KODIAK CITY COUNCIL
WORK SESSION AGENDA
Tuesday, October 23, 2018

Kodiak Public Library Multi-Purpose Room
7:30 p.m.

Work sessions are informal meetings of the City Council where Councilmembers review the
upcoming regular meeting agenda packet and seek or receive information from staff. Although
additional items not listed on the work session agenda are sometimes discussed when introduced
by the Mayor, Council, or staff, no formal action is taken at work sessions and items that require
formal Council action are placed on a regular Council meeting agenda. Public comments at work
sessions are NOT considered part of the official record. Public comments intended for the “official
record” should be made at a regular City Council meeting.

Discussion Items

1. Public Comments (limited to 3 minutes)
2. Continued PRER REVIEW .......couiiiiiiiiiiiiiiiinieeieeetee ettt 1
3. Providence Land Acquisition / Fire Hall Property Discussion
4. Closure of Pillar Mountain Road for Winter Season (November 1 — April 15)
5. Elected Officials Training/Travel Requests
6. October 25, 2018, Agenda Packet Review

Items to Be Scheduled

1. Natives of Kodiak Utility Request Update
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CITY OF KODIAK
ORDINANCE NUMBER xxxx

AN ORDINANCE OF THE COUNCIL OF THE CITY OF KODIAK AMENDING
CHAPTERS 2, 3, 4,5, 6,7, 8,9, 10, 11, 12, 13, 14, 15, 16, 17, 18, AND 19 OF THE CITY
PERSONNEL RULES AND REGULATIONS; AMENDING THE DEFINITIONS IN THE
CITY PERSONNEL RULES AND REGULATIONS; AND AMENDING KODIAK CITY
CODE 2.08.065 DEPUTY CITY MANAGER-APPOINTMENT, POWERS, AND DUTIES

WHEREAS, per the Kodiak City Code, it is necessary to amend the Personnel Rules and
Regulations through an ordinance of the Council of the City of Kodiak; and

WHEREAS, the City has established the position of Deputy City Manager:; and

WHEREAS, the Deputy City Manager position has been clarified to provide consistency
in both the City Code and Personnel Rules and Requlations.

NOW, THEREFORE, BE IT ORDAINED by the Council of the City of Kodiak, Alaska,
as follows:

Section 1: The following sections in Chapter 2 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 2 of the Personnel Rules and Regulations is retained in its current form.

101 AUTHORITY

Mmber—?%él—ef—the—e&y—ef—léedmk—p&m*&m—te Personnel Rules and Requlatlons are

adopted by Ordinance and in compliance with Article 1V, Section 1 of the City Charter.

102 PURPOSE

It is the purpose of this manual to establish a system of uniform personnel policies and
procedures that shall improve the quality of personnel administration consistent with such
merit principles as:

(a) recruiting, selecting, and advancing employees on the basis of their relative ability,
knowledge, and skills including open consideration of qualified applicants for initial
appointment;

(b) providing equitable and adequate compensation;

(c) training employees, as needed, to assure high quality performance;

(d) retaining employees on the basis of the adequacy of their performance, correcting
inadequate performance, and separating employees whose inadequate performance
cannot be corrected,;

(e) assuring fair treatment of applicants and employees in selection, promotion, training,
and all other aspects of personnel administration without regard to political
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103

104

203

Ord

affiliation, race, color, religion, sex, national origin, gender—age, disability, genetic
information, or religious—ereed_any other protected class provided for in federal,
state, and local laws and with proper regard for their privacy; and

(F) assuring that employees are protected against coercion for political purposes and are
prohibited from using their official authority for the purpose of interfering with or
affecting the result of an election or a nomination for office.

SCOPE

The scope of this manual includes a compilation of policies and procedures for personnel
administration of all non-elected employees of the City, except the City Manager and
City Clerk if under agreement or other provisions approved by Council. (Ord. 1307,
2013; Ord. 1038, 1996)

AMENDMENTS

Amendments to this manual of personnel policies and procedures shall be made by
ordinance only. The pages so affected shall be typed by the City Clerk, upon passage of
each ordinance, and copies distributed to each employee for insertion and/or replacement
in their copies of the personnel regulations manual.

RESPONSIBILITY AND AUTHORITY

203.1 Personnel Board. The Personnel Board shall have the responsibility and authority to:
€)) elect a chairman at the time prescribed for the beginning of the term of a newly-
appointed member;
(b) meet as often as necessary to hear grievances filed by City employees (see
Section 904);
(© following the hearing of a grievance, render an advisory opinion based on its
findings to the City Manager, with a copy to the aggrieved employee;
(d) when requested by the City Manager, review and make recommendations on other
personnel issues; and
@) submit an annual report to the City Council.
(Ord. 958, 1993)

203.2 City Council. The City Council shall have overall responsibility and authority through
the City Manager for personnel matters including, but not limited to, the following:
(@) appoint members of the Personnel Board;
(b) assign such additional duties to the Personnel Board as it deems appropriate;
(c) approve the City's budget, including requests for personnel management funds; and
(d) approve, disapprove, or amend personnel policies and procedures.
(Ord. 958, 1993)

203.3 City Manager. The City Manager_or designee shall have the responsibility and
authority to:
(@) administer the personnel policies and procedures as approved by the City Council;
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(b)

(©)

establish and maintain records of all employees in the City service, which shall
include all pertinent personnel records (departments may retain copies of those
personnel records necessary to comply with regulatory agencies, but originals of all
records shall be maintained in the City Manager's office, and upon employee
termination, all departmental records shall be forwarded immediately to the primary
file);

administer the employee performance evaluation program, and advise and assist
employees, rating officers, and reviewing officers to assure that performance

(d)
0
(@)
(h)
(i)
)

(k)
0]

foster and develop, in cooperation with appointing authorities and others, programs
for the improvement of employees' effectiveness and productivity, including
training, safety, health, counseling, and welfare;

maintain the classification and pay plans;

administer the City's recruitment and selection program except for staff identified
below under heading 203.6 City Clerk; (Ord. 1090, 1999)

ensure asure uniformity in the application of discipline and processing of employee
grievances;

appoint and dismiss all employees under the department heads' jurisdiction other
than staff identified below under heading 203.6 City Clerk;

prepare and adopt such forms, reports, and procedures as may be necessary to carry
out the City's personnel program;

establish personnel policies and procedures where needed in—erder to ensure
consistency with state and federal requirements, and to provide a more precise and
consistent execution of the Personnel Rules and Regulations, and develop and
administer an affirmative action program to provide for equal opportunity in City
personnel administration;

appoint and dismiss all City personnel except those appointed by the Council as
stated in the Charter and those identified below under heading 203.6 City Clerk;
notwithstanding any of these policies and procedures may, in an emergency, request
interdepartmental assistance be provided; and see that adopted changes to the
Personnel Rules and Regulations ander changes to position descriptions are
distributed in writing to all affected employees in a timely manner.

(Ord. xxxx, 2018; Ord. 1322, 2014; Ord. 1307, 2013; Ord. 958, 1993)
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authority-to-

——203.4 Deputy City Manager. Fhe-Deputy-City-Manager-shal-have-the responsibility-and

(a) There shall be a deputy city manager who shall be appointed for an indefinite term by the city
manager.

(b) The deputy city manager shall:

(1) Serve as the deputy chief administrative officer who reports to the city manager;

(2) Assist the city manager in providing administrative oversight of daily operations of the
city, ensuring implementation of and adherence to policies;

(3) Ensure organizational compliance with applicable laws, codes, requlations and standards
and provide direct management and oversight of assigned functional areas;

(4) Assist the city manager in administering the city’s human resources program;

(5) Assist department heads and the City Manager in making hiring, dismissal, and
disciplinary recommendations;

(6) Provide oversight and participate in the development and implementation of short and
long range strategic plans, programs, policies and procedures for the city;

(7) Research, analyze, prepare and present management studies, reports, plans, resolutions,
ordinances and other information as directed by the city manager;

(8) Manage and participate in project activities as assigned by the city manager; and

(9) Perform functions of the city manager and other duties when assigned.
(Ord. xxxx, 2018; Ord. 1322 82, 2014)

203.5 Department Heads. Department heads shall have the responsibility and authority to:
(@) enforce the Personnel Rules and Regulations;
(b) keep employees in their departments informed of current personnel policies and
procedures;
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(©
(d)

(e)
(f)
(9)

(h)

participate in the grievance procedures as specified (see Chapter 9);

if approved by the City Manager, appoint employees to vacant positions within their
respective departments in accordance with established personnel rules, and
procedures;

develop training programs for employees within their respective departments;

under the supervision of the City Manager, administer discipline within their
respective departments;

conduct orientation for all new employees in their departments, and have issued to
each a-cepy-ef the current personnel regulations and position description whieh- that
outlines job duties; suehthe orientation shall include topics such as introductions to
fellow workers, work standards, safety regulations, break periods, supplies, etc.;
and

under the direct supervision of the City Manager, be involved in the appointment or

dismissal of departmental employees-under-the-department-head'sjurisdiction.

(Ord. xxxx, 2018; Ord. 1322, §2, 2014; Ord. 1307, 2013)

203.6 City Clerk. As the head of the Clerk’s department, the City Clerk shall have the
responsibility and authority for all personnel matters pertaining to employees in the Clerk’s
department, including te:

(a)
(b)

()
(d)

(€)
(f)

(@)

(h)
(i)

enforce the Personnel Rules and Regulations;

keep employees in the Clerk's department informed of current personnel policies
and procedures;

participate in the grievance procedures as specified (see Chapter 9);

recruit and appoint employees to vacant positions within the Clerk's department in
accordance with established personnel rules and procedures;

develop training programs for employees within the Clerk's department;

administer discipline within the Clerk's department and delegate such authority to
supervisory personnel as deemed appropriate;

conduct orientation for all new employees, and have issued to each a copy of
current personnel regulations and position description which outlines job duties;
such orientation shall include introductions to fellow workers, work standards,
safety regulations, break periods, supplies, etc.;

exercise -have discipline and dismissal authority over al-employees in the Clerk's
department;

classify positions in the Clerk’s department, subject to approval of the City Council.

(Ord. xxxx, 2018; Ord. 1322, 82, 2014; Ord. 1268(SUB) 83, 2013; Ord. 1090, 1999)

203.7 Supervisory Personnel. Supervisory personnel shall have the responsibility to:

(a)
(b)

(©)
(d)

(€)

implement personnel policies, rules and regulations in the units under their
supervision;

supervise the administration of discipline to employees under their supervision and
recommend dismissal termination when appropriate (see Sections 708 and 1303);
train new employees and participate in the development of other employees;
evaluate employee performance and participate in the development of position
descriptions (see Chapter 7); and

participate in the grievance procedures as specified (see Chapter 9).
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(Ord. 1322, 82, 2014; Ord.1307, 2013)

203.8 All Employees. Employees of the City shall receive be-presented-with; and sign for; a
copy of the personnel rules in effect on the hiring date, and subsegquently shall have the
responsibility to:

(@) read and understand these rules and ask the immediate supervisor to explain these
rules if questions arise;

(b) understand the function of the department assigned and how that function relates to
the total mission of the City and all of its departments;

(c) discuss with the immediate supervisor any questions relating to the interpretation or
application of these rules either informally or formally through the grievance
procedure;

(d) bring to the attention of the immediate supervisor any change in duties as outlined
in the position description form given to the employee at hiring;

(e) submit in writing recommended changes to the rules through the appropriate
supervisory channels to the City Manager; and

(FH aH-employeesshal have access to their personnel files.
| (Ord. xxxx, 2018; Ord. 1322 82, 2014; Ord. 1307, 2013; Ord. 958, 1993)

Section 2: The following sections in Chapter 3 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 3 of the Personnel Rules and Regulations is retained in its current form.

302 PURPOSE OF THE CLASSIFICATION PLAN

The Classification Plan is a management tool that consistently facilitates pay determination
decisions with regard to the mission, philosophy, and needs of the organization. It is critical
to the effective administration of personnel activities such as:
| (@) workforce manpewer planning and budgeting;
(b) establishing job performance standards; and
(c) establishing fair and equitable pay.
| (Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038 §3, 1996)

303 DEVELOPMENT AND ADMINISTRATION

The City Manager shall have authority for the overall administration of the classification plan
except for staff identified under the heading 203.6 City Clerk.
(Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1268(SUB) 84, 2013; Ord. 1090, 1999)

303.1 Allocation of Positions. The City Manager shall analyze and evaluate the duties,
responsibilities and qualifications required of each position in the classified service and then
allocate each position to the appropriate band, grade, and sub-grade. Any employee who is
| dissatisfied with the allocation of his- their position may -shal-be-given-the-oppertunity-to
appeal the allocation.
| (Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038 §4, 1996)
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303.2 Maintenance of the Classification Plan. The City Manager shall periodically review
the entire classification plan or any part thereof. The purpose of such review shall be:

(a) to ascertain whether er-net the plan accurately reflects existing conditions;

(b) to determine the accuracy of position specifications; and

(c) toassure that positions are properly graded.
The City Manager shall recommend to the Council updates to ehanges—needed—in—the
classification plan to-the-Ceuncil-as needed to-keep-it-up-to-date.
(Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038 84, 1996)

303.3 Position Descriptions. Position descriptions shall be developed and finalized by the
City Manager and supplied to City departments for all authorized positions.

303.4 New Positions. When a new position is proposed, the department head shall be
reguired—to—provide the City Manager with a written proposal to include with—finanetal
information-on the cost to fill the proposed sueh-a position. The City Manager-—#e shall
determine the proper band, grade, and sub-grade, and prepare-a-rew develop a corresponding

position description,-H-an-appropriate-description-dees-not-exist.
(Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038 84, 1996)

303.5 Reorganization of Department. Whenever reorganization of a department or action
of the City Council causes the duties of a position to change or a position appears to have
been incorrectly allocated the City Manager shall, at the request of the department head or a
regular employee affected by the reclassification, investigate the duties of the position in
question. After conferring with department officials and the employee involved, and
reviewing all relevant data, the City Manager shall recommend to the Council any major
reclassification of the position to the appropriate salary grade. Reclassification shall not be
used to avoid the provisions of the personnel rules dealing with layoffs, demotions,
promotions, or dismissals.

(Ord. 1038 84, 1996)

303.6 Position Review. Each position in the City service shall be reviewed by the City
Manager at intervals to ascertain whether it |s correctly C|aSSIerd When—a—mwew—nces&l%s—m—a

(Ord Xxxx, 2018; Ord 1307 2013; Ord 1275 2010)

303.7 Effective Date of Change. Classification changes shall take beceme effective on the
effective date of the enacting ordinance.
(Ord. xxxx, 2018; Ord. 1307, 2013)

Section 3: The following sections in Chapter 4 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 4 of the Personnel Rules and Regulations is retained in its current form.
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401 PAY PLAN

The pay plan shall include schedules of pay for twenty pay bands, grades, and sub-grades
from-All-through-E84, each with a minimum—midpoint—and-maximum rate of pay for all
positions in the classified service. The objectives of the pay plan shall be to:
(@) provide an appropriate salary structure to recruit and retain an adequate number of
competent employees; and
(b) provide appropriate pay incentives for high employee productivity.
| (Ord. xxxx, 2018; Ord. 1322 83, 2014; Ord. 1307, 2013; Ord. 1038, 1996)

405 ENTRANCE PAY RATE

The entrance pay rate for regular full- and part-time employees shall be the minimum rate in
the corresponding band and grade for the position. At the City Manager’s discretion,
advertising and hiring for positions above the minimum rate of the corresponding band and
grade for such positions may occur. Approval of appointments above the minimum pay rate
may be granted only when a recommended applicant exceeds the minimum requirements for
the position with regard to directly related education and/or experience. In such instances, the
department head shall provide a written hiring recommendation to the City Manager, i
WHHHg—documentmg the apphcant s quahﬁcatlons for a hlgher startlng pay rate. H—he

elepartmem—head—leveL The pay rate for temporary employees shaII be the minimum p0|nt for
| the appropriate band and grade of the position in which the temporary worker is being-hired.
All temporary appointments are subject to the approval of the City Manager.
| (Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038, 1996)

406 MERIT STEP INCREASE

406.1 Regular Merit Step Increases. Regular full-time employees will be eligible for an
| annual merit increase based on satisfactory performance on their anniversary date of 2-
2.5%, or as authorized in the adopted fiscal year budget. An employee who has
transferred or been promoted to a new position must serve a probationary period and will
be eligible for a merit based increase on the anniversary date in the new position. If a
| department head feels-finds that an employee has not demonstrated satisfactory service of
a progressively greater value to the City during the annual performance review period,
the department head may, upon approval of the City Manager, suspend the merit step
increase for a period of time during which certain specific improvements must be made.
| Notice of such deferral and reasons for it shall be given to the employee in writing prier
te_before the end of the anniversary year. The suspended step increase may be approved
at any time during the extended period if the department head believes the employee has
| achieved satisfactory improvement and the City Manager agrees. Fhe- A suspended merit
step increase is not retroactive when finally given (see Section 705).
(Ord. 1307, 2013)

406.2 Special Merit Increase. A sSpecial mMerit iincrease may be granted to an
employee for outstanding performance in recognition of extraordinary service to the City of
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Kodiak and/or its residents outside the employee’s normal or expected job duties, when

documented in Wntlnq bv theHLthe employee’s department head and approved by the Cltv

nermal—er—e*peeted—mbdaﬂe& Addltlonallv emplovees WI|| be ellouble for speC|aI mMent

iHincreases when they receive eligible certifications and/or gualifications.— A list of these
such eligible certifications and qualifications will be maintained by the Human Resource
office and reviewed and approved annually by the City Manager.

(Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1061, 1998)

407 REGULAR PART-TIME EMPLOYMENT

Regular part-time employees shall be compensated on an hourly basis equivalent to the
hourly rate established for regular full-time employment for the actual number of hours
worked in each period. Appeintment-_A Part-time employee shall be in probationary status

until the employee has worked a total of 1,040 hours—er—the—eguivalent—number—of
probationary-hours-for that position-have-been-worked.

A merit step increase shall be awarded (if performance is satisfactory) when hours worked
have a cumulative total equivalent to the intervals listed in Section 406.1, based on an
equivalence of 2,080 to a full-time employment year. If work performance is unsatisfactory,
management shall take action as described in Section 406.

(Ord. 1307, 2013; Ord. 1038, 1996; Ord. 1008, 1995)

408 TEMPORARY EMPLOYMENT

Temporary employment is for short--term periods, not to exceed six {6}-months, or for work
on an irregular basis. A person appointed to a temporary position or hired temporarily to
replace an absent employee, is not eligible for any fringe-benefits and the Personnel Rules

and Requlatlons do not apply to temporary emplovees Probationary-periods-shall-not-be

( Ord XXXX, 2018)

409 PAY RATE ADJUSTMENTS

The following personnel actions shall affect the pay status of an employee in the manner
described.

409.1 Transfers. When an employee is transferred from one position to another in the same
band and grade in which the employee has never held regular status, the City Manager will

decide probationary status and-step-placement.
(Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038, 1996)
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409.2 Promotion. When an employee is promoted from one position to another having a
higher salary band and grade, the employee shall receive 5% an-increase in pay ef-net-less
than-5%. If the employee's current rate of pay is below the minimum for the higher salary
grade, the pay shall be increased 5% or the minimum of the higher salary band and grade,
whichever is greater. If the employee's current rate of pay falls within the matrix of the
higher salary grade, the pay shall be increased 5% above the current pay rate. The
anniversary date shall change to the effective date of promotion.

(Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038, 1996)

409.3 Demotion and Demotion for Cause.

(@) When an employee is demoted for administrative purposes, the department head
will work with the City Manager to decide probationary and pay status and-step
placement.

(b) When an employee is demoted for cause, the City Manager will decide
probationary and pay status and-step-placement.

(c) When an employee accepts a voluntary demotion, the employee’s pay will be

adjusted according to the band and grade for the new position.

(Ord. xxxx, 2018)

409.4 Reinstatement.

(a) Reinstatement of regular ful-time-employees who have resigned: no preferential pay
treatment will be given to reinstated employees. The principles of job classification
and equal pay for equal work which includes work experience, shall apply as if to a
new employee.

(b) Resignations of a special nature such as, but not limited to, family illness or
education leave (up to two {2)-years with prior approval of the City Manager) have
reinstatement rights according to arrangements in writing at the time of resignation,
and if the position is available. Probationary periods will apply as described in
Section 606.3.

409.5 Reinstatement of Veteran. A regular ful-time-City employee who returns from
m|I|tary Ieave shall be reappomted in accordance W|th the—Unned%tafees—Gede—AFmetated

Separaﬂen—ﬁreméennee—(a)—(b}-(c—)—éf}—and—(g} the Un|formed Serwces Employment and

Reemployment Rights Act of 1994 (“USERRA™), 38 U.S.C. 4301 et seq. If the return is in
accordance with USERRA —the—Act, the employee is entitled to reinstatement into the
position held prierte before military leave, or into one as nearly like it as possible.

409.6 Layoff. When a regular full-time-employee following layoff is re-employed in the
same position from which the layoff occurred, re-employment shall be in the same pay status
step-occupied at the time of layoff. When the employee is re-employed in a position having
with a different salary band and grade, the rate of pay shall be assigned accordingly.

(Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038, 1996)

410 COMPENSATION DURING TEMPORARY ASSIGNMENT
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411

A regular ful-time employee who is temporarily assigned to a position with a higher paid
band and grade for a period of fifteen{15} calendar days or more shall be granted a five(5%j}
pereent pay increase for the full period worked in the temporary assignment. A regular full-
time employee who is temporarily assigned to a position with a lower pay band and grade for
any period shall not receive a reduction in pay. No temporary assignment shall exceed six {6}
months.

(Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1008, 1995)

HOURS OF WORK

Unless a different schedule is established in accordance with the second paragraph of this
section, regular working hours of City employees shall consist of 40 hours a week on a
consistent schedule. The standard work week shall consist of the period from midnight
Sunday to the following midnight Sunday. The standard work day shall consist of the period
from midnight to midnight. Unless otherwise provided, the hours of regular employment for
City employees shall be from 8 a.m. to 5 p.m., with an hour for lunch. For absence from an
employee’s regular work duties for training purposes, see Subsection 1014.3. For Fire
Department employees working the platoon system see Subsection 1605(a).

Different schedules may be established and altered by department heads with approval of the
City Manager. Temporary shifting of employees' working hours and/or locations to meet
routine needs shall be done as necessary and approved by the department head. The
department head will inform the employee of shift changes at least one week prier-_in
advance; provided that— in unforeseen or unavoidable circumstances, the department head
may informing employees of upcoming changes may-oeeeurless than one week prierto

before their-new-shift change. —erasfarin-advance-aspossible:
(Ord. xxxx, 2018; Ord. 1061, 1998; Ord. 804, 1987)

OVERTIME

An employee classified as non-exempt under the federal Fair Labor Standards Act, 29 USC
8201 et seq., shall be paid for overtime hours as provided in Section 412.1. Hours not worked
during a City holiday, or while an employee is on annual leave or sick leave, are not
considered hours worked for the purpose of determining whether the employee is entitled to
overtime pay. All overtime worked must have the approval of the department head pHer—te
before its performance e Ay

pard—m—aeee@anee—wth—appheable—state—epfedetal—laws #eme#gehey—evemme—rs—wepked—the
department head shall see that it is accurately and timely recorded. Emergency overtime

constitutes emergency call-outs that occur outside normally-scheduled shift hours due to critical
life, health, safety, and/or asset protection issues that require a physical response to a scene and
must be addressed immediately. Any such emergency call-outs— will result in a mandatory
minimum of two hours of overtime pay. If an employee is called back a second time while still
being paid under the minimum call back, the employee will not be entitled to additional
compensation until the minimum call back time has been completed.
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All overtime records are subject to review by the City Manager. Overtime shall be scheduled
as fairly and equally as practical among employees, based first on qualifications to perform
the work and, secondly, on seniority.

(Ord. xxxx, 2018; Ord. 1275, 2010; Ord. 1061, 1998; Ord. 869, 1989)

412.1 Overtime Pay. An employee shall receive overtime pay as follows:

(a) except as provided in (b) and (c) below, an employee is paid at one and one-half
times the employee’s regular pay rate for hours worked in excess of forty(40) hours
in a standard work week, or in excess of eight {8}-hours in a standard work day, as
each is defined in Section 411;

(b) —while working in the Fire Department platoon system under Section 1605, an
employee will receive overtime pay only as provided in subsection 1605(c); and

(c) an employee is paid for hours worked on a City holiday only as provided in Section
412.2, “Holiday Pay.”

(Ord. 1275, 2010)

412.2 Holiday Pay. For purposes of calculating compensation, a holiday is an eight {8}-hour
period. All regular employees shall receive eight {8)-hours of regular pay for each day
designated a holiday by the City and shall, in addition, be compensated for all hours of
scheduled and unscheduled work on a holiday, at their regular rate of pay (see Chapter 12).
(For application to Fire Department platoon system, see Section 1604.)

412.3 Exceptions for Shift Rotation. An exception to overtime pay for work over eight
hours in a twenty-four{24) hour period is that no overtime will be paid for shift rotation,
provided the employee has had there-has-been-time-off-of-at least twehve{12} hours off work
between the shifts.

412 .4 shift Differential.
(a) "Shifts" apply only to those departments that work "around the clock™ or twenty-four
——(243 hours a day.
(b) For shifts that are normally scheduled to be eight hours per day, the term "swing
shift" is hours worked between 4:01 p.m. and 12:00 a.m.defined-as-ene-that-starts

between-12:01-p-m—and—7p-m. The term "graveyard shift" is hours worked between

12:01 a.m. and 8:00 a.m. defined-as-one-thatstarts-between 701 p-m—and-5am. The
term "regular shift" is hours worked between 8:00 a.m. and 4 p.m.defined-as-one-that

e
(c) For shifts that are normally scheduled to be twelve hours per day, the term
"overnight shift" is_hours worked between 6:00 p.m. and 6:00 a.m. -defined-as-one

that-starts-between-5:01p-m-—and-5:00-a-m. The term "regular shift" is hours worked

between 6 a.m. and 6 p.m.defined-as-one-thatstartsbetween-5:01a-m—and-5:00-p-m.
(d) Fhe-An employee who works the-a swing shift shall receive four{(4)percentd%

additional pay, plus-te the regular salary, for the hours worked on swing shift.

——(e)Fhe—An_employee who works the—an overnight shift shall receive five—(5)
percent5% additional pay, plus te—the regular salary, for the hours worked on
overnight shift.
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(F) Fhe-An employee who works the-a graveyard shift shall receive six{6)}-percent6%
additional pay, plus te-the regular salary, for the hours worked on graveyard shift.

(9) For twenty-feur{24) hour shifts (platoon system) see Chapter 16.

(Ord. 1082, 1998)

413 CHANGING PAY GRADE ASSIGNMENTS

When a position is re-evaluated and changed to a different band and grade, the base rate of
employees occupying positions of that salary grade shall be adjusted as follows:

413.1 Reclassified to Higher Grade. If the position is re-evaluated and assigned to a higher
salary grade, all employees in positions affected shall have their base rates increased 2.5% or

the minimum of the new band and grade placed—at-thefirst-step—ef-the-higher—grade;
whichever is greaternotto-exceed-the-maximum-of the-new band-and-grade.

414 RETIREMENT

The City has in effect a retirement plan for all eligible City employees as set forth under-by
City Council Resolution Number11-—70.

415 INSURANCE AND MEDICAL BENEFITS

415.1 Group Life Insurance. The City of Kodiak will pay all City group life insurance
premiums for its regularfuH-time employees working 30 or more hours per week.

415.2 Group Health Insurance. The City of Kodiak will pay City group health insurance
premiums for its regular—fuH-time employees working 30 or more hours per week at the

coverage costs |n effect July 1 each year as prowded for in the adopted budget

replaced by Ord. 1061 1998 Ord 959 1993 Ord 931 1992)
416 EFFECTIVE DATE OF CHANGES IN PAY
Effective date of personnel actions implementing classification, reclassification, regular

and special merit increases, promotions, demotions, and reinstatements shall be the
effective date of change. Nothing in this section shall prohibit retroactive pay approved
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417

by Council, or required because of administrative oversight or error and approved by the

City Manager.
(Ord. 1061, 1998; Ord. 1024 §2, 1996.)

STAND-BY DUTY

See-Subsection—1605(d). Any -non-exempt employee who is assigned standby duty status
before any scheduled rormal-shift day-shall be paid at a rate equal to five{-5)pereent% of
the employee’s base hourly rate for every hour of such assigned standby duty. Standby pay
will not be paid for regular hours worked, overtime, or call-out hours. Notwithstanding such
standby pay, the paymentofcompensationsfortime spent on standby duty status, such-thme
shall not be treated as hours worked within the meaning of the Fair Labor Standards Act and
the associated regulations. (Ord. xxxx, 2018)

Section 4: The following sections in Chapter 5 of the Personnel Rules and Regulations are

501

502

503

Ord

amended or enacted as set forth below. Except as it is amended by this section,
Chapter 5 of the Personnel Rules and Regulations is retained in its current form.

POLICY

It shall-beis the policy of the City of Kodiak to recruit and select the most qualified persons
for positions in the City's service. To ensure that the policy is carried out, it shall be the
responsibility of the City Manager_(or, for staff identified in Section 203.6, the City Clerk)
to:
(@) conduct recruitment and selection in—an—affirmative—manner to ensure open
competition;
(b) provide equal employment opportunity;
(c) prohibit discrimination because of race, age, politics, religion, gender, national
origin, mental or physical handicap, color, marital status, changes in marital status,
pregnancy, parenthood, or any other non-merit factors; and
(d) give preference to local hire when legally permissible everpossible.
a N alTala' 0 -/ a)

(Ord. xxxx, 2018; Ord. 1090, 1999)

RECRUITMENT

The City Manager shall develop and conduct an active recruitment program designed to meet
current and projected staffing -manpewer needs. Recruitment will be tailored to the varieus
salary grades of positions to be filled, and will be directed to all sources likely to yield
qualified candidates.

(Ord. xxxx, 2018; Ord. 1038, 1996)

JOB ANNOUNCEMENTS AND PUBLICITY

inance No. XxXxX
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| Ir—orderte With the goal of attracting an adequate number of candidates for present or
anticipated vacancies and to permit successful competition with other employers, the City
Manager will issue job announcements and otherwise publicize vacancies. Job

| announcements-shall-be-made-clearandreadable—TFhey Job announcements shall include the
job title, salary range, job qualification requirements, and examination information (including
the time, place, manner of completing applications, and other pertinent information).

| Publicity for job vacancies shall be conducted for a sufficient period of time to einsure
reasonable opportunity for persons to apply and be considered for employment. In any event,
job vacancies shall be formally announced and posted on one or more public bulletin boards

| maintained by the City at least ten—10)} working days prier—te before the closing date for
filing applications. The City Manager may also initiate continuous recruitment programs for
any-rumber-ef-positions as appropriate. All job announcements shall be publicized first to all
City employees at least five {5} working days prierte _before being advertised publicly. If, in
the judgment of the City Manager, an adequate number of candidates have applied for a

| given vacancy priortoe before expiration of the period within which the job announcement is
publicized first to all City employees, the vacancy shall be posted on one or more public
bulletin boards maintained by the City, but need not be advertised through local newspapers
or other public media. Nothing in this section shall be interpreted as limiting the City
Manager's discretion or authority to advertise job vacancies in such public media as deemed
appropriate, however. Furthermore, if, after expiration of the deadline for the submission of
applications for any vacancy, the City Manager determines that it would be in the City's best
interest to re-advertise the vacancy and extend the application period, the City Manager may
do so. In such an event, the position need not be re-publicized first only to City employees
and it shall be advertised through one or more local newspapers, and such other public media

| as the City Manager selects (see Section 603). (Ord. xxxx, 2018; Ord. 1038, 1996: Ord. 834,
1988)

| 504 APPLICATION FORM

All applications for employment shall be made on forms prescribed by the City Manager.
Such forms shall require background information to include training, experience, and other
pertinent information. All applications must be signed, and accompanied by aII requested
supporting documentation. may-bereguested:

statements: The application shall state that the applicant understands that the signature
constitutes certification of the accuracy of all information provided in the application, and
false or misleading statements or information may result in rejection of the application or
dismissal. Application forms shall comply with Equal Employment Opportunity Commission
regulations.

| (Ord. xxxx, 2018)
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Section 5: The following sections in Chapter 6 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 6 of the Personnel Rules and Regulations is retained in its current form.
601 DEVELOPMENT EVALUATION CRITERIA

| The City Manager, or for staff identified in Section 203.6, the City Clerk, shall be

responsible for developing realistic job-related evaluation criteria, in addition to the
reguirements-criteria listed in Section 602, to provide a basis for determining a candidate's
potentlal for successful er—hrghly—sueeess#ul—performance in the posmon Qﬂee—estabmhed

| (Ord. xxxx, 2018; Ord. 1090, 1999)

602 MINIMUM EVALUATION CRITERIA

All of the following methods, and any designated by the City Manager as—deseribed—in
pursuant to Section 601, will be used in making meaningful distinctions among candidates:
(a) evaluation of training and experience;
(b) supervisory appraisals of performance and assessments of employee potential;
(c) written and/or performance tests, if applicable;
(d) awards presented to employees; and
| (e) self-development efforts ef-employees—whichthat are job related and enhance the
employee's potential.
Supervisory appraisals of performance will be obtained for all candidates, if they can be
obtained in a timely manner. All applicants will be ranked according to the following
categories:
(@) ineligible;
(b) _qualified; and
(c) best qualified. Best qualified will-consist-ef are candidates who rank at the top when
compared with other eligible candidates.

Normally, three to five of the best qualified group will be referred to the appointed selecting
official. The selecting official will not refuse to make selections from this list without
justifying such actions, indicating specific reasons for non-selection for each referred
candidate. Each—candidate'sThe justification for selecting or not selecting each candidate
actions-shall be kept-available for inspection and/or duplication, for a-period-which-need-net
exeeed-thirty{ up to 30} days, +rafHekeptin the City Manager's office. Each candidate will
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onhby-be able to review thei—his only that candidate’s own such justification-actiens. All
applicants shall be notified by the City of selection or non-selection within five {5} working
days, if possible, after the decision has been made.

Upon the non-selection of all qualified applicants, the City Manager may decide to re-
advertise or hold the position open for an indefinite time.

604 METHOD OF RATING

In all selection procedures, the minimum ratings with which eligibility may be achieved shall
be set by the City Manager. A minimum or passing rating shall be established for all devices
used in the selection process. The final rating shall be determined for applicants with passing
ratings in accordance with the weight established for each device as eentained-set out in the
job announcement.

605 RE-EMPLOYMENT LISTS

A Regular-regular employees who is are involuntarily separated from the City service; as a
result of layoff er+eduction-in-force—shall be placed on a re-employment list for two years

for the position they employee occupied at the time of separation. The order of Names-names
shaH-be-placed-on re-employment lists based.aH-otherthings-being-equak- shall be governed
flrst epr_b)Lperformance and secondly on _)Llength of classmed service Wlth the City. Fhe

(Ord. 1038, 1996)

606 PROBATIONARY PERIOD

All employees, upon hiring, promotion, or demotion, shall serve a probationary period of at
least six {6)-months, but no more than twehse—(12} months. Under unusual circumstances,
exceptions may be authorized by the City Manager. If an employee takes leave without pay
during the probationary period, the probationary period shall be extended by the length of
leave without pay. Probationary employees must ebtain—receive at least a satisfactory
performance rating at the completion of their probationary period in order to ebtain-attain
regular status. New hires, not including promoted employees in probationary status, may be
terminated-_dismissed at any time during their probationary period; Section 1307 does not

apply to any such dismissal with-re-recourse-to-the-grievance-procedure.
(Ord. xxxx, 2018; Ord. 1008, 1995)

606.1 Promoted Employee Probationary. When it becomes clear that a regular ful-—er
part-time-employee serving a promotional probationary period is not performing adequately,
the department head, in consultation wil-werk-r-conjunetion-with the City Manager, will te
inform the employee in writing of the performance issues. If demotion is found to be
necessaryappropriate, the employee shall be demoted to a position in the previously held
band and grade, and the employee’s anniversary date shall remain unaffected;; and-the_such
as demotion shall not be grieveable._If no such position is available when it becomes clear
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that such promoted employee is not performing adequately, the employee may be treated as a
post-probationary employee, including dismissal.

606.2 Demoted Employee Probationary. When a regular full-—er—part-time-employee is
demoted to a position where regular status was held previously, the employee returns to the
pay status step—previously held and no probationary period will be served. Where an
employee is demoted to a position not held before, the department head shall decide subject
to approval of the City Manager whether a probationary period shall be served. The
employee eeneerned—shall be notified in writing whether the appointment will be
probationary ef-the-decision—n—writing,—before demotion is—aecomphished_occurs, and in
either case the employee’s anniversary date shall remain unaffected; such decision whether to
make a demotion appointment -and-the-probationary demetien-is not grieveable.

(Ord. xxxx, 2018)

606.3 Reinstated Employee Probationary. A regular ful-time-employee reinstated within
two years ef-after separation may not be required to serve a probationary period unless
rehired into a different position than previously served, or unless the employee did not
complete the earlier previous-probationary period was-rot-eompleted in the position.

(Ord. 1307, 2013; Ord.1038, 1996)

606.4 Regular Part-Time Probationary. See statement in Section 407.

607 TEMPORARY EMPLOYMENT

Temporary employment may-_does not be-counted toward a probationary period, and is not s
nor shall time be credited fersuch as time in service toward anniversary length of service
dates, if temporary employees are later appointed to regular ful-—or—part-time—positions.
Persons serving in temporary positions shall not be considered as-ehgible-internal candidates
when applying for a regular full- or part-time position. However, time served in a temporary
capacity may be-counted toward experience requirements in minimum qualifications for the
a position-concerned.

(Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038, 1996)

608 EMERGENCY EMPLOYMENT

Emergency employment, not to exceed thirty{30} calendar days, may be authorized by the
City Manager without recourse to usual hiring procedures. Such appointments shall be made
only in case of an unforeseen emergency and when necessary to prevent impairment of City
services. Emergency hires are not entitled to any fringe-benefits.

Section 6: The following sections in Chapter 7 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 7 of the Personnel Rules and Regulations is retained in its current form.

701 PURPOSE
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The primary-purpose-of-the employee performance evaluation program for regular fuH-—and
part-time-employees is intended to inform employees how well they are performing and to
provide direction or advice on how work performance can be improved or corrected.
Performance evaluations shall also be considered in decisions affecting salary advancement,
promotions, demotions, dismissals, orders of layoff, orders of re-employment, placements,
and training needs.

(Ord. xxxx, 2018; Ord. 1307, 2013)

702 PERIODS OF EVALUATION

Each regular employee in the classified service shall have performance evaluated at the
following periods.

702.1 End of Probationary Period. Each regular employee shall be evaluated
approximately ten—10} days prier—te-the before eempletion-completing ef-the probationary
period. The employee must have- receive an overall evaluation of at least “satisfactory” in
order-tebefore becominge a classified employee (see also Section 406).

702.2 Annual. Each regular employee shall receive an annual performance evaluation
approximately one {4}-month prierte before the date of each potential merit step increase as
scheduled in Subsection 406.1.

702.3 Special. A special performance evaluation shall be completed whenever:

(@) there is a significant change either upward or downward in the employee's
performance; and

(b) a supervisor permanenthy-leaves their his position. The supervisor shall complete a
performance report on each employee under their his supervision who has not been
evaluated within six {6} months priorto _before the date the supervisor is to leave
their his position.

(Ord. xxxx, 2018)

703 PERFORMANCE EVALUATORS

703.1 Rating Officer. The rating officer shaH-beis the employee's direct supervisor and wiH
must have supervised the employee for not less than six {6}-months. The rating officer shall
be responsible for completing a performance evaluation report, which shall be reviewed and
approved by the department head and City Manager or designee at the time prescribed for
each employee supervised.

703.2 Review Officer. The reviewing officer shall be the rating officer's immediate
supervisor or department head. The reviewing officer shall review the draft performance
evaluation report before the report is sent to the City Manager and before it is presented to
the employee. The reviewing officer shall consider the performance evaluations completed
by the rating officer when evaluating the rating officer's performance.
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In-the-case-where When the rating officer is the department head, the reviewing officer shall
be the City Manager. in-the-case-whereWhen the City Manager or City Clerk is the rating
officer, there shall be no review.

(Ord. 1307, 2013; Ord. 1090, 1999)

704 REVIEW OF PERFORMANCE REPORT

The rating officer shall discuss the performance evaluation report with the employee before
| the report is made part of the employee's permanent-recordpersonnel file. If the rating officer

plans to recommend the denial of a merit step increase the report must be discussed and
| approved with the reviewing officer and the City Manager prier—te_before review with the

employee (see Section 406).

(Ord. 1307, 2013)

705 UNSATISFACTORY EVALUATION

| A regular employee who receives an overall rating of "unsatisfactory” on thei annual
evaluation shall not be eligible to receive a merit step increase until the employee
| successfully completes the assigned performance improvement plan- (see Section 406).
(Ord. 1307, 2013)

706 EMPLOYEE APPEAL PROCEDURE

| Performance evaluations are not grieveable.
(Ord. 1307, 2013)

707 KNOWLEDGE OF DISCIPLINARY ACTION REGULATIONS

All employees shaII be mformed of standards of performance and persenal—conduct as well

3 with-the various
provrsrons ef— for drscrplrnary—aenen—regeianense All regular city employees shall be
ghvenreceive a copy of the updated Personnel Rules & Regulations. A copy is always
available in the Human Resource Manager’s office and the City Clerk’s office {see-Sections

LhE e o 2
| (Ord. xxxx, 2018; Ord. 1307, 2013)

708 DISCIPLINARY ACTION PROCEBURE

Whenever possible, disciplinary actions shall be a progressive system to maximize the
opportunity for employees to correct adverse, incorrect, or inappropriate conduct and
performance. Examples of behaviors and actions warranting disciplinary actions include but
are not limited to: any conduct detrimental to the best interests of the City; inefficiency or
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unwillingness to perform duties; tardiness or absenteeism; neglect or failure to perform duties
at an acceptable level of performance; insubordination; dishonesty, theft, or falsification of
any report, record, or document; assault, fighting, threats, or horseplay; sleeping on the job or
taking unauthorized breaks; possession or use of intoxicants or illegal drugs while on duty;
conviction of a felony for a crime that is job-related; reckless or willful damage to or loss of
City property; violation of departmental rules of conduct or safety regulations; disrespectful
conduct toward the public, or use of profane, abusive, or threatening language toward
coworkers; sexual harassment; the use of racial or sexual slurs or innuendoes; and any other
conduct that reasonably justifyies the proposed form of discipline, up to and including
dismissal.

When an employee’s department head or supervisor determines disciplinary action is
necessary for any employee, the department head or supervisor may begin discipline at any
of the steps listed below. Steps 1 and 2 may be completed entirely within the department;
steps 3 through 6 must involve and be approved by the City Manager.

1) Verbal Warning

2) Verbal Reprimand, with written note to personnel file
3) Disciplinary Action Memorandum

4) Suspension Without Pay

5) Demotion

6) Dismissal

The City Manager may begin with any step 1-6 depending on the severity of the offense
committed. No dismissal may occur without written approval of the City Manager.

He: The employee shall be given an opportunity to read Verbal Reprimands and
Disciplinary Action Memoranda.  These documents # shall then be reviewed with the
employee and a sincere effort shall be made to obtain agreement of the employee that the
facts are stated correctly, that the inappropriate or incorrect behavior did occur, that it did
represent behavior that should be disciplined, that the discipline is appropriate, and that the
behavior will not be repeated. If errors are found, the Verbal Reprimand or Disciplinary
Action Memerandum—Memoranda shall be revised done—and again reviewed_with the
employee. Comments of the employee shall be entered under that heading. The employee
shall be requested to sign the memorandum and informed that the signature enby-indicates
only agreement that the memorandum accurately reflects the discussion. If the employee
refuses to sign the memorandum, the following statement shall be entered:

"(Employee's name) read the contents on (date) and refused to sign."

The Disciplinary Action Memorandum shall be reviewed and approved by the City Manager
before being presented to the employee and placed in the employee's personnel file. A copy
shall be given to the employee. The supervisor may, if necessary, complete reviews of the
employee's progress in correcting the cause of the original action at three, six, and nine
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months (see Sections 406 and 702.2). These reports shall be made on the Performance

Evaluation Report form. Twelve months after the Disciplinary Action Memorandum is

approvedfrom-date-ef-the-action-coneerned, the City Manager shall review the disciplinary

action, and if no subsequent report of similar-violations has been made, the department head

shall be notified to return departmental copies to the employee. The original shall be placed

in a confidential folder and put in the employee's personnel file. It shall not be referred to

| again unless the employee is later subject to discipline againthere—is—further—trouble. All
appeals from disciplinary action shall be initiated at Step 3 of the grievance procedure.

If it becomes necessary at any time to inform a regular ful-—er—part-time-employee of
impending demotion or dismissal terminatien, such notice shall be in accordance with the
disciplinary action procedure outlined above and coordinated through the City Manager’s

offlce The notice shall be in wntmg W|th copies to the Clty Manager and the employee. Sueh

(Ord XXXX, 2018 Ord 1307 2013 Ord 834 1988)

709 RELIEF OF DUTIES

@) Upon approval of the City Manager, a department head may at any time suspend a
regular full-—er—part-time-employee without pay for cause for a period not to
exceed thirty (30) calendar days in any calendar year. When an employee is
behaving in an unsafe manner or creating an unsafe work environment, the
department head may suspend the employee immediately, with pay, to maintain a
safe_working environment before consulting with the City Manager, and the
department head shall inform and consult the City Manager as soon as the
situation permits regarding this suspension.

(b)  Employees against whom charges are preferred may, at the discretion of the City

Manager and department head, be suspended from duty with or without pay
‘ pending final disposition of charges. No employee may be suspended without pay
in the absence of a pre-decisional hearing.

(c) A suspension under this section shall be recorded on a Disciplinary Action
Memorandum. A Performance Evaluation Report form documenting the
performance improvement plan shall be completed for any employee suspended
without pay. Both documents shall be reviewed with the employee as soon as
possible. Following the review, a copy shall be given to the employee and the

‘ original forwarded immediatehy-to the personnel file.

(Ord. xxxx, 2018; Ord. 1307, 2013)

710 DEMOTION FOR DISCIPLINARY REASONS

| An appointing authority may demote a regular full—erpart-time-employee for disciplinary
reasons in accordance with other provisions of these regulations. Demotion is considered as a

more moderate penalty than dismissal and may be offered in lieu thereof, as approved by the
City Manager, when mitigating circumstances warrant such leniency (see Section 409.3(b)).
(Ord. 1307, 2013)
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711 DEMOTION WITHOUT PREJUDICE

| Demotion without prejudice shal-_is not be-considered-a disciplinary action. With approval
of the City Manager, an appointing authority may demote an employee in accordance with
other provisions of these regulations for any of the following reasons:

‘ £ Despite appropriate effort, the employee does not demonstrate capacity to perform the

essential functions of the position, with or without reasonable accommodation if
indicated; and rabih je £

lifications. oF lack of aptitude:
| (b) Lack layoff-because-ef-lack-of work or funds;—er_lead to abolition of position (when

regular employees are laid off, the appointing authority shall consider the advisability
‘ of demoting to vacant positions at lower salary grades for which they are qualified);

avatable:
| (Ord. xxxx, 2018; Ord. 1307, 2013; Ord. 1038, 1996)

| 742—ADMINISTRATION (this has been moved to Section 203.3 (c))

Section 7: The following sections in Chapter 8 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 8 of the Personnel Rules and Regulations is retained in its current form.

801 PURPOSE
| The purpese-ef-the employee development program shat-beis intended to foster and promote
the training and development of employees in order to:

@ improve the quality of services rendered to the City;
(b) equip employees for career advancement within the City service; and
| (© -provide a reservoir of occupational skills necessary to meet current and future

employment needs.

802 DEVELOPMENT AND ADMINISTRATION

| 802.1 City Manager/City Clerk. The City Manager and City Clerk shall have overall
responsibility for the development, administration, and coordination of the employee
| development programs under their respective supervision, and shall:
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(@)

(b)
(©)

(d)
(€)
()
(@)

(in_the case of the City Manager) assist the department heads in development and
implementing employee development programs to meet the current and future needs
of their departments and to increase employee efficiency;

conduct or coordinate employee development programs to meet the common needs
of all departments;

maintain a file of current information and materials on job requirements, training
opportunities, employee development manuals, and other employee development
literature;

maintain a record of all training conducted and einsure that authorized employee
development programs are properly administered,;

periodically analyze and evaluate the everal—development needs of employees
within the City service;

assure that all employees receive equal consideration for appropriate training
opportunities; and

assure that employee personnel files are updated upon successful completion of any
employee development activities to insure—maximumensure fair consideration for
placements transfers, and promotlons

Q&Q%eﬂ%s&mspen&b#me%mlw&ass&med-by—tm—&%y—geﬂe(om XXXX, 2018 Ord
1090, 1999)

802.2 Department Head. Department heads shall provide active leadership in developing
the employees under their supervision. In this capacity, they shall:

(a)
(b)

(©)
(d)

(€)

Section 8:

cooperate closely with the City Manager in determining the current and future
employee development needs in the department;

participate with the City Manager in developing and implementing employee
development programs;

budget sufficient funds to secure needed career development programs;

assess the effectiveness of completed career development programs and make
recommendations for improvement where appropriate; and

assure that employees areprovided-with_have sufficient time to participate in career
development programs.

The following sections in Chapter 9 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 9 of the Personnel Rules and Regulations is retained in its current form.

901 POLICY

It is the policy of the City of Kodiak to treat all employees equitably and fairly in matters
affecting their employment. Each employee of the City will be provided ample
opportunity to understand and resolve matters affecting employment which—_that the
employee documents as being-a violation of rules and regulations. The presentation of
any grievance shall be the right of each employee without fear of reprisal.

902 DISCUSSION OF A PROBLEM WITH SUPERVISOR
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903

904

Repealed by Ord. 1098, 1999

DEFINITION OF A GRIEVANCE

A grievance is a speeified-specific complaint by an employee or group of employees that
has not been resolved, alleging a violation of one or more specific a-section{s} of the City
Charter, ordinances, Personnel Rules and Regulations, or department rules and
regulations whieh- that pertain to the terms or conditions of sueh-employment-by-the-City
of Keodiak. Performance evaluation is not grievable; nor is Dismissaldismissal, e
consideration of dismissal, is-ret-a-matterthat-may-be-grievedor suspension without pay;
see Chapter 13 for the procedure established for a pre-decisional hearing in the case of
potential dismissals and unpaid suspension.

GRIEVANCE PROCEDURE STEPS
A grievance shall be handled in the following manner:
904.1 Steps of the Grievance Procedure.

Step 1. The aggrieved employee, or group of employees, shall present the problem orally
as a specific grievance to the immediate supervisor within ter-{10} working days
of-after its occurrence, not including the day of the occurrence. The supervisor
shall give a written reply within five {5)-working days ef-thedate—ofafter
presentation of the grievance, not including the date of presentation.

Step 2. If the grievance is not settled in Step 1, the grievant(s) mav pursue it bv ertlnq

the grievance it-sha B A
summary-on a form de5|gnated by the Clty Clerk wh+eh—The ertten grievance

shall previdespace—fer specify the grievant’s name, the specific authority and
section alleged to have been violated, and the nature of the perceived violation.
The summary form shall be dated, shall be signed by the aggrieved-employee-or
group-of-empleyees grievant or grievants and shall be presented along with any
supplementary information or other relevant material to the department head
within five {5}-working days after the supervisor's written reply is given, not
including the day the reply is given. The department head shall reply in writing to
the grievant(s) within five (5}-working days ef-after the date of the presentation of
the written grievance, not including the day of presentation.

Step 3. If the grievance is not settled in Step 2, the empleyeegrievant(s) shal-may pursue
it by presenting the written grievance aleng—with copies of all pertinent
correspondence, records, and information to the City Manager within five (5}
working days after the department head's written response was-is delivered to the
employeegrievant(s). The City Manager shall reply in writing to the grievant(s)
within five{5) 15 working days of the date of the presentation of the written
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Step 4.

Step 5.

grievance, not including the day of presentation.

(a) If the grievance is not settled in Step 3, the employeegrievant(s) shal-may
pursue it by presenting the written grievance along with copies of all pertinent
correspondence, records, and information to the City Clerk within five (5}
working days after the City Manager's written response was delivered to the
employee(s). The City Clerk shall promptly forward copies of the written
grievance and supporting materials filed by the grievant(s) to the Personnel
Board, the department head, and the City Manager. The department head and City
Manager then—have five {5)—working days to file any additional pertinent
correspondence, records, and information pertaining to the grievance with the
City Clerk, who shall promptly forward copies of the same to the Personnel Board

and other mvolved partles H—the—gﬂevanee—relates—te—mserphnaw—aenen

(b) The Personnel Board will convene and will determine whether the
premise of the grievance is valid. If the grievance is accepted, the grievant(s) and
City Manager will be notified in writing. The board shall conduct a hearing
involving all parties involved (Section 906).

(c) After conducting a hearing (Section 906) and reviewing the written
evidence, the Personnel Board shall submit its recommendation in writing to the
City Manager with a copy to the grievant(s) within five {5)-working days of
receiving the grievance. The deadline for rendering a recommendation may be
extended by the Personnel Board or the chairman of the Personnel Board when
necessary due to the absence of a quorum or the difficulty of scheduling a hearing
reasonably convenient to board members or witnesses.

Within five (5)—working days after receiving the Personnel Board's
recommendation, the City Manager will respond to the Personnel Board's
recommendation, with a copy to the grievant(s).

If the Personnel Board determines through a majority vote that the Manager's final
determination violates the letter or intent of the City of Kodiak Personnel Rules and
Regulations, other City Department regulations, or a point of law, the Board shall submit
a report to the City Council identifying the nature of its concern. The Personnel Board's

report

shall be—compesed—so—as—te—preserve the separation of the Council from

participation in personnel matters, as provided in the City Charter, Article 11, and no other
material relating to the grievant(s) or the grieved action shall accompany the report.

904.2 Grievance Steps Not Exclusive. The grievance steps described in Section 904 do
not exclude the possibility of a mutually agreeable arbitration or legal action; nor are they
intended to limit the constitutional rights of an employee in any way. A grievance may be
withdrawn at anytime with the consent of all parties.

(Ord. 1098, 1999; Ord.1008, 1995)
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905 REPRESENTATION

905.1

905.2

Employee Representation. Each employee shall be afforded an opportunity to be
represented at each of the above steps. At Steps 1 and/or 2 of the grievance
procedure, the employee may be accompanied by a representative of the
employee’s choice who shall be any other regular employee of the City. At Steps
3 and/er 4 of the grievance procedure, the employee may be accompanied by any
representative of the employee’s choice. Employees shall contact and discuss their
problemsgrievances with their representative only during break periods, lunch
hour, before or after work, or at any other time when they are not on duty.
However, grievance hearings may be held during work hours.

Legal Counsel for Personnel Board. The Personnel Board will obtain, following
approval of the expenditure by the City Manager or City Council, legal counsel
from the City's legal staff, except the Board will be authorized to select a lawyer
outside the City staff when the Board by majority vote determines that legal
advice and counsel from the City legal staff may present a conflict of interest to
the Board. The cost to the City shall not exceed what is customary and reasonable
for such services.

| 906 PERSONNEL BOARD AND GRIEVANCE HEARINGS

Grievance hearings may be conducted by the Personnel Board_pursuant to KCC
2.08.180(b)(c). The composition of the personnel board as defined by KCC 2.08.170 will

review the grievance hearings. In the event the personnel board is not available an adhoc

panel for employee issues will be appointed pursuant KCC 2.08.165;

-(a) __ Should an employee grievance or any other matter requiring action by or a
hearing before the personnel board arise or be filed at a time when, due to
lack of qualified volunteers or for any other reason beyond the control of
the council, no person is serving on the personnel board, then the council
may_appoint an ad-hoc panel of no more than five persons to hear such
grievance or other matter and carry out the responsibilities of the
personnel board with respect to it. The decision regarding whether to
appoint a panel shall be within the council’s sole discretion.

(b) Should an employee grievance or any other matter requiring action by or a
hearing before the personnel board arise or be filed at a time when, due to
a lack of qualified volunteers or for any other reason beyond the control of
the council, the personnel board consists of one or more persons but less
than a quorum, then the council may appoint that number of other
individuals which is sufficient to complete a quorum and those other
individuals shall serve as ad-hoc members of the personnel board for
purposes of that matter only.
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(c) Any person appointed by the council in accordance with this section shall
meet the minimum qualifications then applicable to permanent members
of the personnel board.

The location, procedures, and agenda of all hearings will be determined by the Board.
The Board may request that any or all those expected to testify remain in a designated
area outside the meeting at all times other than when their testimony is being entered into
the record.

The Personnel Board may choose to meet with the aggrieved-empleyeegrievant(s), the
immediate supervisor, the department head, and the City Manager individually and/or as

a group in order to investigate circumstances pertinent to the grievance. The grievant(s)
may be accompanied by a representative (Section 905). Either party may make a change
in representation at any time, however, such a change will not affect the time limits

| except as provided in Section 999908.

(Repealed by Ord. xxxx, 2018)

908907 TIME LIMITS

If the grievance procedures are not initiated within the time limits established by this
Chapter, the employee shal-be-censidered-as-having_has waived his-the right to grieve
that-particttar_the violation and initiation of a grievance for that act or omission is
thereafter barred. As used in this chapter, the term "working day" shall mean any day
from Monday through Friday whieh-_that is not observed as a recognized City holiday
(see Chapter 12). For purposes of this definition;-hewever,- an employee's birthday is not
censidered-a recegnized-City holiday. (Ord. 1008, 1995)

| 9089 EXTENSION OF TIME LIMITS

The time limits prescribed in this Chapter for the initiation and completion of the steps of
| the grievance procedure may be extended by mutual consent of the parties-se-rvehved.
Likewise, any step in the grievance procedure may be eliminated by mutual consent.

Mutual consent shall be indicated in writing;—and-shall-be-signed-byall-partiesand-then
proseatotio-tho-Ressennck-Bonre-ehalrman-arsoerntany,

| 90910 CITY MANAGER

The City Manager shall be responsible for overseeing the handling of all employee
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| grievances to ensure that they are processed in accordance with the procedure-stated-in
this Chapter. Supervisors shall keep the department head informed of all grievances in
| progress;; whe--tura;the department head shall keep the City Manager so informed.

Section 9: The following sections in Chapter 10 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 10 of the Personnel Rules and Regulations is retained in its current form.

1001 LEAVE ENTITLEMENT

Classified employees shall be entitled to leave accrual benefits. Leave provisions of these
| regulations are-also apphicable-apply to the two appointive officers, the City Manager and the
City Clerk, if not under agreements or other special provisions approved by the City Council.

| 1001.1 Leave Program. The City shall provide its classified employees with-Annual Leave
and Sick Leave benefits.

(a) Annual Leave and Sick Leave will-accrue at separate rates.

(b) Employees enrolled in the Combined Personal Leave Program within thirty-30 days
of-_after the effective date of this ordinance may remain in the Combined Personal Leave
Program, subject to the cap for payment established in Section 1006. Terms of the Combined
Personal Leave Program shall be identified in an agreement signed by the employee and
retained in the employee's personnel file.

(c) Requests for annual leave shall be made no later than one week before the start of the
desired leave. In unforeseen or unavoidable circumstances, annual leave requests may be
made as little as one working day before the requested start of leave.

(d) Authorization of Annual Leave and Sick Leave is the responsibility of department
heads.

(Ord. xxxx, 2018;
Ord. 1058, 1998; Ord. 1008, 1995)

1002 ANNUAL LEAVE ACCRUAL RATE

Annual Leave accrues according to the following schedule for classified employees not
enrolled in the Combined Personal Leave Program, except Fire Department personnel on the
platoon system (see Section 1603). ). The City Manager may increase the initial annual
Annual leave—Leave accrual rate of 4.62 hours per pay period when appointing new
department heads, but movement to the next accrual rate must be consistent with required
time in service.

4.62 hours per pay period—first through twenty-fourth month

6.47 hours per pay period—twenty-fifth through sixtieth month

7.39 hours per pay period—sixty-first through one hundred twentieth month

| 8.31 hours per pay period—after the-one hundred twentieth month

(Ord. 1322 84, 2014; Ord. 1058, 1998; Ord. 1008, 1995)

1003 LEAVE ACCRUAL WHILE EMPLOYEE IS ON PAID LEAVE
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Leave continues to accrue during-the—period—ef-timewhile an employee is on paid leave.
Leave does not accrue during periods of leave without pay_and unpaid suspension. (Ord.

1058, 1998)

1004 COMPUTATION OF LEAVE ACCRUAL FOR REGULAR PART-TIME
EMPLOYEES

Regular part-time employees shall-accrue leave at the same rate as regular full-time
employees, except that leave for such employee is shal-be-computed on the proportion of
actual hours worked to the number of normal duty hours in a pay period. (Ord. 1058, 1998)

1005 TEMPORARY EMPLOYMENT LEAVE ACCRUAL
Temporary employees shal- do not accrue leave.
1006 MAXIMUM CARRY-OVER OF ACCRUED LEAVE

The maximum amount of accrued unused leave that ean- may be carried over from one calendar
year to the next is indicated below:

Leave Program Maximum Leave Hours Carried over to Next Calendar Year
Regular Employee Fire Department Personnel on
Platoon System
Non-Combined Leave 480 638
Combined Leave 587 779

If an employee’s accrued personal leave on the last pay period each December exceeds the
maximum hours that may be carried over to the next calendar year, the employee shall be paid
for the excess hours in the employee’s paycheck for the last pay period in December. This
payment for unused leave in excess of the maximum accrual rate allowed does not affect the
twice-yearly leave cash-in provisions outlined in Section 1010.

payroll compensation.
(Ord. xxxx, 2018; Ord. 1275, 2010; Ord. 1061, 1998; Ord. 1058, 1998; Ord. 1008, 1995)

1008 USE OF LEAVE

1008.1 Timing of Use. Employees who are-entitled-te-accrue Annual Leave shall receive
credit for leave accrued from the date of appointment. Leave shall be due-and-usable upon
satisfactory-completion of at least three (3}-months of the probationary period following the
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original-date of hire (see Section 1103 for exception). Any-acerded-leave-credited-to-a-hewhy-

1008.2 Regular Use of Annual Leave. Annual Leave may be used for any purpose-desired
by-the—empleyee. The employee has the right to use accrued leave, but not the right to
determine when it shall be used. The employee shal-be-aHewed-te may use any amount of
accrued leave at the time desired, if it is not detrimental to departmental operations as
determined by the department head. The longer the period of leave requested, the longer
should be the advance notice to enable scheduling.

1008.3 Amount of Annual or Combined Personal Leave that Must Be Taken Yearly
Repealed by Ord. 1058, 1998

1008.4 Recognized Holiday Occurring in Leave Period. A recognized holiday occurring
during an employee's annuatAnnual Leave, eembined-Combined personatPersonal Leave, or
sielk-Sick leave-Leave shall not be counted as a day of leave.

(Ord. 1058, 1998; Ord. 1008, 1995)

1010 LEAVE CASH-IN

1010.1 Accrued Leave Hours. Upon successful completion of the probationary period, a regular
full-time employee may cash-in accrued leave hours twe-times-per_twice in each calendar year,
provided that the employee retains a balance of at least 80 accrued leave hours. Upon successful
completion of the probationary period, a regular part-time employee may cash in accrued leave
hours two-times-per twice in each calendar year, provided that the employee retains a balance of
accrued leave hours equal to 80 hours multiplied by the percentage of full time hours that the
employee has worked. In addition to the two leave cash-ins per year permitted above, cash in lieu
of accrued leave may be obtained under emergency conditions when requested by the employee
in writing and approved in advance by the City Manager. “Emergency” as used in this section
means a critical situation over which neither the employee nor the City has control.

1010.2 Separation and Leave. The value of unused accrued leave will be paid in a lump sum to
employees upon separation from City service. Any unused accrued leave credited to a newly-
hired employee who separates before the completion of the probationary period shall be
forfeited.

1010.3 Accrued Leave and Taxes. Cash paid for accrued leave shall be subject to all taxation
and contributions required of all payroll compensation.
(Ord. xxxx, 2018; Ord. 1275, 2010; Ord. 1058, 1998; Ord. 1008, 1995)

1013 REINSTATED EMPLOYEE LEAVE

Reinstated employees hired within two {2)-years ef-terminationafter separation, who have
successfully completed thet—a probationary period in previous City service, shall be
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permitted to use theiaccrued leave at any time after reinstatement.

1014 ADMINISTRATIVE LEAVE

Administrative Leave is time off an employee's regular work duties for reasons within the
scope and purpose of these rules and regulations. Administrative Leave must be approved in
advance by the employee's supervisor, department head, or the City Manager. An employee
on Administrative Leave shall be compensated for each day of leave on which the employee
would otherwise have been at work at the same rate as for the employee's regular work day,
regardless of the number of hours spent in active military service or training, jury duty,
witness service, training, or related activities. Administrative leave is separate and apart from
other kinds of leave, and shall not reduce an employee's accrued annual or sick leave or other
benefits.

1014.1 Administrative Leave for Military Service. Absence from City duty for required
attendance at military training, and/or active duty in military service, will be in accordance

with relevant State and Federal Iaws |nclud|nq AS 39.20.340 and 38 U.S.C. 4301 et seq the

empleyee( Ord XXXX, 2018 Ord 1112 §2 2000)

1014.2 Administrative Leave for Jury or Witness Duty. Absence—from—City—duty
wherEmployees will receive Administrative Leave when summoned for jury duty, when

subpoenaed as a witness on behalf of the City, or when called as an expert on a matter of City
concern or relatlng to a municipal functlon prowded that such an employee must provide

wntten proof of the BELH g

makngeheuelatmsubpoena or jury dutv notlce Fees pald by the court (other than travel and
subsistence allowances) will be turned in for deposit to the City, except that fees paid for
court duty that occur on the employee's normal non-work days may be retained by the
employee. Witness service for a purpose other than just described will be covered by annual
or combined personal leave, or leave without pay, and employee may retain any fees received

in this-connection with such witness servicemay-be-retained-by-the-tnrdividual.

1014.3 Administrative Leave for Training. Absence from an employee's regular work
duties, not to exceed 120 days, may be authorized to allow the employee to complete
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advanced training programs providing the work situation permits a temporary absence
without serious effect on the department's schedule of activities. Employees taking
administrative leave for training may be required to sign an agreement, before the leave is
granted, spelling out the employee’s obligations of repayment of the training costs to-repay

any-and-al-costspaid-by-the City-relating-to-the-tratning. Such costs may include, but are not
limited to, salary-paid-to-the-employee-during-the-training-program;-the fees paid by the City

for tuition or enrollment, travel and lodging, meal allowances, and other expenses paid or
reimbursed; and the employee will be subject to forfeiture of accumulated leave and salary in
an amount sufficient to effect this repayment.

| (Ord. xxxx, 2018)

1016 HEALTH AND FAMILY LEAVE
1016.1 Definitions. For the purposes of this Section the following definitions apply.

(@ "Child" means the employee's biological, adopted or foster child, stepchild, or legal
| ward who is under eighteen{18} years of age, or who is eighteen{18} years of age or
older and incapable of self-care because of mental or physical disability.

(b) "Eligible employee" means an employee who has been employed for at least thirty-
five—(35) hours a week for at least six {6)-consecutive months, or for at least
seventeen-and-a-half(17.5-1/2) hours a week for at least twehve {12} consecutive
months immediately preceding the leave; provided, however, that with respect to any

| benefits or provisions of the Section 1016 which-that are mandated solely by the
Family and Medical Leave Act of 1993 (P.L. 103-3) and not also by the Alaska
Family Leave Act, then "eligible employee” shall mean an employee who has been

‘ employed for at least twehve{(12) months and for at least 1,250 hours of service
during the twehve{12) consecutive months immediately preceding the leave.

(c) "Health-care provider" means a dentist licensed under AS 08.36, a physician
licensed under AS 08.64, or a psychologist licensed under AS 08.86.

(d) "Parent” means a biological or adoptive parent, a parent-in-law, or a step-parent.

(e) "Reduced leave schedule” means a leave schedule that reduces the usual number of
hours per workweek, or hours per workday, of an employee.

(F) "Serious health condition” means an illness, injury, impairment, or physical or
mental condition that involves inpatient care in a hospital, hospice, or residential
health care facility or continuing treatment, or continuing supervision by a health-
care provider.

(g) "Spouse™ means a husband or wife, as the case may be.

1016.2 Leave Requirements.

—(a) In General.
(2) An eligible employee is entitled to a maximum of twenty-feur{24} workweeks
of leave during any twenty-feur(24) month period for a serious health condition
of the employee or the employee's spouse, child, or parent, but no more than

| eighteen{18) workweeks in any twehve{12) month period;
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(2) If necessary to care for the child, an eligible employee is entitled to eighteen
£18) workweeks of family leave for pregnancy and birth of a child of the
employee, or the placement of a child (other than a child or stepchild of the
employee) for adoption or foster care. The entitlement to leave for birth or
placement of a child expires at the end of the twelve{12) month period beginning
on the date of such birth or placement.

(b) Leave Taken Intermittently or on a Reduced Leave Schedule.

(1) In general. Leave for a birth or placement of a child shal-retmay be taken
intermittently, or on a reduced leave schedule, unless-if the employee and the City
Manager agree etherwise-in advance. Leave taken in order to care for the employee’s
spouse, child, or parent, or because of the employee's own health condition may be
taken intermittently, or on a reduced leave schedule, when medically necessary. The
taking of leave intermittently, or on a reduced leave schedule, pursuant to this
paragraph will not reduce the total amount of leave to which the employee is entitled
under Subsection 1016.2(a).

(2) Alternative position. If an employee requests intermittent leave or leave on a
reduced leave schedule, the City Manager may require the employee to transfer
temporarily to an available alternative position for which the employee is qualified,
which has equivalent pay and benefits and which accommodates recurring periods of
leave better than the regular position of the employee.

(c) Paid/Unpaid Leave. Leave authorized under Section 1016 shall be charged first
against such accrued paid leave as the employee has available and then to leave
without pay. When the employee has both accrued siek-Sick leave-Leave and accrued
annbal—Annual Leave or combined—Combined persenal—Personal leave—Leave
available, and when the leave authorized under Section 1016 is for a purpose which
that would otherwise entitle the employee to use accrued sick leave under the
standards setferth-in Section 1104, then the Section 1016 leave shall be charged first
against accrued Ssick Lleave, then against accrued Aannual Leave or Ceombined
Ppersonal Lieave, and then to leave without pay. Nothing in this Section 1016 shall
be construed, however, as entitling an employee to use Ssick Lleave because of an
iliness of or injury to a child, spouse or other family member or for any other purpose
not specified by Section 1104. An employee requesting leave pursuant to Section
1016 is net-eligible to apply for withdrawals from the Sick Leave Bank authorized by
Section 1107 unless—theif leave is being—requested because of a serious health
condition of the employee.

(d) Foreseeable Leave.

(1) Requirement of notice. In any case in which the necessity for leave is foreseeable
based on an expected birth or placement, the employee shall provide not less than
thirty—30) days notice, before the date the leave is to begin, of the employee's
intention to take leave; exeept _provided, when the date of the birth or placement
requires leave to begin in less than thirty(30) days, the employee shall provide notice
as soon as is practicable.

(2) Duty of employee. In any case in which the necessity for leave is foreseeable
based on planned medical treatment, the employee shall make a reasonable effort to
schedule the treatment so as not to disrupt unduly the operations of the City, subject
to the approval of the health-care provider of the employee or that of the child,
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spouse, or parent. If the date of the treatment requires leave to begin in less than thirty
{30} days, the employee shall provide such notice as soon as is practicable.

(e) When Both Spouses are Employed by City. When both spouses are H-any-€ase
n-which-the-husband-and-wife-are-beth-employed by the City, the rights of those
employees with respect to the amount, timing and coordination of leave authorized by
Section 1016 shall be no greater or more extensive than required by otherwise
applicable state or federal law.

1016.3 Certification.

(@) In General. Unless a written waiver is obtained from the employee's department head
or, if the employee is a department head, from the City Manager, a request for leave
under Subsection 1016.2(a)(1) shall be accompanied by a certification issued by the
patient's health-care provider.

(b) Sufficient Certification. Certification provided under Subsection (a) of this Section
shall be sufficient #--when provided by the City Human Resources office.

{1)-the-date-on-which-the-serious-health-condition-commenced;

(c) Second Opinion. tnr-any-case--whichlf the City has reason to doubt the validity of
the-a certification provided under Section 1016.3, the City may, at the City's option
and expense, require a second opinion from a health-care provider designated by the
City.

| (d) Resolution of Conflicting Opinions. tr-any-case-in-which-thelf second opinion
differs from the opinion in the original certification, the City may, at the City's option
and expense, require a third opinion from a health-care provider designated or
| approved jointly by the City and the employee. The opinion of the-such third health-
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care provider shal-be-binding-on-the- City-and-the-employeeis final.

(e) Subsequent Recertification. The City may require an the—ehgible employee to
provide ebtain subsegquent recertification no more often than every 30 days or the
duration noted in the operative certification, whichever is longer, during the employee’s
use of Health and Family Leave; provided, the City may require recertification in less
than 30 days if (a) the employee requests an extension of Health and Family Leave, (b)
the circumstances described by the operative certification have changed significantly, or
(c) the City has received information that causes it to doubt the employee’s stated reason
for the absence or the continuing validity of the operative certification. en-a-reasonable
basis.

1016.4 Employment and Benefits Protection.

(a) Restoration to Position.

(1) In general. Except as provided in subsection (b) below, any eligible employee
who takes leave for its intended purpose under Section 1016 shall be entitled on
return from such leave to be restored to the position of employment held by the
employee when

leave commenced, or, at the City's option, to an equivalent position with equivalent
pay, benefits and other terms and conditions of employment.

(2) Retention of benefits. The taking of leave under Section 1016 shall not result in
the loss of any employment benefits accrued priertebefore the date ef-on which the
leave commenced.

(3) Limitation. Nothing in this Section shall be construed to entitle any restored
employee to the accrual of any seniority or employment benefits during any period of
leave or any right, benefit, or position of employment other than any right, benefit, or
position to which the employee would have been entitled had the employee not taken
the leave.

(4) Certification. As a prerequisite to restoration to the employee's previous position
or one equivalent to it, the City may require an employee who has taken leave for the
employee's serious health condition to submit certification from the employee's
health-care provider that the employee is able to resume work.

(b) Exemption Concerning Certain Highly Compensated Employees. Restoration
otherwise required by this Section 1016.4 may be denied to any salaried eligible
employee who is among the highest paid 10% of City employees if:

(1) such denial is necessary to prevent substantial and grievous economic injury to
City operations;

(2) the City notifies the employee of this-the intent not to restore the employee to the
position when at the time the City determines that such injury would occur; and

(3) in any case in which the leave has commenced, the City gives the employee a
reasonable opportunity elects—+et-to return to work after providing reeeiving-such
notice.

(c) Maintenance of Health Benefits.

(1) Coverage. During any period that an eligible employee takes leave under Section
1016, the City will maintain the group health benefits to WhICh the employee is
otherW|se entitled. , an-tweh
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(2) Failure to return from leave. If the-an employee fails to return from leave after the
period to which the employee is entitled has expired and the reason for not returning
is other than (i) the continuation, recurrence, or onset of a serious health condition
that entitles the employee to leave under 1016.2 (a)(1), or (ii) other circumstances
beyond the control of the employee, the City may take steps to recover the premiums
that-the-City-paid for maintaining group health plan benefits during any period of
unpaid leave. In this instance, the City reserves the right to require any and all such
certification or recertification as may be authorized by law.

| 1016..5 Intent and Interpretation.
Section 1016 is intended merely to memorialize and interpret the requirements imposed
upon the City by the Family and Medical Leave Act of 1993 and by the Alaska Family
Leave Act. Therefore, nothing herein shall be construed or interpreted as granting to City
employees greater or more extensive rights than they otherwise are accorded under the
foregoing laws.

| (Ord. xxxx, 2018; Ord. 1008, 1995)

1017 LEAVE WITHOUT PAY

1017.1 Purpose and Conditions. Leave without pay may be granted to an employee upon
recommendation of the department head and approval of the City Manager, and must be
requested no later than two weeks before the requested start of leave without pay. In
unforeseen or unavoidable circumstances, leave without pay requests may be made as little as
one working day before the requested start of leave. Each request for such leave shall be
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considered in the-light of the circumstances ivolved-and the needs of the organization.
Leave without pay shall not be reguested-ner granted until such time as all accrued annual or
combined personal leave has been exhausted, except when an employee is absent and
drawing workers compensation benefits, or when an employee is on leave pursuant to
Section 1016. Other than when required under Section 1016, Nermaltly, not more than sixty
{60} calendar days leave without pay may be granted for-persenalreasons. No benefits other

than health insurance will accrue while on leave without pay,—except-insurance-which-wit
continue to be paid until the employee terminates (see Sections 419 and 1016).

1017.2 Education Leave Without Pay. Leave without pay may be authorized to include
time to complete formal undergraduate or advanced degree requirements. Employees who
have demonstrated above average performance with the City for a minimum of two (2) years
shall be considered for such leave, providing the work situation permits a temporary absence
without serious effect upon the department's schedule of activities. A maximum of one year's
absence for college work, or an equivalent thereof, may be granted-in-sueh-eases. No benefits
shall accrue while on this-type-efeducation leave without pay.

1017.3 Workers' Compensation Leave. Workers' compensation payments shall be
forwarded to the employee (claimant) as full and just compensation for the period stated
therein. During periods when an employee is not working, the employee may an-individual
eah-use leave only for the appropriate waiting period as determined by the insurance carrier.
The employee (claimant) will-retain-the-workers-compensation-payment-and-will not receive
any supplemental compensation from the City, other than exeept-the compensation for leave
during the appropriate waiting period.

(Ord. xxxx, 2018 Ord 1008, 1995)

1018 CHANGE OF ANNIVERSARY DATE BECAUSE OF LEAVE WITHOUT PAY

With the exception of Workers' Compensation Leave_or Family and Medical Leave, if an
employee uses more than thirty(30) calendar days total leave without pay during the leave
year, the anniversary and length of service dates shall be advanced by the number of days
such leave without pay exceeds thirty-{30} days. (Ord. 1024 84, 1996: Ord. 1008, 1995)

1023 DONATION OF ANNUAL OR COMBINED PERSONAL LEAVE

An employee may donate accrued annual or combined personal leave to another employee.
The leave will be credited to the denee-recipient based on the dollar value of the donation.
(Ord. 1008, 1995)
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Section 10:  The following sections in Chapter 11 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 11 of the Personnel Rules and Regulations is retained in its current form.

1101 PURPOSE OF SICK LEAVE

The City provides Ssick Lleave to eligible employees as a benefit which—to provides
compensation during times of illness_or injury. The decision to approve or disapprove
requests for Ssick Lieave from eligible employees may be made by the department head in
consultation with the City Manager or Manager’s designee and must be consistent with
current federal and state laws and City policies.

(Ord. 1275, 2010; Ord. 1058, 1998; Ord. 1008, 1995)

1102 SICK LEAVE ACCRUAL

Sick Lleave accrues separately from Aannual Lleave at the rate of three—and-seven-tenths
{3-74) hours per pay period, peremployee-except Fire Department personnel on the platoon
system (see Section 1603). Sick Lleave accrued, but not used, shall remain credited to the
employee until separation from employment with the City. Annual Lieave may always be
used as Ssick Lieave when the employee's Ssick Lleave account balance is zero.

| Regular part-time employees shall accrue Ssick Lleave at the same rate as regular full-time
employees, except that leave shall be computed on the proportion of actual hours worked to
the number of normal duty hours in a pay period.
(Ord. 1275, 2010; Ord. 1008, 1995)

1103 USE OF LEAVE DURING PROBATIONARY PERIOD

Employees accrue and may use sick leave during the probationary period. Probationary
employees must use all accrued sick leave hours before taking accrued annual leave is taken,
if accrued annual leave is necessary to cover an approved absence consistent with the
provisions of this section. (Ord. 1275, 2010; Ord. 1008, 1995)

1104 USE OF SICK LEAVE

1104.1 Sick leave. An employee may use accrued annual, sick, or combined personal leave
| when sick, or injured and not i-werk-statuson duty. Accrued sick or combined personal
leave shall also be granted for medical, dental, or optical examinations or treatment. Except
in an_emergency siuatiens-when an employee is unable to submit a signed leave request
form in advance, an employee shall submit a leave request for approval in-advance-ef before
the appointment. Employees shall make every effort to make appointments at hours that will
result in the least possible disruption to their department and their work schedules. Leave
| taken for the-such an appointment should not exceed the time necessary for examinations or
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treatment. Employees are expected to return to work upon completion of such appointments.
Exceptions may be made at the department head's discretion. (Ord. 1275, 2010)

1104.2 lIlIness of Spouse or Dependent Children. Sick leave may be used to care for a sick
or injured spouse, dependent child, or a resident of the household for which the employee is
responsible. Employees who qualify for and are placed on approved family and medical
leave may use sick leave, or combined leave if applicable, to attend a seriously ill or injured
family member_in accordance with Section 1016. (Ord. 1275, 2010) (Reinstated by Ord.
1058, 1998, following repeal by Ord. 764, 1985)

1104.3 Imminent Death or Death in Immediate Family. In the event of death or the imminent
death in an employee's immediate family, accrued sick leave may be used as follows:

(@) Up to seven (7) five(5) days for persens employees traveling outside of the Kodiak
Archipelago—istand-—Berough for—funeral-or—memeorial-services per immediate family
member;

(b) Up to five (5) three{(3} days within the Kodiak_Archipelago —Istand-—Berough per
immediate family member.

(Ord. xxxx, 2018; Ord. 1058, 1998; Ord. 1008, 1995)

1104.4 Requiring the Use of Sick Leave. When an employee’s health care provider limits the

emplovee to I|qht duty, and no such Ilqht dutv is avallable —Q#elm&n—ly—there—ls—ne%asen—fer

placed on SICk Ieave even if the emgloyee refuseels
(Ord. 1058, 1998; Ord. 1008, 1995)

1105 BEREAVEMENT LEAVE

In the event of death in an employee’s immediate family, up to five (5) days of non-accumulative
paid leave days may be allowed for an absence by an employee. In cases of travel outside the
Kodiak Archipelago, an additional two (2) days of non-accumulative paid leave may be allowed.

Non-accumulative paid leave may be combined with Section 1104.3 for additional death in the
immediate family leave.
(Ord. xxxx, 2018)

1106 REPORTING AND REQUESTING LEAVE FOR ILLNESS OR INJURY

1106.1 Reporting.
(a) An employee who is unable to report to work because of illness or injury shall notify
their immediate supervisor, or if not available the department head no later than one

hour priertebefore the start of the employee’s assigned shift-er—within-thirty{30}
minutesfollowing-the-beginning-of-the-assigned-shift. If the City has been properly
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notified, the employee will be placed on sick or combined personal leave by
submitting a completed sick leave form.

| (b) The employee is expected to provide the supervisor or department head with-as much
information as possible as to the reason and length of time he/she expects to be absent
from work to allow the department to staff for the absence

employee falls to prowde the requned notlce of absence due to illness or |nJury, the
employee will be placed-on unauthorized leave status until the employee contacts the
supervisor or department head with the required information. H#Aan employee who
fails to report to work and does not contact the City for three {3)-consecutive days;
they—w#l—leels con5|dered to have re3|qned the |ob throuqh “aleanelenedabandonment”

(Ord. xxxx, 2018 Ord 1275 2010)

| 1106.2 Requesting Leave for Illness or Injury.

(@) The City may require a medical—certification from an employee’s health care
medieal-provider for an absence of five {5)-or more consecutive work days or as a
result of excessive absence. Employees who qualify for Family and Medical
Leave or leave resulting from Worker’s Compensation injury must provide any
additional medical information required by the City.

(b) Employees absent for illness or injury are expected to use sick leave if available,
or combined leave, if applicable. Employees must use annual leave if they do not
have enough sick or combined leave accrued. If neither sick leave, annual leave,
nor combined leave is available, employees will be placed-inron leave without pay
status. Leave without pay must be approved by the City Manager or Manager’s
designee.
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| 11078 SICK LEAVE BANK

11078.1 Administration of Bank. The Sick Leave Bank shall be administered by the City
Manaqer or desmneee a%rele&eave—Bank—GemmﬁteeéFhe—Genmnetee—shaH—be—eleeted

GGH-HGH—FGV—PEW— The SICk Leave Bank is an employee beneflt mtended to be used in cases of
catastrophic or unusually lengthy illnesses.
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11078.2 Enrollment and Mandatory Contributions. All regular classified employees who
have completed at least three months of employment -satisfactery-serviee shall be eligible to
enroll in the Sick Leave Bank. Each employee enrolling in the Bank shall donate sixteen
hours (twenty-one hours for Fire Department employees on the platoon system) leave to the
Bank upon enrollment. Thereafter, no more days will be added to the Bank until it is depleted
to 300 days, except for the initial contribution of new participants within 30 days ef-after
eligibility, at which time participating employees will be required to donate eight hours
(eleven hours for Fire Department employees on the platoon system) to rebuild the Bank.
Open enrollment will be in the-month-ef-January.

11078.3 Additional (Voluntary) Contributions. tr—the—event—thatlf the Bank becomes
totally depleted, each employee enrolled in the Bank may, but shall not be required to, donate
up to a maximum of sixteen hours leave (twenty-one hours for Fire Department employees
on the platoon system) per year.

11078.4 Withdrawal from Membership. An employee may withdraw from membership in
the Bank at any time. An employee withdrawing from membership in the Bank shall not be
entitled to withdraw the contributed hours.

11078.5 Requests for Additional Sick Leave from Bank. An employee enrolled in the Sick
Leave Bank who is faced with an extended major illness or incapacity of their own which
that is not covered by Worker's Compensation benefits may request additional sick leave
from the Bank by submitting an application to the City Manager shewing-er-including at
least the following:

(@) A physician's statement briefly describing the nature of the employee's illness or
incapacity, and including an estimate of the date upon-whichwhen the employee will
be able to return to work;

(b) The date upen—which when the employee's accrued annual, sick, and/or combined
personal leave was, or is expected to be, fully expended,

(c) The number of days of sick leave withdrawn from the Sick Leave Bank and applied
to the benefit of the employee within the immediately preceding twelve months; and

(d) The number of days of additional sick leave which-the employee seeks from the Sick
Leave Bank;

Upon verification of the information on the application, the City Manager will decide

whether to grant censider—the request forward—therequest—to—theCommittee—for—s
seloprpnaqon,

11078.6 Number of Available Sick Leave Bank Days. The number of Sick Leave Bank
days available to an employee shall be equal to twice the number of days of annual, sick,
and/or combined personal leave accumulated by that employee on the first day of month in

which the iHness-er-incapacity-upoen-which-the request is initiated -based.

11078.7 Maximum Withdrawal of Sick Leave Bank Days. In no event shall an employee
be granted more than six consecutive months of additional sick leave from the Sick Leave
Bank during any period of twelve consecutive months, and in no event shall any sick leave
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be withdrawn from the Bank and applied to the benefit of an employee so long as the
employee has available any accrued annual, sick, or combined personal leave.

| 11078.8 Replacement of Sick Leave. An employee who is granted additional days of sick
leave from the Sick Leave Bank shall not be required to replace the days used, except as a
regular contributing member of the Bank.

11078.9 Eligibility. Only employees enrolled in the Sick Leave Bank are entitled to request
sick leave from the Bank it.
(Ord. xxxx, 2018; Ord. 1008, 1995)

Section 11:  The following sections in Chapter 12 of the Personnel Rules and Regulations are

1201

1202

1203

amended or enacted as set forth below. Except as it is amended by this section,
Chapter 12 of the Personnel Rules and Regulations is retained in its current form.

RECOGNIZED CITY HOLIDAYS

The following days shall be recognized as holidays with pay for all employees in regular
full-time, regular part-time, and trainee positions who are employed by the City in-pay
status-the day before and the day after the following such days:

(@) January 1, New Years Day

(b) January (3" Monday), Martin Luther King Jr.’s Birthday (Ord. 1112§1, 2000)

(c) February, (3rd Monday), Presidents' Day

(d) March (last Monday), Seward's Day

(e) May (last Monday), Memorial Day

(f) July 4, Independence Day

(g) September (1st Monday), Labor Day

(h) October 18, Alaska Day

(i) November 11, Veterans Day

(1) November (4th Thursday), Thanksgiving Day

(k) December 25, Christmas Day

() Employee's Birthday, which-must-be-taken on a date approved by the department
head within the calendar month of the birthdaytheactual-date—oceurs—en—-a—date

approved-bythe department-head. (Ord. 1024 85, 1996)

HOLIDAY FALLING ON A SATURDAY OR SUNDAY

When a recognized holiday falls on a Saturday, the preceding Friday shall be recognized
in lieu thereof, and treated as a holiday with respect to overtime computation_and holiday
pay. When a recognized holiday falls on a Sunday, the Monday following shall be
recognized in lieu thereof, and treated as a holiday with respect to overtime computation
and holiday pay- (See Section 412.2).

HOLIDAY DURING LEAVE
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A recognized City holiday;- that eceurring-occurrs during an employee's paid leave shall
not be counted as a day of leave. (Ord. 1008, 1995)

1204 HOLIDAY IN RELATION TO LEAVE WITHOUT PAY

An employee shall not receive holiday pay for a holiday that occurrsing immediately
preceding or immediately following a full working day of leave without pay. (Ord. xxxx
2018; Ord. 931, 1992)

Section 12:  The following sections in Chapter 13 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 13 of the Personnel Rules and Regulations is retained in its current form.

1301 NOTICE OF RESIGNATIONS AND RETIREMENTS

To resign or retire in good standing, an employee must present a written resignation to the
appointing authority at least feurteen{14} calendar days r-advance-of before the resignation
date, except ir-the-case-of that department heads, assistant-harbermastersdeputy position, and
police-sergeants lieutenant, and-fire-marshals-whe-should give at least one {2)}-month's notice.
This requirement may be waived, in writing, by the department head when adequate
provisions can be made for a successor in that period of time (if one is needed right away), as
well as under extenuating circumstances; e.g., sudden need to go out_-of -state for medical
reasons, change of residence by-due to unexpected military orders of the spouse, etc. A copy
of the employee's resignation shall be supplied by the appointing authority to the City
Manager as well as any waiver by the department head. The City Manager may investigate as
is—deemed—warranted—for the purpose of verifying the facts—as—teo—the—reason for such
resignation.

1301.2 Failure to Give Adequate Notice. If the requirement is not waived, failure to give
adequate notice shall be noted in a Disciplinary Action Memorandum (sSee Section 708).
This shall prevent the employee from receiving-preferentialrehire—H-may-also-be-causefor
denial-ofany-future-employment-with-the-City eligibility for rehire.

1302 LAYOFFS
Examples of circumstances that lead to layoffs are:

(@) Adbelishment-Abolition of a position or shortage of work or funds.

(b) Completion of seasonal work for seasonal employees.

(c) End of temporary appointment because of reinstatement of regular employee
returned from military or other approved leave, and when transfer to another
position in the same salary grade has not been achieved.

When it is necessary to reduce the number of employees because of lack of work or funds, or
abolition of positions, the department head concerned shall make a thorough investigation of
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the matter and report the findings and recommendations to the City Manager, who shall
decide which employees shall be laid off. Analysis of proposed layoffs shall consider first the
types of activities to be curtailed and the positions thereby affected. The department head
shall then proceed—to—the—selection—ef—individual employees to be released. Employee
performance shaII be the major factor in determlnlng the order of Iayoffs the second factor
shall be -

employee's quallflcatrons and Iongevrty Advrsabllrty of demotrng employees in hrgher salary
grades to lower salary grades for which they are qualified, and laying off those in lower
salary grades shall also be considered. Employees laid off threugh-ne-fault-of-thei—own-shall
be given preference when new appointments are made_(see Section 605 regarding re-
employment lists for rehire in the same position). In the event of layoffs in the City Clerk's
department, the City Clerk is respensibity-responsible for deciding which employees to

layoff and the order of layoffshal-belaid-off-shall-be-asstmed-by-the-City-Clerk. (Ord. 1090,
1999; Ord. 1038, 1996)

1303 DISMISSAL FOR DISCIPLINARY REASONS

A department head may recommend dismissal-dismissing an employee for any just cause,
including but not limited to documented inefficiency, failure to perform competently,
insubordination, habitual tardiness, Chapter 7 reasons exeessive—tse—ef—sick—teave—and
violation of the alcohol and drug policies or other provisions of these Personnel Rules and
Regulations. Such a recommendation shall be in writing and shall describe the facts er-and
circumstances upon which it is based. The City Manager shall have the sole authority for any
dismissal actions (other than in the City Clerk’s department) and may take such action with
or without a recommendation for dismissal from a department head.

1304 DISMISSAL WITHOUT PREJUDICE

A department head may recommend disrissal-dismissing an employee without prejudice
When the emplovee demonstrates a foweasensthatarerrot—d#eeﬂ*the#a&ltef—theemployee

%eample&areelack of necessary knowledge Skl|| ablllty, understandlng or aptltude for the
position, despite the employee’s and supervisor’s efforts, or in the event of nepotism (see

Section 1404).

The City Manager shal—havehas the sole authority fer—any—dismissalactionsto dismiss
without prejudice.

| 1305 DISMISSAL NOTICE AND SEVERANCE PAY (LAYOFEF AND DISMISSAL

WITHOUT PREJUDICE)

Ihr-cases-whereWhen an employee is laid off or dismissed without prejudice, the City shah
gives the employee two {2}-weeks’ notice or severance pay not to exceed two {2)-weeks_pay.
(Ord. 1008, 1995)
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1307 PRE-DECISIONAL HEARING AND REVIEW OF DECISION (DISMISSAL FOR
DISCIPLINARY REASONS)

Before the City Manager (or City Clerk, in the case of a Clerk’s department employee) any
decision-te_decides whether to dismiss an employee for disciplinary reasons-is—made, the

employee shall—lae 1S afforded an opportunlty for a hearmg on the matter—anel—m—theevent—that

1307.1 Notice to Employee. An employee considered for dismissal under this section is
given a written statement of the facts and circumstances the City Manager (or City Clerk)
believes may justify the employee’s dismissal. The written statement includes a copy of the
department head’s written recommendation, if applicable, notifies the employee that
dismissal for cause is under consideration, and notifies the employee of the date, time, and
place set for the pre-decisional hearing as provided below.

1307.2 Pre-Decisional Hearing. (a) The City Manager or designee shall conduct a pre-
decisional hearing at the time and place specified in the notice to the employee. The
employee’s department head may attend the pre-decisional hearing, which shall not
ordinarily be held earlier than five calendar days after delivery to the employee of the notice,
unless the employee concurs # with an earlier date. The City Manager shall create a record
whieh-_that identifies all documentary and other evidence reviewed or relied upon and shall
conduct the hearing in such a manner as to afford the employee a full and fair opportunity to
present a defense by testimonial and other evidence. The employee may be accompanied and
assisted by legal counsel or any other representative of the employee's choice. The employee
may testify, present other witnesses, and offer other relevant evidence into the record. Ynless

a-courtreporter-is-present,The—hearing shall erdinariby-be recorded and the audio record kept
for at Ieast SiX months lf—requested—by—elther—the—&ty—Manager—eHhe—empleyee—the

(b) If the employee W|shes to questlon another Clty employee who has relevant
knowledge or information, the City Manager shall arrange for the attendance of that other
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employee. If so requested by the employee, the City Manager shall also make reasonable
efforts to secure the attendance of any complaining witness or individual who is not a current
City employee and whose statement or testimony is a significant focus of the charges against
the employee. The City Manager may recess the hearing from time to time in order to
schedule the testimony of such an individual or for any other reason. The failure of a
complaining witness or other individual to honor a request of the City Manager to appear at
the pre-decisional hearing shall not preclude the City Manager from relying upon other
testimony or statements made or information provided by such individual so long as the City
Manager finds such other testimony or information to be relevant and credible.

(c) If the employee alleges that the dismissal or any other related actions would violate or
have violated the City Charter, City Code, Personnel Rules and Regulations, or department
rules and regulations pertaining to the dismissal action—being—ecentemplatedunder
consideration, the employee shall specify the alleged violation with particularity no later than
the close of the pre-decisional hearing.

(d) If the employee declines or fails to attend a pre-decisional hearing, the employee shall
be deemed to have waived the right to a hearing.

(e) After considering the submissions and argument at the pre-decisional hearing and
reviewing the record as a whole, the City Manager shall prepare written findings of fact and a
final decision. If the decision is to fer dismissal, it shall specify an effective date, subject to
the provisions below.

—eConfldentlaI coples of the flndlngs of fact and the notlce of dlsmlssal termination shall
immediately be provided to the employee, the City Attorney and City Insurance Provider, the

Mayor and the City Councn —and—thetemunaﬂen—sh&”—net—be—madeueﬁeem%eamepﬂmthe

| (Ord. xxxx, 2018)

Section 13:  The following sections in Chapter 14 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 14 of the Personnel Rules and Regulations is retained in its current form.

1401 EMPLOYEE DEVELOPMENT

1401.1 Tuition Reimbursement In the event an employee successfully completes course
work considered to be of benefit to the City, consideration shall be given toward
reimbursement of up to $2,000.00 ene-hundred{100}-percent of the tuition expense per
calendar year. In order to receive consideration for this reimbursement of tuition, the
employee must obtain the written concurrence of the department head that the proposed
course is related to the employee's present duties, and that successful completion of the
| course will be-ef-mutual-benefit to-both the City and employee-invohved. This concurrence
shall be obtained in each case before beginning the pertinent course of study. The employee
| may also be required to sign an agreement that the tuition and other costs berne-by-the-City
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will be returned to the City in accordance with the repayment provisions of Subsection
1014.3, Administrative Leave for Training.

Upon successful completion of the course—invelved, the employee shall furnish his-the
department head with evidence of successful completion and amount of course fee. Upon
approval of the City Manager, the reimbursed cost is made from funds available in the
appropriate-employee’s department's budget. The City shall pay direct billings from colleges
or universities for courses approved in advance by the department head and the City Manager
as part of a curriculum leading to a specific college degree, but only if specifically related to
the employee’s positionjeb—oeriented. The approval will include a stipulation that the
employee will repay the cost of the course to the City if the course is not satisfacteriy
completed_with a passing grade or notation. In the event of tuition reimbursement to staff
identified in subsection 203.64-5-City Clerk, responsibility for approving the reimbursement
shall be assumed by the City Clerk.

(Ord. xxxx, 2018; Ord. 1090, 1999; Ord. 1008, 1995)

1401.2 Required Training If by City direction, or under the direction of a State and/or
Federal requirement, an employee is sent to a formalized course of training (other than short
workshops or seminars) the City shall pay all direct billings from the agency providing the
training. The employee attending training lasting seven or more training days (not including
travel time) alse-shall sign an agreement specifying the obligation for repayment of that-the

full-cost-of sueh-training will-be—returned-to-theCity-in the event of separation from City
employment within twehve-{12} months from date of course completion. (Ord. 909, 1991)

1402 GIFTS AND GRATUITIES

It shall be the responsibility of each City employee to remain free from indebtedness or
favors whieh- that would tend to create a conflict of interest between personal and official
interests, or might reasonably be interpreted as affecting the impartiality of the individual
employee. Employees may not accept a gift, loan, gratuity, or other valuable consideration,
or a promise of any of them, with the understanding or agreement, expressed or implied, that

the emplovee WI|| act to produce or prevent a partlcular result Jrf—anempleyee—ls—tendeeeel—er

empleyee—shal#beessumed—leyﬂeee%@erk—(Ord xxxx 2018 Ord 1090 1999)
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1403 OUTSIDE EMPLOYMENT

| No employee shall engage in any etheroutside employment, whether public, private, or self-
employment during scheduled work hours, nor outside scheduled work hours if such
employment conflicts with the City's interests or adversely affects the employee's availability
and usefulness. Management personnel are responsible for informing all employees under
| their supervision of the provisions of this Section and for the enforcementenforcing ofit.

For the guidance of all management personnel and employees, the following types of ether

outside employment are considered contrary to the City's interests and to adversely affect the

availability and usefulness of employees.

€)) Preparing financial reports subject to City audit, or review.

| (b) For department or division heads, or comparable level positions, te-servinge as an

officer or director of any union or association of City employees. This provision
shall not apply to any employee holding such office at the time of adoption of this
provision,

(© Actively participating in management of any business organization that obtains, or is
attempting to obtain, funds or business from the City.

(d) Other employment that could involve the use of wherein-data or information to
which access is provided by City employment-ceuld-be-tsed.

In administering this Section, all management personnel shall encourage their employees to
| obtain informal clearance from the City Manager, or designee, before accepting ether-outside
employment.

| 1404 EMPLOYMENT OF FAMILY MEMBERS NEPOTISM

No person may be employed in a position directly supervised by an immediate family
member, by someone who shares the employee’s household, or by someone with whom the
employee is in a romantic relationship. If such supervision occurs, and reassignment or
assignment to different shifts is feasible, at the discretion of the department head the
employee may be assigned to a different supervisor. If such reassignment is not possible, the
City Manager shall decide which employee must leave the department, by transfer (if

avallable) or dlsmlssal W|thout pre|ud|ce AdémenaLW—mnedmeianWmanbeméhaanet

member. An |mmed|ate famlly member is defined in the Deflnltlons sectlon of these
Personnel Rules and Regulations.

| 1405 MOVNGEXPENSESRELOCATION STIPEND FOR NEW EMPLOYEES

Whenever a newly hired employee is required to relocate persen—ehanges—his place—of
restdence—outside-the-local-commuting-area—for the purpose of accepting employment with
the City;_they may be eligible for a relocation stipend.-such-person-shal-be-reimbursed-for
T e e e T
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(@) The employee must be appointed to a position or salary grade for which the City
Manager certifies that such expenditure is necessary to recruit qualified employees.
(Ord. 1038, 1996)

(b) The allowable emplovee relocation stlpend maxkmgm-amount Feimbuesable—te—the

exeeeel is $2 OOO 00 The allowable emplovee with famllv reIocatlon stlpend is
$34,000.00. The allowable relocation stipend for a newly hired employee at the
department head level must be authorized by the City Manager not to exceed
$7 500 00. Any amount above $7 500 00 will requwe Council approval

(cf) A nNew employees may not_receive be-given-an advance relocation stipend. The
relocation stipend WI|| be processed through pavroll and shaII be subject to all
requwed taxation. ags e A "

Section 14:  The following sections in Chapter 15 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 15 of the Personnel Rules and Regulations is retained in its current form.

1501 PURPOSE
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1502

Clty shaH—abldes by the State D|V|S|on of Occupatlonal Safety and Health regulatlons

Department heads are shaH-be-responsible for posting safe practice and operations posters
and safety and health protection on the job posters distributed by the State Division of
Occupational Safety and Health. Department heads will promote and encourage safety
and health protection on the job and require that supervisors review the-provisions—of
ASAlaska Statutes 18.60.010-—105.

A copy of applicable occupational, health, and safety regulations shaH-beis available for
review by any employee upon request—pFeweng—me—Feqemst—es-deemed—Feasenable—by—the

Si-te.

Employees must use wi-not-be required Personal Protective Equipment to work in
unsafe the conditions experienced in the course of their duties. Supervisors have-the are
responsibitity-—responsible for te—determininge safe and unsafe working conditions in
accordance with Alaska Occupational Safety and Health statutes.

(Ord. xxxx, 2018)

SAFETY EQUIPMENT

The City supplies allAry safety equipment required by the Division of Occupational
Safety and Health statutes to #sure-ensure job safety-shat-be-supphied-by-the City.

Section 15:  The following sections in Chapter 16 of the Personnel Rules and Regulations are

1601

amended or enacted as set forth below. Except as it is amended by this section,
Chapter 16 of the Personnel Rules and Regulations is retained in its current form.

PERSONNEL SHIFT ASSIGNMENTS

(a) Fire Department employees assigned to the platoon system shall work a twenty-four
{24y hour shift schedule within a twenty-eight{28)} day work period as determined by
the Fire Chief. Within any ene-twenty-eight{28) day work period the Fire Chief may
designate as off-duty time_any period;-thne-which- a Fire Department shift employee
otherwise would have spent on duty. and-tThe employee shal-is not be-subject to
stand-by duty requirements during the hours so designated; provided, however, that
in no event shall such designation of off-duty hours result in a shift employee having
working fewer than 212 hours werked-during any given twenty-eight(28} day work
period.

(b) Employees on such a shift schedule, referred to herein as “the platoon system” shall
be subject to this chapter.
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(Ord. 804, 1987)

1603 LEAVE - ACCRUAL AND USE
Every employee subject to the platoon system shall accrue leave at a multiplier of 1.33
hours, accrued to the nearest tenth of an hour, times the normal rate for a forty(40) hour
work week. Leave shall be taken hour-for-hour in accordance with the employee's
normally scheduled duty cycle. (Ord. 1008, 1995: Ord. 804, 1987)

1605 WAGES FOR FIRE DEPARTMENT PLATOON SYSTEM WORKERS

(@) Employees working the platoon system shall be paid according to a modified pay
schedule based upon 2,764 hours per year. (sSee Schedule 111.)

(b) Straight time shall be paid to employees who work up to 212 hours during a twenty-
eight(28) day work period.

(c) One-and-one-half times the employee’s hourly pay rate shall be paid to any employee
who is required to work in excess of 212 hours in any twenty-eight (28) day work

Section 16:  The following sections in Chapter 17 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 17 of the Personnel Rules and Regulations is retained in its current form.
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| e¥gani%afe|en&(0rd XXXX, 2018 Ord, 834 1988)

| 17032 STAFF MEETINGS

| Department heads are encouraged to meet with their employees en-a-regularly basis-and

to—institute—appropriate—policies—and—procedures—desighed to promote free and open
communication of information relevant to employee concerns. Fhis-section-is-precatery
| onrhy (Ord. xxxx, 2018; Ord. 834, 1988)

Section 17:  The following sections in Chapter 18 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 18 of the Personnel Rules and Regulations is retained in its current form.

1801 POLICY

The City of Kodiak is committed to providing a safe, effective and productive work
environment, which meets state and federal mandates, including the provisions of the Code
of Federal Regulations, 49 CFR Part 382, et. al. Subpart F, “Drug And Alcohol Use And
Testing” Federal Highway Administration (FHWA) and the Omnibus Transportation
Employee Testing Act of 1991. The City provides information about the federally-mandated

alcohol and druq testmq to aII affected emplovees and appllcants m—theuevem—ef—any—eenﬂret
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Section 18:

The following sections in Chapter 19 of the Personnel Rules and Regulations are
amended or enacted as set forth below. Except as it is amended by this section,
Chapter 19 of the Personnel Rules and Regulations is retained in its current form.

| Chapter 19 was enacted by Ordinance Number 1054, 1997, and Xxxx.

1902 AFFECTED INDIVIDUALS

1902.1

1902.2

Reasonable Suspicion. Supervisors are responsible for monitoring employees for
alcohol and drug use. If a supervisor has reasonable suspicion that any employee
may be under the influence of alcohol or a prohibited drug, which suspicion is
supported by current and specific information concerning the employee's
behavior, appearance, speech, communication, or bedy odor, immediately before,
while, or immediately after the employee has-beenis on duty, the employee shall
be subject to the provisions for reasonable suspicion testing included in this
chapter.

Job Applicants Nominated for Hire. Any person who is offered regular,
classified employment with the City shall be subject to the Pre-Employment
Testing provisions of this chapter. Each potential new hire shall complete and
sign a pre-employment drug testing consent form.
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1903 PROGRAM ADMINISTRATOR

The City Manager is

2

T R et
Administrator—n-which-capactty-he-is—alse responsible for the overall operation of this

program as the Program Administrator.

1904 SELF-REFERRAL AND EMPLOYEE ASSISTANCE

1904.1

1904.2

Self-Referral Prior-toBefore Testing. An employee subject to testing under this
chapter who acknowledges having an alcohol or drug problem before being
selected for testing shall be permitted to take up to 90 days of accrued sick,
annual, or combined personal leave in accordance with the City’s leave policies
for the purpose of undergoing an approved dependency treatment program. To be
eligible, the employee must deliver herorhis the signed, written request for leave
to herthistheir supervisor. This referral program is enhyallowed once. Prierto
Before returning to duty, the employee shall be subject to return-to-duty and
follow-up testing as described in this chapter. Employees are advised to contact
the City Manager’s office for details regarding any-insurance benefits that may be
available for participation in such a treatment program.

Employee Assistance Program. The City of Kodiak offers an Employee
Assistance Program (EAP) threugh-the Kodiak-Mental-Health-Center designed to
assist employees and their family members ies who are experiencing personal or
job-related problems, including employees who need assistance in dealing with
alcohol or drug problems. Employees are encouraged to contact the EAP for
assistance in early detection and referral for substance abuse problems and
treatment. Employees who would like more information on benefits of the
Employee Assistance Program should contact the City Manager's office.

1905 GENERAL PROHIBITIONS

1905.1

1905.2

Prohibited Drugs. For the purposes of this policy, prohibited drugs include
marijuana (THC), amphetamines, methamphetamine, opiates, cocaine, ané
phencyclidine (PCP), and propoxyphene.

Employees Not to Work Under the Influence of Alcohol or Drugs. No
employee shall, while under the influence of alcohol or drugs or within 4 hours of
after using alcohol or a prohibited drug, report for or remain on duty in any
capacity. Employees are cautioned that refraining from drug or alcohol use for 4
hours prier—tebefore reporting for duty does not ir—and—ef—itself-assure an
acceptable blood alcohol level or a negative drug test.
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1905.3

1905.4

1905.5

1905.6

1905.7

Employees Not to Use Alcohol Prier—teBefore Post-Accident Test. No
employee required to take a post-accident alcohol or drug test shall use alcohol
for 8 hours following an accident, unless the test has been completed.

Employees May Not Refuse Test. No employee may refuse to submit to a
lawfully required alcohol or drug test. If an employee does so, the refusal will be
considered equivalent to a positive test and shall carry the consequences specified
in this chapter.

Possession of Alcohol and Drugs Prohibited. No employee shall possess or
carry alcohol or prohibited drugs in a City-owned motor vehicle nor in a City
office, shop, or other workplace. The only exception is for drugs that meeting the
requirements of Section 1905.9-7 below (i.e., they—are—prescribed, approved as
safe, and the employee’s immediate supervisor receives a copy of the employee’s
doctor’s written certification).

Prohibitions Specific to Alcohol.

(@) Any employee with a blood alcohol level of 0.02% to 0.04% is prohibited
from operating City-owned motor vehicles, but such an individual is not, by
reason of such a reading alone, considered to have tested “positive” for the
purpose of this policy. The employee may be allowed to return to driving once
her—orhisthe employee’s blood alcohol level tests below 0.02%. With the
exception of the test or tests required to confirm that the employee's blood
alcohol level is below 0.02%, the employee will not be subject to mandatory
follow-up testing or substance abuse professional (SAP) evaluation but shall
be subject to such disciplinary action as the City deems appropriate under the
circumstances.

(b) Alcohol test results are considered positive if they are greater than 0.04%. No
employee shall report for duty ror remain on duty with a blood alcohol level
of greater than 0.04%.

Prohibitions Specific to Prohibited Drugs. No employee shall report for duty or
remain on duty with any level of a prohibited drug is in her-or-his their blood,
breath or urine unless:

(a) the drug was medically prescribed by a state licensed medical doctor; and

(b) this-the prescribing doctor has certified in writing, provided to the City, that
use of the drug(s) will not adversely affect the employee’s ability to perform her
er-histhe employee’s job duties.

1906 TESTING
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All affected individuals as identified in Section 1902 are subject to alcohol and drug
testing as described below. Should an employee refuse to be tested or fail to cooperate
with testing procedures, or should the test results be positive, the employee will be taken
home, if still on duty, and will be subject to the consequences specified in this chapter.

1906.1

1906.2

Pre-Employment Testing. Any person not already employed by the City who is
offered regular, classified employment with the City shall be tested for drug use
prior-te before final-hire. No applicant shall be hired unless the test result is
negative (i.e., any offer of employment to a person not already employed by the
City forsuch-apesition-is a conditional offer of employment and shall be
withdrawn or rescinded if the prospective employee refuses a test or fails to return
a negative test result). Each potential new hire shall complete and sign a pre-
employment drug testing consent form.

If a positive drug test results in the City's retracting a conditional offer of
employment, the individual who failed the drug test shall not be eligible to re-
apply for a position covered by this policy for six months after the testing date.

Reasonable Suspicion Testing. If a supervisor has reasonable suspicion that an
employee may-beis under the influence of alcohol or a prohibited drug, which
suspicion is supported by current and specific information concerning the
employee's behavior, appearance, speech or bedy odor, immediately before,
during, or immediately after the employee has been on duty in any job, the
supervisor shall

(a) immediately stop the employee’s work; and

(b) complete the Supervisor Reasonable Suspicion Checklist; and

(cb)  inform the employee of the suspicion of alcohol and/or drug use and of the
supervisor's determination that a drug or alcohol test should be administered.
(If possiblepractical, the supervisor will arrange for the presence of a second
superwsor durlnq this notlflcatlon to the emplovee —Itererateeureeemmended
: );
and

(de)  contact the program administrator to arrange for the employee to be tested:;
and
(ed) have the employee transported directly to and from the testing facility,

e%he—ehe&td—be drlven home or, |f the test is known to be neqatlve, returned

to the work site after the test.
The employee may request a confirmation test. If the test results are not

immediately known the employee will be placed on paid administrative leave
until the test results are available.

Supervisors sheuld-shall complete a Reasonable Suspicion Checklist within 24
hours ef-after the supervisor's initial determination that an employee appears to be
under the influence of alcohol or drugs, or before the results of the test are
released, whichever is later.
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1906.3

1906.4

1906.5

If the test does not occur within 2 hours ef-after the supervisor's initial
determination, the supervisor shall document the facts and circumstances giving
rise to the delay, following the procedures specified below in Section 1907 Delays
in Testing.

To ensure the safety of others, any employee who knows or suspects that another
employee is under the influence of drugs or alcohol shall report this suspicion to
the observing employee's supervisor immediately.

Return-to-Duty Testing. An eEmployees who engages in conduct prohibited by
this chapter will be evaluated by a Substance Abuse Professional (SAP) to
determine the whattype-of-assistance he/she-neededs to resolve the problem. If
the City plans to consider reinstating the employee, the SAP and the supervisor
will develop a return-to-duty contract—Fhis-decumentshat- outlininge specific
objectives that-the employee ir-guestion-must complete in order to be considered
for reinstatement. Prior-te Before reinstatement, the employees will be re-tested.
This return-to-duty test must register below 0.02% for alcohol and negative for
drugs. An employee who tests positive on a return--to--duty drug_test or above
0.04% on a return--to--duty alcohol test required by this section shall be
dischargeddismissed. An employee whose test result on a return--to--duty alcohol
test is between 0.02% and 0.04% blood alcohol content may be subject to
discharge.

Follow-up Testing. An employee will receive at least six 6 unannounced tests
during the first 12 months after returning to duty following a positive test. Further
testing may continue for up to 60 months, if recommended by the SAP. An
employee who, after returning to duty following a positive test, tests positive on a
follow-up drug or alcohol test required by this section shall be discharged
dismissed.

Confirmation Testing. All positive drug and alcohol tests shall be verified via
approved confirmation test methods, as required.

| 1907 DELAYS IN TESTING-

If a required test is not administered within two2 hours fellewing-after notice of a
reasonable suspicion or follow-up test, the supervisor, in cooperation with the
administrator, shall document the reason the test was not administered within that time.

If a required alcohol test is not administered within eight 8 hours, or a required drug test
is not administered within 32 hours, the test in question shall not be conducted. The
administrator shall document the reason(s) the test(s) were not conducted within the
required time.

1908 TYPE OF TESTING REQUIRED
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Drug testing is required for each of the above test types. Alcohol testing is also required

| for each test type, except Pre-Employment Testing. Nete-that-Aan original alcohol test
reading below 0.04% excuses the employee from the alcohol testing requirement of the
return-to-duty and follow-up tests.

| 1908.1  After--Hours Testing. If testing is needed outside normal hours of operation of
the designated collection site, a supervisor or manager will be responsible for
following the procedures established by the testing lab.

| 1908.2 Refusal to Be Tested. Fheregulationsrequire-Tthe City willte treat a refusal to
be tested as a positive test. Each of the following constitutes refusal to submit to
testing:

(a) Failure to provide adequate breath for testing without a valid medical excuse
from a state--licensed medical doctor; or

(b) Failure to provide adequate urine for testing within a reasonable time without
a valid medical explanation from a state--licensed medical doctor; or

(c) Failure to report on time, or to sign or initial testing documents, as required;
or

(d) Refusal to be tested; or

(e) Leaving the scene of an accident without a valid reason, before tests are
conducted.

An employee who refuses to submit to a drug or alcohol test mandated or
| authorized by these policies shall be dismissed -gischarged.

1909 CONSEQUENCES OF A POSITIVE TEST OR PERFORMANCE OF A
PROHIBITED ACT
The following table summarizes the consequences of an employee's having-a-positive
drug or alcohol test or refusingal to be tested under the specified circumstances.

| Fype-ofReason for Positive Test Consequences Refusal to Test
Test Consequences
Pre-Employment Not hired/transferred Not hired/transferred
| Reasonable Suspicion  Dismissed-discharged Dismissed discharged
/rehabilitation*
| Return-to-Duty Dismissed discharged Dismissed -discharged
| Follow-up Dismissed discharged Dismissed -discharged
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1909.1

1909.2

1909.3

1909.4

*{Indicates a potential opportunity for rehabilitation, subject to the limitations set out in this
chapter.)

Immediate Removal from Duty. An employee who tests positive, refuses to be
tested, or performs an act prohibited under this chapter will be removed from duty
immediately. The employee will be placed on administrative leave without-pay
pending the-determination of the appropriate discipline.

Referral for Evaluation. An employee who tests positive (regardless of whether
terminated-dismissed or retained) will then-receive a referral to a substance abuse

professional (SAP) for evaluation. Fhe-employee-will-also-receive-a—copy-of-the
Conpselneand-RecovepResoreas-Hisbsoee Hedin-Sect op18031

City's Option for Rehabilitation and Retention. The City may choose to work
with the SAP to rehabilitate an employee who has tested positive or otherwise
committed one or more acts prohibited by this policy, heweverit-but the City is
under no obligation to retain the employee, even if the rehabilitation is successful.
Determination whether to retain the employee will depend on the employee’s
history of conduct and performance. An employee who participates in a

rehabrlrtatron plan approved by the SAP and Program Administrator may take

for the purpose of undergomg the approved dependency treatment program No

other-form-of-paid-eave-will-be-alowed for this-purpese.

Other than any the— City Employee Assistance Program, defined—in—Section
1804-2, no rehabilitation program or treatment services will be paid by the City
for the purposes outlined in this section.

Blood Alcohol Level Between 0.02% to 0.04%. An employee whose test results
indicate a blood alcohol concentration of 0.02% to 0.04% shall be prohibited from
driving a City-owned motor vehicle until the start of the employee’s next
regularly scheduled duty period, but not less than 24 hours feHewing-after the
administration of the test. Other disciplinary actions may apply.

1910 TRAINING FOR SUPERVISORS

Every individual who is in the position of determining “reasonable suspicion” of alcohol
misuse or drug abuse will receive a minimum 120 minutes of annual training (60 minutes

| alcohol--related and 60 minutes drug--related). The training must cover the physical,
behavioral, speech, and performance indicators of alcohol misuse and drug abuse.
Supervisors shall sign a sheet acknowledging training.

| 1911 CONSENT AND TRAINING FOR AFFECTED EMPLOYEES
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| Prierte Before testing, employees and job applicants; shall receive a copy of this policy.
Employees shall sign forms acknowledging receipt of this policy and participation in any

| required training. Job applicants shall sign a testing consent form whieh-that includes
acknowledgment that they understand the drug testing requirement.

1912 RECORD RETENTION AND REPORTING
1912.1  Security of Records All records pertaining to employee and applicant drug and

alcohol testing shall be maintained in a secure location, and access shall be
controlled in the same manner as other confidential personnel records.

1912.2  Records Available to Future Employers. Records_pertaining to an employee’s
drug and alcohol testing will be made available to future employers upon written
request by the employee.

| 1912.3  Employee's Right to Copies. Upon written request, employees will -are-aHewed
te-receive copies of the drug and alcohol records pertaining to them.

1912.4  Disclosure of Records in Lawsuit, Grievance, Etc. The City may disclose
‘ information pertaining to an employee that it is required to be-maintained under
this policy to the decision--makers in a lawsuit, grievance, or other proceeding

initiated by or on behalf of the employee.

DEFINITIONS

BREAK IN SERVICE. Means any period of absence of an employee from work as a result of
resignation, retirement, terminationdismissal, suspension without pay, or leave without pay for
more than thirty{30) calendar days. See Sections 1017 and 1301 through 1304. (Ord. 1307,
2013)

| CALENDAR YEAR. Twelve {12}-month period beginning January 1 and ending December 31.

CDL/CMV Employee. An employee whose job requires possession of a commercial driver’s
license or performance of a safety sensitive function on a commercial motor vehicle. See-Section
1802.

| CMV. Commercial motor vehicle.-See-Section-1802.
DEPUTY CITY MANAGER The deputy chlef admlnlstratlve officer sentormanager—and

rgeverament-who reports to the City
Manager and aSSIS'[S in the proper admlnlstratlon of a1+affa|rs of the City.

| BISCHARGE OR DISMISSAL. The involuntary termination-dismissal of an employee from
the City service by an appointing authority. See Sections 1303 and 1304.

DRUG, PROHIBITED. For the purposes of this policy, prohibited drugs include marijuana
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(THC), amphetamines, methamphetamine, opiates, cocaine, and phencyclidine (PCP), and
propoxyphene. See Section-1865.11905.1.

| FAMILY. See Immediate Family Member, below.

| LAYOFF. The involuntary termination-dismissal of an employee because of the lack of work,
lack of funds, or abolition of a position. See Sections 409.6, 605, and 1302.

PART-TIME POSITION. A position requiring the services of a regular part-time employee for
less than a regular work week on a continuous basis. (Ord. 1307, 2013)

| PAY RANGE MATRIX. The minimumrmid-point-and-maximum-rates of pay established for
each classification. See Chapter 4 and Schedules I, Il and 111. (Ord. 1307, 2013; Ord. 1038,

1996)

reqular work week on a continuous basis and is eligible for benefits.

‘ REGULAR FULL-TIME EMPLOYEE. A reqgular employee who is employed for 40 hours in a

REGULAR PART-TIME EMPLOYEE. A regular employee who is employed for less than
the regular number of working hours on a continuous basis and is eligible for benefits. See
Sections 407, 417, 1004, 1101, 1201, and 1205. (Ord. 1307, 2013)

Addendum B to PR&R
CITY OF KODIAK
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SEXUAL HARASSMENT AND ANTI-HARASSMENT POLICY

General

The City of Kodiak is committed to maintaining a work environment that is free of
discrimination and harassment based on a person’s race, color, religion, sex, national
origin, age, disability, genetic information, political affiliation or any other protected class
provided for in federal, state, and local laws.

All employees should respect the rights, opinions, and beliefs of others. Harassment of
any person because of a person’s race, color, religion, sex, national origin, age,
disability, genetic information, political affiliation or any other protected class provided
for in federal, state, and local laws is strictly prohibited. Any such harassment is
prohibited by this policy whether or not it violates the equal employment opportunity
laws. This policy applies to all employees (regular and temporary) of the City, up to and
including Management.

Sexual Harassment

Sexual harassment is conduct based on sex, whether directed towards a person of the
opposite or same sex. No one may threaten or imply that an employee’s submission to
or rejection of sexual advances will in any way influence any decision about that
employee’s employment, advancement, duties, compensation, or other terms and
conditions of employment. No one may take any personnel action based on an
employee’s submission to or rejection of sexual advances.

No one may subject another employee to any unwelcome conduct of a sexual nature.
This includes unwelcome physical conduct, such as touching, blocking, staring, making
sexual gestures, and making or displaying sexual drawings or photographs, and
unwelcome verbal conduct, such as sexual propositions, slurs, insults, jokes, and other
sexual comments. An employee’s conduct will be considered unwelcome and in
violation of this policy when the employee knows or should know it is unwelcome to the
person subjected to it.
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Other Harassment

Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is
based upon a person’s protected status, such as sex, color, race, religion, national
origin, age, physical or mental disability or other protected group status. The City will not
tolerate harassing conduct that affects tangible job benefits, that interferes
unreasonably with an individual’'s work performance, or that creates an intimidating,
hostile, or offensive working environment. Such harassment may include, for example,
jokes about another person’s protected status, kidding, teasing or practical jokes
directed at a person based on his or her protected status.

Making Complaints and Reporting Violations

If you are the victim of harassment, you are requested and encouraged to make a
complaint to the City. You are not required to complain first to the person who is
harassing you. If you prefer, you may complain directly to your supervisor, the
supervisor of the harasser, Human Resources, or the Department Head. Similarly, if you
observe harassment of another employee, you are requested and encouraged to report
this to one of the persons described above. No reprisal, retaliation, or other adverse
action will be taken against any employee for making in good faith a complaint or report
of harassment, or for assisting in good faith in the investigation of any such complaint or
report. Any suspected retaliation or intimidation should be reported immediately to one
of the persons described above.

Investigations of Complaints and Report

The City will impartially, promptly, and thoroughly investigate any complaint or report of
a violation of this policy. An impartial and thorough investigation can take several weeks
in some cases. To the fullest extent practicable, the City will keep the complaints and
the terms of their resolution confidential. You may at any time ask the person you
complained or reported to about the status of the investigation.

Penalties for Violations

The City will take prompt disciplinary and remedial action if its investigation shows a
violation of this policy. Depending on circumstances, the disciplinary action may range
from a warning to dismissal.

A complaint or report that this policy has been violated is a serious matter. Dishonest
complaints or reports are also against the City policy, and the City will take appropriate
disciplinary action if its investigation shows that deliberately dishonest and bad faith
accusations have been made.

Additional Information
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If you have any concerns or questions about this policy, or you have general questions
about discrimination or harassment, please contact the City Human Resources Office or
Department Head. You may also contact the nearest office of the Equal Employment
Opportunity Commission or the Alaska Human Rights Commission with any questions
about discrimination or harassment.

| certify that | have received and read the above policy explaining the City of
Kodiak policy against sexual and other harassment and understand that
discipline, up to and including dismissal may result from any violation of this

policy.

Employee Printed Name

Employee Signature Date

Section 19:  Kodiak City Code 2.08.065 Deputy City Manager — appointment, powers and
duties is hereby amended as follows:

2.08.065 Deputy city manager—appointment, powers and duties
(a) There shall be a deputy city manager who shall be appointed for an indefinite term by
the city manager.

(b) The deputy city manager shall:

(1) Serve as the deputy chief administrative officer and-senier-managerand-department-head
of the-administrative-branch-of the-city-government-who reports to the city manager;

(2) Assist the city manager in providing administrative oversight of daily operations of the
city, ensurlng |mplementat|on of and adherence to poI|C|es4astabl-|shed—byJeh&e|{%eeuneH—by

(3) Ensure organizational compliance with applicable laws, codes, regulations and standards
and provide direct management and oversight of assigned functional areas;

(4) Overseeal-humanresourcefunctions-and Assist the city manager in administering aH

aspeets-of-the city’s human resources program-taeluding-the-maintenance-of personnel
records;
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(5) Assist department heads and the City Manager in making hiring, dismissal, and
disciplinary recommendations;

(6) Provide oversight and participate in the development and implementation of short and
long range strategic plans, programs, policies and procedures for the city;

(7) Research, analyze, prepare and present management studies, reports, plans, resolutions,
ordinances and other information_as directed by the city manager;

(8) Manage and participate in project activities as assigned by the city manager; and

(9) Perform functions of the city manager and other duties when assigned.

Section 20:  This ordinance shall be effective one month after final passage and publication.

CITY OF KODIAK

MAYOR
ATTEST:

CITY CLERK

First Reading:
Second Reading:
Effective Date:
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