeeping and office procedures required.

 3.   Ability to type and experience with computers preferred.

 4.   Experience in dealing with the public.

 5.   Ability to supervise and work cooperatively with others.

 6.  Demonstrated ability to administratively manage and supervise projects.

 7.   Ability to draft and prepare correspondence with State, federal, non-profit agencies.

 8.   Ability to deal with State, federal, non-profit agencies.

 9.   Ability to prepare and follow budgets.

10.  Ability to work with a minimum of supervision and carry out delegated personnel and managerial duties.

JOB DUTIES
Under the immediate supervision of the Mayor and under the direction of the City Council the City Clerk shall carry out all duties as directed:  These include the management of the city office, day to day administrative supervision of projects and such personnel and managerial duties as delegated by the Mayor.  The City Clerk shall give notice of the time and place of meetings to the City Council and to the public; attend meetings of the City Council and keep the journal; arrange publication of notices, ordinances, and resolutions; maintain and make available for public inspection an indexed file containing city ordinances, resolutions, rules, regulations and codes; attest deeds and other documents; perform other duties specified in Title 29 or prescribed by the Mayor or City Council.  The City Clerk shall prepare or supervise preparation of tax reports, financial reports, grant progress reports and shall insure that these reports are accurate and timely filed.  The City Clerk shall contact and deal with State, federal, non-profit agencies to insure efficient provision of services to citizens.  The City Clerk shall make application for grants and State and federal funding available.  The City Clerk shall route mail received by the City and insure the City Council and Mayor are aware of filing and other deadlines.  Performs other duties as assigned.


               CITY OF _______

City of _______           JOB DESCRIPTION

Personnel Policies        MAYOR

APPOINTMENT     -  by City Council

SUPERVISOR      -  City Council

WAGE            -As determined by the council by ordinance

WORKSITE        -  City office

HOURS OF WORK   -??

CLASSIFICATION  -  Elected Official

MINIMUM QUALIFICATIONS
1.
Elected by and from the council

2.
Desire to do the work.

3.
Ability to work cooperatively with others with minimal supervision.

4.
Ability to attend periodic training sessions.

5.
Ability to supervise and work closely with subordinates.

JOB DESCRIPTION
The mayor is the chief administrative and personnel officer for the city.  The mayor appoints, suspends, or removes city employees as provided in the city’s personnel ordinances (Chapter 75) and with the approval of the council.  Evaluates efficiency of personnel.  Directs training of personnel.  Supervises the enforcement of city law, administers laws and regulations affecting the city and carries out the directives of the council.  Prepares and submits an annual budget and capital improvement program for consideration by the council and administers the budget and capital improvement program adopted.  Makes monthly financial reports and other reports on city finances and operations as required by the council.  Responds to citizen requests and complaints.  Confers with agencies, officials, and community groups and conducts public relations campaigns to present need for changes in laws and policies.  Appoints members to boards and commissions with the approval of the council.  Serves as ex-officio member of every committee or department organized under these ordinances.  Speaks to interested groups to improve the understanding between the city and the public.  Surveys buildings, grounds, and equipment and exercises control over all real and personal property of the city.  Performs such other duties as required by law or ordinance, or as prescribed by the council.  

Appendix C               CITY OF _______

City of _______           JOB DESCRIPTION

Personnel Policies        FIRE CHIEF

APPOINTMENT     -  by City Council

SUPERVISOR      -  City Council

WAGE            -

WORKSITE        -  CITY OFFICE, CITY & ENVIRONS

HOURS OF WORK   -
monthly report at City Council meeting, required

CLASSIFICATION  -

MINIMUM QUALIFICATIONS
1.
Desire to do the work.

2.
Ability to work cooperatively with others with minimal supervision.

3.
Good physical health, ability to lift 70 pounds.

4.
Experienced in first aid, EMT training and certification preferred.

5.
Ability to prepare and carry out budgets, prepare reports, make materials and equipment inventories and orders.

6.
Experience with pumps, hoses, small engines required.

7.
Ability to attend periodic training sessions.

8.
Ability to supervise and work closely with subordinates.

JOB DESCRIPTION
Directs activities of the City Fire Department.  Supervises and coordinates activities of the Fire Department.  Directs training of personnel and administers laws and regulations affecting the Fire Department.  Evaluates fire prevention and fire control policies by keeping abreast of new methods and conducting studies of departmental options.  Supervises firefighters engaged in operation and maintenance of fire station and equipment.  Prepares fire protection plans for the City and environs.  Coordinates mutual fire protection plans with surrounding communities.  Surveys buildings, grounds and equipment to estimate needs of the department and prepare departmental budget.  Administers departmental budget.  Confers with officials and community groups and conducts public relations campaigns to present need for changes in laws and policies and to encourage fire prevention.  Investigates causes of fire and inspects buildings for fire hazards.  Assumes personal command at fires.  Responds to fire alarms and determines from observation nature and extent of fire, condition of building, danger to adjacent buildings, and source of water supply and directs fire fighting crews accordingly.  Trains firefighters in use of equipment and methods of extinguishing all types of fire.  Evaluates efficiency of personnel.  Compiles report of each fire call, listing location, type, probable cause, estimated damage and disposition.  May respond to emergency calls to render first aid.  Recommend corrective measures for fire hazards or safety violations to building owners.

Appendix C               CITY OF _______

City of _______           JOB DESCRIPTION

Personnel Policies     LIBRARY DIRECTOR

APPOINTMENT     -  by City Council

SUPERVISOR      -  City Clerk

WAGE            -  Range 4-6 (depending on experience)

WORKSITE        -  Library

HOURS OF WORK   -  M - F, 3 hours per day

CLASSIFICATION  -  Permanent Part Time

MINIMUM QUALIFICATIONS
1.
High School graduate, additional education and experience preferred.

2.
General knowledge of office, bookkeeping, library cataloging procedures required.

3.
Experience in dealing with the public.

4.
Ability to deal with State, federal, non-profit agencies.

5.
Ability to prepare and follow budgets.

6.
Ability to prepare grant applications, record and report grant expenditures.

7.
Ability to work with a minimum of supervision, prepare, manage and administer library programs.

JOB DUTIES
Plans and administers program of library services.  Submits recommendations on library policies and services to the City Council and implements policy decisions.  Analyzes, selects and executes recommendations of citizens and the City Council.  Prepares budget estimates and controls expenditures to administer approved budget.  Prepares orders for books and audio-visual materials.  Examines trade publications and materials and consults with others to select materials.  Examines and selects materials to be discarded, repaired, or replaced.  Provides library public relations services.  Maintains library collections of books, publications, documents, audio-visual and other materials and assists individuals and groups in locating and obtaining materials.  Furnishes information on library activities, rules and services.  Assembles and arranges displays of books and other library materials.  Answers correspondence regarding the library.  Prepares grant applications to federal, State and non-profit agencies, administers and accounts for grant expenditures.  May plan, direct and carry out special projects involving library promotion and outreach activity.  Manages library program for children.  Selects books and audio-visual materials of interest to children to be acquired by library.  Assists children in selecting and locating library materials.  Plans and conducts programs for children to encourage reading, viewing and listening and use of library materials and facilities.  Confers with teachers, parents and community groups to assist in developing programs to encourage and improve children's communication skills.  May prepare and direct activities for children such as story telling, book talks, puppet shows and film and multimedia events.

Appendix C                   CITY OF _______

City of _______                JOB DESCRIPTION

Personnel Policies   WATER & SEWER SYSTEM OPERATOR

APPOINTMENT     -  by City Council

SUPERVISOR      -  Mayor (and as delegated)

WAGE            -  

WORKSITE        -  All water & sewer related areas of city,

                   pump house

HOURS OF WORK   -  

CLASSIFICATION  -  Permanent Full Time

MINIMUM QUALIFICATIONS
1.
Desire to do the work.

2.
Ability to work with minimal supervision and carry out duties.

3.
Good physical health, ability to lift 70 pounds.

4.
Ability to work cooperatively with assisting agencies such as PHS, VSW.

5.
Ability to read and follow instructions from manuals, identify and order parts, materials and supplies.

6.
Experience with pumps, hoses, small engines preferred.

JOB DESCRIPTION
Work shall consist of maintenance and repair of the water and sewer system of the city including all existing and any future wells or water sources, water transmission or distribution lines, pump houses, treatment facilities, sewer lines, septic tanks, and sewage disposal facilities, etc.  Acceptable safe practices must be followed in the performance of all work.

The operator shall operate pumping equipment to transfer raw water to treatment plant or distribute processed water to residential, commercial and industrial establishments:  turns valves, pulls levers, and flips switches to operate and control pumps that transfer water from reservoirs or wells to the treatment plant, or to transfer processed water to consumers.  Reads flow meters and gauges to regulate equipment according to water consumption and demand.  Inspects equipment to detect malfunctions, such as pump leaks or worn bearings.  Repairs and lubricates equipment, using handtools.  Records data such as utilization of equipment, power consumption, and water output in log.

Controls treatment plant machines and equipment to purify and clarify water for human consumption and consumer use.  Operates and controls electric motors, pumps and valves to regulate flow of raw water into treatment plant.  Dumps specified amounts of chemicals, such as chlorine, ammonia, lime, and fluoride into water or adjusts automatic devices that admit specified amounts of chemicals into tanks to disinfect, deodorize, clarify and treat water.  Starts agitators to mix chemicals and allow impurities to settle to bottom of tank.  Turns valves to regulate water through filter beds to remove impurities.  Repairs and lubricates machines and equipment, using handtools and power tools.  Tests water samples to determine acidity, color and impurities.

City Clerk

Sort mail

Deal with customers

Phone

Minutes and miscellaneous typing

Filing

Monthly financial reports

Monthly rental bills

Grant Reports

Grant application

RS/MA

Payroll (input hours, print checks, figure tax deposit, quarterly reports, annual W-2s and W-3)

Attend council meetings and take minutes

Child support enform quest.

cross training

Budget preparation

Notices - meetings, elections, job postings, etc

Agenda and packets/distribution

Title 29 duties

Bookkeeper

Cash Receipts 

Dealingw/customers

Phone

Typing minutes

Pay bills

monthly financial reports

Reimbursements: Avec, VSW

Payroll (enter into quicken, make tax deposits

Attend council meetings and make monthly financial reports

Filing

Prepare monthly utility bills

