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ARTI CLE |. DEFI NI Tl1 ONS

"All ocation" means the assignment of an individual position to an
appropriate class on the basis of the kind, difficulty, and
responsibility of the work actually performed in the position

"Appoi nting Authority" means that person(s) authorized by statute, or
lawful |y del egated to make appoi ntnments.

"Armed Forces" neans all enployees of the Army of the United States, the
United States Navy, and the Marine Corps, the Coast Guard, or other
branches of the Arned Forces, the nenbers of which are subject to and
under military law, and officers of the public health service detail ed
by proper authority for duty either with the Arny or Navy.

"Assenbl ed Test" neans a test or tests conducted at a specified tine
and pl ace at which applicants are required to appear for conpetitive
exam nation under the control of the Civil Service Conm ssion

"Class" or "Cass of Position" neans a group of positions sufficiently
simlar as to the duties performed, degree of supervision exercised or
requi red, mninmumrequirenments of training, experience, or skill, and
such other characteristics, that the same title and the sane tests

of fitness, and the sane schedul e of conpensation may be applied to

each position in the group

"Class Specification" neans the witten description of a class
containing the official title, a statenent of the duties, authority,
and responsibilities of the class and the qualifications that are
necessary or desirable for the satisfactory performance of the
duties of the class.

"Classified Service" nmeans all positions in the city service except:

a. Al elected officers of the city.

b. Al nmenbers of appointed boards and conmi ssi ons.

C. The heads of departnents appointed by the Mayor.

d. Al'l enpl oyees of the Board of Education

e. The Tax Assessor, Purchasing Agent, and the Tax
Col I ector.

f. Personnel within the Police and Fire Departnments who are
governed by rules of the Board of Police and Fire
Conmi ssi oner s.

g. Enpl oyees of the Mayor's office.

h. City Attorney.

i Q her positions as determined by the Civil Service Conm ssion

"Commi ssion" neans the Civil Service Commission or its authorized
representative

"Creation of a New Position" neans that a Departnent Head has
recommended to the Mayor that a new position be established; the Mayor
has approved the recomendati on and has forwarded the request to the
G vil Service Commission; the Gvil Service Conmission has allocated
the position to a class; the Finance Board has revi ewed the necessary
budgetary appropriation, and by ordi nance the Board of Al dernan has
approved the addition of the duties and the recomended budgetary
appropri ation.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

"Denotion" means the change of an enployee froma position in one
class to a position in another class having a | ower nmaxi num sal ary
rate due to failure or inability in the higher rated position

"Di sabl ed Veteran" nmeans a veteran who, at the time of making
application, is reported by the agency responsible for the

adm ni stration of veteran affairs as having a disability rating of
10% or nore.

"Di smissal" neans the conpl ete separation of an enpl oyee fromthe
service by preferred charges against himin witing, and after a
hearing before the Cvil Service Comm ssion is requested within
the specified tinme, or by failure on his part to conplete the
probationary period successfully.

"Downwar d Recl assification"” nmeans change of an enployee from a
position in one class to a position in another class having a | ower
maxi mum sal ary rate due to reasons beyond the control of the

enpl oyee.

"Eligible” means a person whose nanme is on an active enploynent |ist.

"Energency"” or "Catastrophe" neans that state of affairs which, in
t he judgment of the Mayor and/or the Chairman of the Board of

Al dernen, is declared to be a serious threat to the safety and
security of the residents of the City of MIford.

"Enpl oyee" means any person in the enploy of a departnent who is
paid a salary or wage and whose position is defined in the
classification plan

"Layoff" neans the tenporary separation of an enpl oyee fromthe
service by reason of lack of work or funds.

"Open Conpetitive Tests" neans a test, assenbled or unassenbl ed,
open to all qualified persons including permanent city enpl oyees.

"Part Tinme Position" neans a position involving sub-nornmal working
hours by the day or by the week.

"Per manent Enpl oyee" mnmeans an enpl oyee who has been appointed by the
appoi nting authority, and certified by the Cvil Service Conm ssion
to a position in the classified service after satisfactorily

conpl eting his probationary period in accordance with Article VII,
Probati onary Peri od.

"Pernmanent Position" neans a regularly established position in the
classified service in which the duties are of such a nature that it
can be reasonably assuned that the position will be continued
indefinitely.

"Position" means a related group of duties within an organization
unit assigned to an enpl oyee.
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23.

24,

25.

26.

27.

28.

29.

"Probationary Period" neans a working test period during which an
enployee is required to denonstrate his fitness to performthe duties
of the class of positions to which he is appointed by actua
performance of those duties.

a. For further definition of "Probationary Period" in
relation to sick | eave, see Article Xli|I, ATTENDANCE AND
LEAVE, Sec. 2.

"Pronotion" neans advanci ng an enpl oyee froma position in one class
to a position in another class having a hi gher maxi nrum salary rate.

"Pronotion Test" means a test, assenbled or unassenbl ed, to deternine
whi ch enpl oyees in a particular class nerit advancenent to a higher
class. Admission to these tests is linited to regular enpl oyees

in the classified service who possess the required qualifications.

"Public Hearing" neans a hearing after public notice at which any
person may have a reasonabl e opportunity to be heard.

"Sal ary" neans the total amount of noney paid to a person for
performance of his regular job for a regular work week.

"Seasonal Position" neans a position requiring the observance of
normal wor ki ng hours but which is filled only during certain nonths
or seasons of the year

"Service" nmeans the length of tinme enployed by the City in a full or
part-tinme permanent classified position, and

a. "Service" is established upon conpletion of the appropriate
probationary period on the position assigned, and

b. "Service" is built up while actively working on a classified
position, or while absent, due to jury duty, mlitary service
in the National Guard or the Arned Forces of the Federa
Government or a bona fide injury covered by Worknen's
Conpensation | nsurance, and

c. "Suspension of Service" occurs while absent fromwork due to:

(1) Layof f because of lack of work or reduction in force, or

(2) Leave of absence processed and approved according to the
Conmi ssion's Rul es and Regul ati ons, except for reasons
of illness, and

d. "Loss of Service" occurs when an enployee is discharged, resigns
or fails to conply with the Conmission's Rules and Regul ati ons
concerning layoff or |eave of absence, and

e. "Service Date" or "Anniversary Date" is the date of the
enpl oyee's first day of work, provided the appropriate
probati onary period has been conpl eted, except that the
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30.

31.

32.

33.

34.

35.

36.

(1) "Service Date" or Anniversary Date" shall be adjusted
forward fromthe first day of work, whenever a "Suspension
of Service" occurs, by the nunber of cal endar days absent,
and the newy established date shall, thereafter, be known
as the enpl oyee's "Service Date" or "Anniversary Date".

"Supervisor(s)" nmeans all persons with the authority to and the
responsi bility of nanaging the work of subordi nate enpl oyees.

"Suspensi on" means the tenporary separation of an enpl oyee fromthe
classified service for disciplinary reasons and for a definite period
specified in witing.

"Tenporary Enpl oyee" means any enpl oyee appointed to a tenporary
position or tenporarily appointed to fill a regular position

"Tenporary Position" nmeans a position in the classified service
created for a designated period of time so designated by the Gvil
Servi ce Conmi ssi on

"Tenporary Transfer" means the change of an enployee from one position
to anot her position, regardless of class, for a period not to exceed
thirty (30) consecutive cal endar days.

"Term nati on" neans severance fromthe Cty's enploy and renoval from

the City's payroll. The various classes of termnation shall be:

a. Resignation d. Deat h

b. D scharge for Cause e. Layof f

c. Retirenent f. Absence wi t hout Perm ssion
(1) "Absence wi thout Pernission" neans an absence

wi t hout pernmission for a period of three (3)
consecutive working days without notification

to and approval of the supervisor, which absence
shal | be considered an official ternmination as
of the last day worked.

(2) "Retirenent." An enpl oyee who has attained the age of
seventy (70) shall be termi nated on the date foll ow ng
attai nment of such age except that any such enpl oyee, at
the request of the Mayor and with the approval of the G vi
Service Conmmi ssion, nay be continued in service for periods
of one (1) year, but in no case after the attainnent of
age seventy-three (73).

"Trai nee" means an enpl oyee certified by the Cvil Service

Conmi ssion for enploynent in a classification at a beginning

rate of pay consisting of the mnimumrate of the |abor grade

two (2) grades below that grade established for the classification
and who is qualified for the position in all respects except that
of experience, and who has been given a tinme schedule in which to
qualify for the mninumrate of pay for the classification, and
who has further been given a schedule of increases to be granted
during the training period.
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ARTI CLE |I. DEFI NI TI ONS

37.

38.

39.

40.

41.

"Transfer” means a change of an enpl oyee from one position

to another position in the same class or another class having
the sane mini num and nmaxi num salary linmts, involving the
performance of simlar duties and requiring substantially the
sane basic qualifications.

"Unassenbl ed Test" means a test or tests consisting of an
apprai sal of experience and training, or of any other neans of
evaluating the relative qualifications of applicants, usually

not involving the calling of applicants together prior to appointnent.

"Veteran" neans a person who served in the active service of the
Armmed Forces during the period of war in which the United States
has been or is engaged, and who has been honorably discharged.

"W dow of Veteran" means the unmarried wi dow of a veteran killed
in active service provided such wi dow shall have lived with such
husband continuously fromthe tine of her marriage to himto the
time of his death, separations of a tenmporary or ordinary nature
except ed.

"Wfe of Totally Disabled Veteran" neans the wife of a veteran
totally disabled while in active service and who is, at the tine
of application and/or testing, married and |iving with such husband.

Page 5



ARTICLE I1. THE CLASSI FI CATI ON PLAN

1. Preparation of the Pl an

The Conmi ssion shall ascertain the duties, authority and responsibility
of all positions in the classified service. It shall prepare a position
classification plan which shall group all positions in the classified
service in classes, based on their duties, authority and responsibilities.
The position classification plan shall set forth for each class of position
the official class title, a statement of duties, authority and responsi-
bilities included in the class, the qualifications that are necessary or
desirable for the satisfactory performance of the duties of the class.

2. Adoption of the Plan

The adoption of the plan and the rules and regul ations of the Gvil
Service Commission of the City of MIford are effective as of Cctober 20,
1960, and shall rescind Personnel O dinance dated October 18, 1954, as
revi sed, and Personnel Rules dated Cctober 4, 1954, and Adni nistrative
Regul ati ons for Personnel Rules, Procedure for Adm nistration of
Classification Pay dated Cctober 4, 1954, and Cctober 18, 1954, insofar as
they may apply to classified enpl oyees. The plan and rules and regul ati ons
of the Conmi ssion shall take effect imediately unless hereinafter
speci fied otherw se.

3. Al l ocation of Position

The Conmi ssion shall allocate each position in the classified service to
the appropriate class therein on the basis of its duties, authority and
responsibilities. The Commission shall review all classified enployees who
have been hired, pronoted, transferred, or denpted on or after Cctober 1
1960, and shall assign themto the proper grade, classification and rate
of pay.

4, Interpretation and Preparation of O ass Specifications.

The Conmi ssion shall cause to be prepared, as soon as practicable after
the adoption of this plan and its acconpanying rul es and regul ati ons,
specifications for each class of position. Specifications will be
interpreted in their entirety and in relation to others in the classification
plan. Particular phrases or exanples shall not be isolated and treated as
full definitions of a class. Specifications shall be deened only as
descriptive and explanatory of the kind of work required in positions in
t he several classes but not necessarily inclusive of all duties to be
per f or med.

5. Adm ni stration of Pl an.

Revi sions to class specifications and reallocations within the approved
classification plan will be nade in the follow ng manner:

a. VWhenever a new position is reconmended or a change in the
duties and responsibilities of an existing position is reconmended invol ving
either the addition of new duties or the taking away or nodification of
exi sting ones, the Conm ssion shall be infornmed by the Mayor and, in turn
will investigate. |If the changes are to be pernmanent and, in the opinion
of the Conmi ssion, call for allocations or reallocation, the Conmm ssion

Page 6
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will place the position in its appropriate class and, in turn shal

notify the Board of Finance of its action. Should the Board of Finance
certify the job as necessary to the Board of Al dermen, and should the
Board of Al dernmen approve, the position shall be added to the appropriate
sal ary ordi nance, anended by the Board of Aldermen and, thereafter, shal
be filled according to the Rul es and Regul ati ons of the Conm ssion

b. When an enpl oyee is transferred pernmanently to anot her
position, the Comm ssion shall re-exam ne the duties of such position to
determine if the position is still properly classified and, if necessary,

reallocate the position to a different class.

C. The Conmi ssion shall periodically check classifications and on
t he basis of such investigation shall conbine or abolish existing classes,
or, if necessary, establish new cl asses.

d. An enpl oyee may subnit a witten request which is to be
presented by his supervisor to the Ofice of the Mayor for his recomendati on
and then to the Commi ssion for a review of his position. |[If such request,

in the opinion of the Comm ssion, sets forth sound reasons for the review,
t he Conmi ssion shall re-exanmne the duties and responsibilities and after
di scussion with the supervisor(s) of said enployee shall advise the

enpl oyee in witing of the correct allocation of his position

e. Any appeal fromthe decision of the Conmm ssion concerning
all ocation or reallocation of positions to classes shall be processed
according to the Gievance Procedure.

6. Ef fecti ve Real | ocati on of Positions.

A regul ar enpl oyee who is occupying a position reallocated to a
different class shall continue in the position only if he is eligible for
and is actually appointed to the reallocated position in accordance with
the rul es governing pronotion, transfer or denotion. Any regular enpl oyee
whose position is reall ocated may conpete in any test held to fill the
real |l ocated position.

When an enpl oyee, through initiative and intelligent application
devel ops a position warranting a new or different class, the Conm ssion shal
after investigation, conduct an open conpetitive pronotional test.

7. Use of Class Title.

Fol | owi ng the adoption of the classification plan and the allocation to
cl asses therein of positions in the classified service, the class titles
set forth therein shall be the official titles designating the severa
cl asses and shall be used to designate such positions in all officia
records, vouchers, payrolls, and comunications concerni ng personnel
No person shall be appointed to, or enployed in, a position under a class
title which has not been approved by the Commi ssion as appropriate to
t he duties perforned.
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1. Announcenent .

Al tests for positions in the classified service shall be published by posting
announcenents in the Comm ssion Office, on official bulletin boards, and in other
such places as the Conmi ssion deens advi sable including at |east one (1) newspaper
in general circulation in the MIford area. The announcenents nmay specify: the
title and salary range of the class for which the test is announced; the nature of
the work to be performed; the qualifications desirable for the perfornance of the
work of the class; the time, place and manner of maki ng applications; the type of
tests, their relative weight and relation to experience and other qualifications;
the closing date for receiving applications; and other pertinent information.

2. Application Form

Application shall be nade on forns provided or authorized by the Conm ssion.
Such fornms shall require information covering training, experience, reference and
other pertinent information. Each application nust be signed by the person

appl! yi ng.

3. Di squalification of Applicants.

a. The Conmi ssion nmay refuse to exam ne an applicant, or after exam nation
may disqualify such applicant or renove his name froma register or refuse to
certify any eligible on a register if:

(1) He is found to lack any of the prelimnary requirenments established
for the exam nation for the class of position

(2) He is so disabled as to be rendered unfit, in the opinion of the
Conmi ssion, for the performance of the duties of the class.

(3) He is so addicted to the use of narcotics or by the habitual use
of intoxicating liquors to excess.

(4) He has been convicted of any infanmous crinme or other crine
i nvol ving noral turpitude, or otherwise fails to neet the Com
m ssion's standard as to habits and conduct evidenced by a record
of law violations.

(5) He has nmade a fal se statement of material fact in his application

(6) He has previously been dismssed fromany public service for
del i nquency, mi sconduct or other simlar cause.

(7) He has used or attenpted to use political pressure or bribery to
secure an advantage in the test or appointnent.

(8) He has directly or indirectly obtained infornmation regarding tests
to which, as an applicant, he was not entitled.

(9) He has failed to submit his application correctly or within the
prescribed tine limts.

(10) He has taken part in the conpilation, admnistration or correction
of the test.

b. A disqualified applicant shall be pronptly notified of such action, and an
applicant who is not adnitted to a test because of failure to neet the prelimnary
requi renments shall be notified sufficiently in advance of the test to allow for an
appeal fromrejection to the Conmi ssion



ARTI CLE | V. TESTS

1. Conpetitive Tests.

Al'l appointnents and pronotions to the classified service of the City
shal |l be nade according to nerit and fitness to be ascertained so far as
practicable by conpetitive test. Tests shall relate to those nmatters which
will fairly attest to the capacity and fitness of the candidates to dis-
charge efficiently the duties of the classes for which the tests are held.
They may be assenbl ed or unassenbl ed, and may include witten, oral
physical, or performance tests or any conbination of these. They may take
i nto consideration such factors as education, experience, aptitude, know
| edge, character, physical fitness, or any other qualifications which, in
t he judgnment of the Conmission, enter into the determnation of the relative
fitness of applicants. The Conmission may require applicants to submt
proof of their age, residence, education qualifications, and mlitary ser-
vice at the time of the test and will keep a record of this information.

Tests for original appointment in the classified service shall be open
conpetitive tests which shall be open to all applicants who nmeet with the
standards or requirenments fixed by the Conmi ssion with regard to residence,
experi ence, character, age, education, physical condition, and such ot her
factors as may be held to be related to the ability of the candidate to
performw th reasonable efficiency the duties of the position. Advancenents
within the service shall be through pronotional tests which shall be open
to all permanent enpl oyees who neet the necessary requirenments and who are
serving in an appropriate class as determ ned by the Comi ssion. Pronptiona
tests may be limted to a single departnment or by a subdivision thereof.

VWi | e vacancies in higher positions shall, as far as practicable, be
filled by pronotion fromlower positions, the Commission nay direct that
such positions shall be filled by conpetitive tests open not only to
menbers of the classified service, but also all other qualified persons.

2. Met hod of Rati ng.

Sound neasurenent techni ques and procedures shall be used in rating
the results of tests and determ ning the relative ranki ng of the candi dates.
In all tests the mninumrating by which eligibility may be achi eved shal
be established by the Comm ssion. Such mininumrating shall also apply to
the ratings of any part of the test. Candidates shall be required to attain
at least a minimumrating on each part of the test in order to receive a
passing grade or to be rated on the remaining parts of the test. The fina
earned rating of the conmpetitor shall be deternined by averagi ng the earned
rating on each part of the test in accordance with the weights established
for each part prior to the date of the test and announced in the public
notice of the test.

3. Rati ng, Training and Experience.

Wiere a rating of experience and training forns a part of the test, the
Conmi ssion shall devel op such procedures for the evaluation of these factors
as wWill serve to assist in the selection of the best qualified candidates.
These procedures shall give due regard to the quality, recency and anount
of experience and to the pertinency and anount of training. The Conmi ssion
may verify statements contained in the application of an applicant and
secure further information concerning his character and fitness.
If, within a thirty (30) day period
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ARTI CLE | V. TESTS Page 10

after a list is established, errors are called to the attention of the Conm ssion
which materially affect an applicant's rating the Comi ssion shall take what action
it considers necessary and nmake, if required, adjustnents in the |list.

4, Vet er ans' Pref erence.

Any person who has served in tine of war or National Energency in the Arny, Navy,
Marine Corps, Air Force or Coast Quard of the United States and who has received an
honor abl e di scharge and who shall have nade a passing grade shall have five (5)
points added to his or her final grade, and the rank of that person on the eligible
list shall be determined on the basis of this augnented grade. Any such person to
whomthe United States Veterans' Admi nistration has accorded at |east a ten (10) per
cent conpensable disability rating shall be given one (1) extra point for each
ten (10) per cent of disability not to exceed five (5) points, on the sane basis,
in addition to his rating in any test held for the conpetitive service in which he
obt ai ned a passing grade, providing the disability is conpensable at the time of
application for preference.

Any wi dow of a servicenman who died while on active duty in the Armed Forces shal
have ten (10) points added to her score, in addition to her rating in any test held
for the conpetitive service in which she obtained a passing grade.

Proof of eligibility for veterans' preference shall be provided when the appli -
cation is filed by veterans in the formof their discharge papers, a certified copy,
photostatic copy, or other satisfactory evidence of honorable service. Disabled
veterans, additionally, shall submit, on such formas may be required by the
Conmi ssion, proof of disability certified by the appropriate Federal agency responsible
for the adm nistration of Veterans' affairs.

5. Preference for Seniority.

Credit for seniority shall be given for actual service only, excluding probationary
period in ranks or grades specified at the tinme of test by the Conm ssion. Seniority
shal |l be conputed as of the date of the test. Credit for seniority shall be obtained
by adding to a passing grade as determ ned by the Conmi ssion, two (2) points for the
first five (5) years of service, plus one-half (1/2) point for each additional ful
year conpl et ed.

6. Physi cal Exam nati ons.

A medi cal or physical examination is required as a part of the hiring process.
No applicant nmay be put to work until the nedi cal approval has been obtained. This
does not apply to any person who will not be enployed for nore than thirty (30) days.

7. Notification of Test Results.

Each person who takes a test shall be given witten notice as to whether he
passed or failed in such test as to his final average, and of his relative standing
on the list or of his failure to attain a place on the list. Each person in a test
shall be entitled to inspect his tests papers, but test papers shall not be open to
t he general public. Such inspection shall be pernmitted only during regul ar business
hours at the office of the Departnment of Civil Service and under such conditions as the
Conmi ssi on may prescribe.
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8. Speci al Tests.

No applicant shall be given a special test unless the Comm ssion, by formal
and recorded action, so orders. The Comm ssion findings and reconmendati ons
shall be recorded inits mnutes. No claimfor a special test shall be all owed
unless it is filed in witing with the Comrission within three (3) days after
the date of the original test. Any special test shall be constructed on a
pattern simlar to the original test.
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1. Re- enpl oynment Lists.

Per manent enpl oyees with a satisfactory enploynment record who are separated
fromthe service through no fault of their own shall be placed on appropriate re-
enpl oyment lists in the order to be deternmined by the Conmission. The eligibility
of all candidates on re-enploynent lists will expire two (2) years fromthe date on
whi ch they becone entitled to the re-enploynent rights. Any enpl oyee, having been
separated fromthe service, shall be required to pass a physical exam nation

2. Promoti onal and Open Conpetitive Enpl oynent Lists.

The Conmi ssion shall establish and naintain pronotional and open conpetitive
enpl oyment lists for various classes of positions only when there are actua
openings to be filled.

3. Order of Nanes on Lists.

Nanmes of eligibles shall be placed on the lists in the order of their final
earned rating, plus preference credit. In the case of ties in the final ratings,
nanes shall be placed on the list in the order of ratings earned in the part of the
test given the greatest weight. Any remaining ties shall be broken by arranging
nanes in the order in which the applications were received, except that in pronotiona
lists seniority shall be used for this purpose.

4. Avail ability of Eligibles.

It shall be the responsibility of eligibles to notify the Comrission in witing
of any change of address or other change affecting availability for enployment.
However, the Conmi ssion may circularize lists or use other methods to determ ne at
any time the availability of eligibles. Wenever an eligible submts a witten
statenent restricting the conditions under which he will be available for enpl oynent,
his nanme may be withheld fromall certification which does not neet the conditions
whi ch he has specified. An eligible nay file a new witten statenent at any tine
within the duration of an enmploynment list, nodifying any prior statenent as to con-
ditions under which he will be avail able for enpl oynent.

5. Durati on of Lists.

No nane shall remain on an enploynment list for a period exceeding one (1) year
fromthe date on which it was originally established thereon by the Comm ssion except
that before the expiration of this period, the Conmission may, by witten order
extend the tinme during which such nanmes renmain in force when the needs of the city
service so require. In no event shall the total period during which nanes may
remai n on an enployment |ist exceed two (2) years fromthe date on which the names
were originally placed thereon. An order extending the period during which names are
in force shall contain a statement of the reasons for the extension and the order
shall be entered in the records of the Commission. Two (2) or nore enploynent |ists
for the sane class of positions may be consolidated by the Conm ssion in a manner
fair to eligibles on both lists. Candidates will be certified to appointing
authorities in the nmanner described in Article VI.
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6. Renoval from Enpl oynment Lists.

The nane of any person appearing on an enploynent |ist may be renpved
by the Commission if the eligible requests in witing that his nane be renpved,
or if he cannot be |ocated by postal authorities or other means of ordinary
conmmuni cation within ten (10) days followi ng the date of notification. The
name of any eligible may also be renpved if the eligible has waived appoi nt nent
in the same class of position for a reason which is unsatisfactory to the Com
m ssion. Any cause specified in these rules for the rejection of applications
may |ikewi se be cause for the renoval of the name of an eligible fromthe
eligible list on which it appears.

7. Enpl oyees on Mlitary Leave.

In the event that the provisions of the Selective Training and Service Act
of 1940 or acts supplenental thereto, or amendatory thereof, are nmade effective,
enpl oyees who enlist or are inducted into the armed services, including any
branch of such forces, shall be returned to the sane class of position occupied
prior to enlistnent or induction and at the prevailing rate of pay provided for
such cl ass upon reinstatenment, unless pronoted as provided in this rule, and
provided further that within ninety (90) days after honorable separation they
advise the Commission in witing that they are ready and able to accept
enpl oynent .

Enpl oyees failing to advise the Conmmi ssion that they are ready and able to
resume enploynent within the ninety-day period shall be considered as having
resi gned.

Enpl oyees who have not conpleted their probationary period before enlistnment
or induction will be required to conplete it.

Enpl oyees whose nanes are on pronotional |ists may be appoi nted when duly
certified subject to conpletion of the working test period upon return fromthe
service. Meanwhile, an interimappointnment from such eligible register nmay be
nmade.
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Requi si ti on.

If a vacancy occurs in any position in a departnent or if new positions

are established and new enpl oyees are needed requisitions shall be submtted
by the appointing authority of the departnent subject to budget approval by
the Board of Aldernmen to the Conm ssion on a prescribed form

2. Certification of Eligibles.

In the filling of all vacancies with the exception of transfers,
the nanes certified to the departnent head shall include those persons
with the highest passing final scores, not to exceed three (3) persons.*
The followi ng empl oynent lists shall be used by the Commi ssion in the
order i ndi cated:

a. re-enpl oyment lists C. transfers
b. pronotion lists d. open conpetitive |ist
a. Re- empl oynment Lists. Certification fromre-enploynment |lists shal

be made as fromother eligible lists and as provided in this rule. (Refer to
ARTICIE V, Sec. 1.)

b. Promotion Lists. The regular procedure for pronotions will be as
follows: when a requisition for personnel has been forwarded to the Conm ssion
and it has been ascertained that no enpl oyees are available fromthe re-enpl oynent
list, the Commission will determine if there is a current pronotional |ist of
eligibles for the position. |If there is none, it will then review the qualifica-
tions of enployees in the classified service who are receiving salaries | ower than
the m ni mum of the class requisitioned, and will determ ne on the basis of the
review, whether a pronmotional test will be held.

C. Transfers. Wen vacanci es occur, enployees wi shing to be transferred
to a position in the same class in another department shall so notify the
Conmission in witing who shall maintain suitable lists of such enpl oyees. The
regul ar procedure for transfers of such enployees will be as follows: when no
persons are available on re-enploynent lists or promotion lists, the Commi ssion will
survey the transfer lists and contact the heads of the departnents in which
enpl oyees requesting transfers are enpl oyed and ascertai n whet her or not any of
these enpl oyees are available for tenporary or permanent transfer, according to the

needs. |If enployees are avail able and the departnent heads involved are willing
to accept the transfer, the Conmission will notify the head of the departnment
where the vacancy exists by returning the requisition formw th the nanmes of the
enpl oyees certified attached. The departnent head will interview the certified
enpl oyees and if he finds one or nore satisfactory to him he will nake the
appoi ntrent and notify in witing the enployee and the Commission. |If the certi-
fied enpl oyees are rejected by the departnment head, or, if no enpl oyees are
avail able for transfer, the Conm ssion will proceed to fill the vacancy according

to the regular recruiting procedure outlined herein. No person shall be transferred
to a position for which he does not possess the ninimum qualifications.

*Ef fective May 1, 1984.



ARTI CLE VI. METHOD OF FI LLI NG VACANCI ES Page 15

d. Open Conpetitive Enploynent Lists. |If a vacancy cannot be filled
t hrough reenpl oynment, pronotion or transfers, the Commission will certify persons
froman eligible list appropriate for filling the position. |If such lists are not

available, or if they do not suffice, a provisional appointnent nay be made as
provided in these rules.

Not withstanding the provisions of 2-a., an enpl oyee tenporarily appointed
to a civil service position, who has been tested for this position and who has
satisfactorily performed in this position, nay be placed in the position on a
per manent basis upon the recomrendati on of the department head and the approval
of the Civil Service Conm ssion

3. Appoi nt ment .

After investigation by the Conmi ssion (Refer to ARTICIE IIl, Sec. 3 (a) ),
and after interview by the appointing authority, the appointing authority shal
make appoi ntments from anong those certified by the Commission (Refer to ARTICIE 1V,
Sec. 6), and shall inmediately notify the Commission in witing of the person or
persons appointed. If no nore than one nanme is certified by the Com ssion and the
appoi nting authority with good reason decides that the individual should not be
appointed to the position, then an appeal can be made to the G vil Service
Conmi ssion to reopen the testing.

4, Provi si onal Appoi nt nents.

VWhen an appointing authority finds it essential to fill a vacancy and the
Conmi ssion is unable to certify eligibles for such vacancy because there is no
exi sting appropriate list, the Conmi ssion may authorize the appointing authority
to fill the vacancy by neans of a provisional appointnent. No provisiona
appoi nt ment shall be nmade w thout the prior approval of the Conm ssion, and no
paynment shall be made for services rendered by the appointee prior to such approval.
A provisional appointnent shall expire when a |ist has been prepared or shall expire
automatically three (3) months fromthe date of such appointnment and shall not be
subject to renewal. Provisional enployees are not protected under these rules
from suspensi on, layoff or discharge.

5. Tenporary Assignnent.

Any enpl oyee may be tenporarily transferred to a job for which he is qualified
for a period not to exceed thirty (30) cumul ative cal endar days. The Conmi ssion
must revi ew and approve any extension of tenporary transfer or tenporary assignment
to a job of a higher nature than that in which the enployee is presently serving.
Such enpl oyee, when tenporarily transferred, shall be paid as foll ows:

(1) If the grade of work is lower than his regular grade of work he shal
retain his regular rate of pay;

(2) If the grade of work is higher than his regular grade of work and he
has conpl eted one full and continuous work shift, he shall be paid at the next
hi gher rate of pay in the new grade;

(3) Inthe event he is paid at a higher rate than his original rate of pay
on a tenporary assignnment his rate shall be reduced to his fornmer rate of pay upon
the conpletion of the tenporary assignnent.
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1. hj ecti ve.

The probationary or working test period shall be regarded as an integra
part of the test process and shall be utilized by supervisors and depart ment
heads for closely observing the enployee's work, for securing the nost
ef fective adjustnment of a new enployee to his position, and for rejecting any
enpl oyee whose performance does not neet the required work standards.

2. Dur ati on

Every person certified and appointed to a regular position on or subse-
guent to passage of these rules shall be required to conplete successfully a
wor ki ng test during a probationary period which shall be of sufficient |ength
to enabl e the appointing authority to observe the enployee's ability to perform
the various principal duties pertaining to the position. The working test
shal | begin i medi ately upon appoi ntment and shall continue for a period of
tinme appropriate to the duties of the various classes of positions as deter-
m ned by the Conmm ssion. The mni num probationary period shall not be |ess
than thirty (30) days and usually of six (6) nonths' duration in the case of
appointnment froma list of eligibles. The maxi mum|ength of the probationary
period shall be one (1) year

3. Eval uati on of Performance.

Once a nonth during the probationary period and in such nanner as the Com
m ssion nmay require, the appointing authority shall report to the Conmi ssion
hi s observations of the enployee's work, his judgnent as to the enpl oyee's
willingness and ability to performhis duties satisfactorily and his observa-
tions of the enployee's habits and dependability.

4. Di sm ssal .

At any tinme during the probationary period the appointing authority nay
recormend to the Conmm ssion the renpval of an enployee if, in his opinion, the
wor ki ng test indicates that such enployee is unable or unwilling to performthe
duties of the position satisfactorily or that his habits and dependability do
not merit his continuance in the service. Such reconmendations of the appointing
authority and the reasons, therefore, shall be in witing to the Conm ssion, with
a copy to the enployee. No enployee shall be renoved froma position during his
probationary period w thout the approval of the Comm ssion. Any enployee who is
found to have been appointed through fraud or error shall be renmoved within
ten (10) days of notification to this effect by the Commi ssion to the appointing
aut hority.

5. Probati onary Peri od Reports.

At least ten (10) days prior to the expiration of an enpl oyee's probationary
peri od, the appointing authority shall notify the Conmi ssion in witing whether
the services of the enpl oyee have been satisfactory and whether he will continue
the enpl oyee in his position. A copy of such notice shall be given to the em
pl oyee. No enpl oyee shall be paid for work perfornmed after the expiration of
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t he probationary period unless the appointing authority, prior to the expira-
tion date, has notified the Comm ssion that the enpl oyee will be continued
in his position.

6. Restoration of Disnissed Enployees to Appropriate List.

If an enployee is renoved fromhis position during or at the end of his
probationary period and the Comni ssion deternmines that he is suitable for
appoi ntnent to another position, his name may be placed on an appropriate list.
An enpl oyee appointed froma pronotional |ist who does not successfully
conplete his probationary period shall be reinstated according to the
"Ordi nance Establishing Conditions of Enploynent and Benefits for Certain
Enpl oyees in the Service of the City of MIford", See. 2-C. If no vacancy in
that class exists at that time, then the rule governing layoff shall be applied.
(Refer to ARTICIE VIII, Sec. 4.)
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AND SEPARATI ONS

Penal ti es conprise three groups: Warni ngs, Suspensions and Denoti ons.
Separations enbrace three types: Layoffs, Disnissals and Resignations.

1. VMr ni ngs.

A departnent head may, for disciplinary purposes, warn any pernmanent
enpl oyee in his departnent. Such warning shall be in witing with a copy to the
Conmi ssion and a copy to the enployee, all such copies to be signed by the

enpl oyee.

2. Suspensi ons.

A departnent head may suspend a permanent enpl oyee w thout pay for such length
of time as he considers appropriate not to exceed ten (10) days. Notice of such
suspensi on shall be reported to the Conmission imediately in witing with a
copy to the suspended enployee. 1In all suspensions the Comi ssion shall be fur-
nished with a witten statenent specifically setting forth the circunstances of
any original witten warning and the circunstances for the suspension and, upon
request, a copy of such statement shall be furnished to the affected enpl oyee. Any
per manent enpl oyee disagreeing with the action taken under this section may, at
his option, bring a grievance according to ARTICIE X

3. Denpti ons.

A departnent head may reduce the salary of an enployee within the range
provided in the pay plan or denpte the enpl oyee for cause with the approval of the
Conmission. A witten statenent of the reasons for any such action shall be
furni shed to the enpl oyee and a copy filed with the Conmm ssion at |east five (5)
days prior to the effective date of the action. No denotion shall be made as a
di sciplinary action unless the enployee to be denoted is eligible for permanent
enpl oynment in a |lower class and shall not be made if any permanent enployee in
the I ower class would be laid off by reason of this action. Any pernmanent enpl oyee
who is denmpted may appeal for a hearing, in witing, to the Comri ssion within
five (5) cal endar days after date of service of such notice of denotion

The re-assignment of permanent enpl oyees ineligible for retirement and who
have a satisfactory record of attendance and service, to duties of a |ower class
of position shall not be considered as a denotion, provided that such enpl oyees
are certified by the departnent head to the Conm ssion as being physically or
mental |y incapabl e of performng the duties of their regular positions.

4, Layof fs.

A departnent head may | ay off a permanent enployee in the classified service
when he deens it necessary by reason of shortage of work or funds, the
abolition of the position, material change in the departmental organization
or for other related reasons which are outside the enployee's control
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and which do not reflect discredit upon the services of the enployee.

The duties perfornmed by any enployee laid off may be reassigned to other
enpl oyees al ready wor ki ng who hol d positions in appropriate classes. No
regul ar enpl oyee shall be laid off while another person in a classified
position is enployed on a provisional or tenporary basis inthe sane class
in that departnment. No tenporary or pernmanent separation of an enpl oyee
fromthe service as a penalty or disciplinary action shall be considered a
| ayof f.

a. Order of Layoff. Layoff of regular enployees shall be made in
i nverse order of the current rating determ ned by the Conm ssion on the
basis of service reports and |l ength of service in the class and in the de-
partment or other organizational unit involved. No probational or regular
enpl oyee shall be laid off fromany position while any provisional enployee
is still enployed in the same class in the departnent or other organizationa
unit. If it is found that two (2) or nore persons in the organizational unit,
in which layoff is to be made, have equal ratings determ ned on the basis of
seniority and service reports, the order of a layoff in all such cases of tie
shall be in the inverse order of the date when an enpl oyee first entered
t he service.

b. Noti ce of Layoff. A departnent head shall give witten notice to
the Conmi ssion and to all permanent enpl oyees to be affected of any proposed
| ayof f and reasons therefore, at |east fourteen (14) cal endar days before
the effective date thereof. In the case of tenporary, part-tinme, or other
occasi onal enpl oynent of regular enployees in the classified service, the
departnment head may notify in witing such enployees and the Comm ssion at
the tine of appointnent of the date of termi nation of enployment. Such
notice shall be deemed to neet notification requirements. Witten notice of
| ayof f indicating reasons for such action may be given tenporary enpl oyees at
any time prior to the effective date of |ayoff.

5. Resi gnhati ons.

To resign in good standi ng an enpl oyee nust give the appointing authority
at least fourteen (14) cal endar days' prior notice, unless the appointing
aut hority, because of extenuating circunstances, agrees to permt a shorter
period of notice. A witten resignation shall be supplied by the enpl oyee
to the appointing authority giving reasons for |leaving. The resignation
shall be forwarded to the Conmission with a statenent by the appointing
authority as to the resigned enpl oyee's service perfornance and pertinent in-
formati on concerning the cause for resignation. Failure to conmply with this
rule shall be entered on the service record of the enpl oyee and may be cause
for denying future enploynent by the Gty. The resignation of any enpl oyee who
fails to give notice shall be reported to the Conmi ssion by the departnent head
i medi ately. The Comm ssion may take steps to verify reasons for any
resignation; it may notify the enployee in witing as to the acceptance of his
resignation and the Departnment Head shall notify the Director of Finance of
the effective date of his resignation
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PENALTY

(a) Has been convicted of a crimnal offense
or of a mi sdeneanor involving noral turpitude.

(a) Discharge.

(b) Has confessed to an inmoral or
crimnal act.

(b) Discharge.

(c) Has been arrested and is held for any
cause by any police authority.

(c) Shall not be paid for duration
of tinme off fromjob.

(d) Has willfully violated any of the pro-
visions of the Civil Service Law or the rules
of the Commi ssion.

(d) Discharge.

(e) Has violated any | awful and reasonabl e
official regulation or order, or failed to
obey any lawful or reasonable direction made
and given by his superior officer, where such
violation or failure to obey anpunts to an act
of insubordination or a serious breach of
proper discipline, or resulted or reasonably
m ght be expected to result in loss or injury
to the City or to the public.

(e) 1st offense: Suspension, not
to exceed three (3) days.

2nd of fense: Suspension, not
to exceed ten (10) days.

3rd offense: Discharge.

(f) Has been intoxicated while on duty, or
during working hours has been drinking

al cohol i ¢ beverages or beer, carrying al co-
hol i ¢ beverages or beer on his person, or
storing al coholic beverages or beer on City

property.

(f) Discharge.

(g) Has been guilty of acts which anpbunt to
an act of insubordination or to disgracefu
conduct, whether such conduct occurred while
on duty or off duty.

(g) 1st offense: Suspension, not
to exceed three (3) days.

2nd of fense: Suspension, not
to exceed ten (10) days.

3rd of fense: Discharge.

(h) 1s wantonly offensive in his conduct or
| anguage towards the public or towards City
of ficers or enpl oyees.

(h) 1st offense: Suspension, not
to exceed three (3) days.

2nd of fense: Suspension, not
to exceed ten (10) days.

3rd offense: Discharge.

(i) 1Is inconpetent or inefficient in the
performance of the duties of his position.

(i) 1st offense: Suspension, not
to exceed three (3) days.

2nd of fense: Suspension, not
to exceed ten (10) days.

3rd offense: Discharge.
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OFFENSE | PENALTY
(j) 1s careless or negligent of the property (j) 1st offense: Suspension, not
of the City. to exceed three (3) days.

2nd offense: Suspension, not
to exceed ten (10) days.
3rd offense: Discharge.

(K) DELETED (k) DELETED

(1) Has used or threatened to use, or attenpted (1) I'mediate discharge.
to use personal or political influence in
securing pronotion, |eave of absence, transfer
change of grade, pay or character of work.

(m Has induced or attenpted to induce any (m Imediate discharge.
person, firmor corporation doing business
with the Gty to give enploynment to any relative
of said City enployee, or has induced or
attenpted to induce any person, firmor corpora-
tion as aforesaid to show any material favor or
consi deration of any kind to any relative of
said City enployee, when said enpl oyee holds a
position in a departnent, bureau or office
havi ng direct contact with such person, firm
or corporation.

Political Activities and MIford
Cvil Service Enployees

Si ncext he very foundation of our denobcracy depends upon active, intelligent
citizen partichpating in the workings of our governnent,

and, since™wqdern trend of governnent is away fromlocal participation, we
the Cvil Service Comg ssion of the Gty of MIford, Connecticut, w sh to encourage
our enpl oyees to be pubMNgc-spirited and civic-ninded citizens as well as enpl oyees.

We al so recogni ze that_one of the functions of civil service is to keep undue
political pressure for or agarnst a certain candidate or political party from being
a part of the working day of a ci enpl oyee.

Since political pressures can be_brought to bear on nunicipal enpl oyees by
department heads and others in positiond~Qf authority we, therefore, disallow and
forbid the soliciting of noney on behalf ofNpolitical candidates or politica
parties, fromcity enpl oyees during working houws and on city property.

We also forbid the wearing of canpai gn and other partisan badges by city
enpl oyees duri ng worki ng hours.

Bunper stickers and placards cannot be di spl ayed o enpl oyees' cars during
| ocal canpaigns or elections or for |ocal candidates during>~state and federa
el ecti ons.

The muni ci pal enpl oyee may not run for any public office whike a city enpl oyee.
He may not nmke speeches for or against a candidate or a political pa while in
the service of the city.

This means that a municipal enployee may belong to a political party ard hold
office in a political club. A political club shall be construed to nmean a club
where a nenber does not represent a given amount of registered political party
nenpe NO - € enpl ovee 1d PDEe 4 Nnenpe 0 d PO A O O 77 ee
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OFFENSE PENALTY
No person enployed in the classified civil service my | redi at e
(1) use his official authority or influence for the Di schar ge

1
1
purpose of interfering with or affecting the result of I
an election or a nomination for office; (2) directly or I
indirectly coerce, attenpt to coerce, comand or "
advise a state or local officer or enployee to pay, I
I end or contribute anything of value to a party, I
conmittee, organization, agency or person for political I
pur poses.

A person enployed in said classified service retains the right to vote as he
chooses and to express his opinions on political subjects and candi dates and
shall be free to participate actively in political managenment and canpai gns.

Such activity may include but shall not be limted to, nenbership and hol di ng

of office in a political party, organization or club, canpaigning for a candi date
in a partisan election by naki ng speeches, witing on behalf of the candi date or
soliciting votes in support of or in opposition to a candi date and maki ng contri -
butions of tine and noney to political parties, conmittees or other agencies
engaged in political action, except that no classified enployee shall engage in
such activity while on duty or within any period of time during which such

enpl oyee is expected to performservices for which he receives conpensation
fromthe nunicipality, and no such enpl oyee shall utilize nunicipal funds,
supplies, vehicles or facilities to secure support for or oppose any candi date,
party, or issue in a political partisan election. Notwithstanding the provisions
of this section, no person enployed in the classified civil service shall be a
candidate for elective office in a political partisan election

(o) Knowingly recording another enpl oyee's tine (o) Discharge.
or having one's own tine recorded by anot her

(p) Failure to report for overtine work (p) 1st offense: Suspension, not
wi t hout good reason, after being schedul ed to exceed ten (10) days.
to work. 2nd of fense: Discharge.

(gq) Theft or renmpval fromthe prem ses of the (q) Discharge
City of any city property w thout proper
aut hori zati on.

(r) Fighting, or provoking or instigating a (r) 1st offense: Suspension, not
fight on City prenises or while on the job at to exceed ten (10) days.
any tinme. 2nd offense: D scharge.

(s) Sleeping during work shift or absent from (s) Discharge.
assi gned place of work during working hours
wi t hout perni ssion.

(t) Violating a safety rule or safety practice (t) 1st offense: Suspension, not
or causing injury to another enployee. to exceed three (3) days.
2nd offense: Suspension, not
to exceed ten (10) days.

3rd offense: Discharge

(u) Falsifying personnel records or City (u) Discharge.
records of any kind. Making false clains or
nm srepresentation in an attenpt to obtain
sick | eave benefits or accident insurance
benefits of workmen's comnpensati on.
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(v) Repeated failure to record own tinme on (v) 1st offense: Suspension, not
the appropriate tinme record. to exceed three (3) days.
2nd offense: Suspension, not
to exceed one (1) week.
3rd offense: Discharge.
(w) Absence fromwork wi thout notifying (w) 1st of fense: Warning.
supervi sor. 2nd offense: Suspension, not
to exceed ten (10) days.
3rd offense: Discharge.
(x) Habitually |late or absent without (x) 1st of fense: Warning.
reasonabl e cause. 2nd offense: Suspension, not
(Habitual: three (3) tinmes in to exceed five (5) days.
thirty (30) schedul ed working days.) 3rd offense: Discharge.
(y) Failure to notify supervisor within (y) 1st offense: Warning.
two (2) hours after the start of schedul ed 2nd offense: Suspension, not
wor ki ng day of inability to report to work to exceed five (5) days.
that day or of inability to report to work 3rd offense: Discharge.
until later that day.
(z) Has engaged in activities which result in (z) Discharge.
a conflict of interest between the duties and
responsibilities of his position as a city
enpl oyee and his personal affairs or which are
i nconpatible with the proper functioning of
his official duties for the Gty of MIford.
(aa) Failure to return to work from workmnmens (aa) Discharge.
conpensation | eave on the date indicated on
civil service formby the attendi ng physician
wi t hout sufficient reason.
7. Unusual Behavi or
A departnent head may, depending on the seriousness of the offense, find it

advisable to immedi ately term nate an enpl oyee,
i nteri msteps when,
constitutes a hazard.

in the judgnent of the department

rat her than go through vari ous

head, such behavi or
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1. Records of the Personnel Departnent.

Personnel records, except tests, service rating reports, personal histories
and such other records as may be specified in these rules, or by the Conmm ssion
as confidential, shall be public records and shall be open to public inspection
during office hours at reasonable tinmes and in accordance with such procedures
as the Conm ssion may prescribe. The Commi ssion shall nmintain records necessary
to the proper administration of the personnel system

2. Reports of Personnel Changes.

The Conmi ssion shall prescribe the necessary forns for reports of al
personnel changes in the service. Such forms shall provide spaces for entering
such supporting or other pertinent information as the Conm ssion shall deemto be
needed.

3. Deterni nation of Service Date of O assified Enpl oyees.

The Conmi ssion shall determne froman exam nation of personnel and payrol
records each classified enployee's service date and shall, prior to July 1, 1961
i nform each enpl oyee and the executive branch of the City of the deternined
service date

Thereafter, the Conm ssion shall maintain an accurate |ist of the service dates
of the enpl oyees and such list shall reflect adjustnents in service dates for those
enpl oyees who have incurred a suspension of service.

Any enpl oyee who objects to the service date established for himby the
Conmi ssion may obtain a review by appearing before the Conmission to discuss the
assigned service date. The Conm ssion shall make a decision on the matter at its
next regul ar schedul ed neeting, and such decision shall be final. The executive
branch of the City and the enployee shall be informed in witing of the Comm s-
sion's final decision.

4, Certification of Payroll

The Director of Finance shall pay any salary or conpensation for service to
any person(s) holding a position in the classified service as enunerated in
Article IV, Sec. 12 of the Charter when the rate of pay or other conpensation for
that person(s) bears the certificate of the Commission or its authorized repre-
sentative that that person(s) naned therein has been appointed or enpl oyed and
is performng service in accordance with these rules and regul ations, and the
provi sions of current wage and sal ary ordi nance(s) for classified enployees.

5. Nepot i sm

No supervisor or classified enployee shall be permitted to have, under his
supervi sion, persons who are related directly or by marriage. All persons who are
related to supervisors at the tinme of the passage of these rules shall be, as
soon as practical thereafter, but no later than February 1, 1961, transferred to a
conpar abl e position and pay for which they are qualified.
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6. Pr ohi bited Practi ces.

No person in the classified service of the City or seeking adm ssion thereto,
shal |l be favored or discrimnated against in any way because of his race, nationa
origin or political or religious opinions or affiliations. No person shal
willfully or corruptly make or cause to be namde any fal se statenent, certificate,
mark, rating or report in regard to any test, certification, pronotion, denotion
renoval or appointnent held or nade under the provisions of the Gty Charter, or
in any manner commit or attenpt to commit any fraud preventing the inpartia
execution of the Charter provisions or of these rules and regul ati ons provi ded
for therein. No person shall, either directly or indirectly, solicit, pay, render
receive, or give any noney, service or other valuable thing to any person for, or
on account of, or in connection with, any test, appointment, pronotion, denotion
| ayof f or disnissal. Any person discharged in accordance with the provisions of
the Charter and the rules of the Commi ssion shall be ineligible for reenpl oyment
or reappointnent in any classified position

7. Conpl i ance with Charter

Al classified enployees and officers of the City shall conply with and aid
in all proper ways in carrying out the provisions of the Charter and these rules
and special departnmental regulations. Any enployees who shall fail to conply with
any of the provisions of the Charter or of regul ations adopted thereunder, shal
be subject to all penalties and renedi es now or hereafter provided by |aw for the
failure of an enployee to do any act required of himby Iaw. Any person discharged
in accordance with the provisions of the Charter and the rules of the Conmm ssion
shall be ineligible for reenploynent or reappointnent in any classified position
If any section or portion of a section of these rules is found to be not in con-
formty with state law or the Cty Charter such findings shall not affect the
remai nder of the rules herein stated.
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1. nj ective of Grievance Policy and Procedure.

An inportant part of the job responsibility of supervision at all levels is
to see that municipal enployees are treated fairly and equitably at all tines.

In accordance with this objective there is hereby established a forma
procedure to permt pronpt discussion and resolution of enployee grievances.
Grievances shall not be processed if the el apsed tine between the cause of the
gri evance and discussion with the i medi ate supervi sor exceeds ten (10) days.

2. Responsi bility for Adm nistration

Each supervi sor and departnent head, and the Conmission will be held
responsi ble for the administration of this policy in accordance with the procedure
outlined herein.

3. Gri evance Procedure.

| f any permanent enpl oyee has a grievance he should personally discuss it with
his i nmedi at e supervi sor

a. Step I: If the answer is not satisfactory the enployee (*) should
submt two (2) copies of the grievance to his i mediate supervisor and one (1)
copy of the grievance within two (2) working days directly to the Civil Service
Conmi ssion. The supervisor should note his reply on the grievance and return the
original to the enployee by the end of the follow ng day.

If the answer is satisfactory to the enpl oyee he shoul d sign both copies
i ndi cati ng agreenent with the answer given. The original should then be sent on
to the Conmi ssion by the supervisor by the end of the following work day, and the
copy forwarded to the departnent head for his file.

b. Step Il: If the enmployee is still not satisfied with his inmedi ate
supervisor's reply both the supervisor and the enpl oyee should forward their
copies to the departnent head by the end of the followi ng work day. The depart-
ment head nust discuss his position on the grievance with the enpl oyee (*)
within three (3) days of receipt, and note his reply in witing.

Step Ila: The departnment head has the responsibility of discussing
the grievance with the Mayor prior to any discussion with the enpl oyee.

If the grievance is settled it should be so noted and both copi es of
t he grievance should be signed by the enpl oyee and the original forwarded to the
Conmi ssion by the department head and the other retained in his file.

C. Step IlIl: If the grievance is still unsettled the enployee (*) nay
request a hearing before the Conm ssion by forwardi ng his copy of the grievance
to the Conmi ssion by the next working day. The departnment head should forward
his copy of the grievance with his answer to the Comi ssion by the next working
day. The Conmi ssion shall nmeet once a nonth to consider the grievances pre-
sented to it. It may neet nore or less frequently as the situation may require.
The Conmi ssion shall act on a grievance as quickly as practical, but shall not
take |l onger than sixty (60) days fromthe date the grievance is presented to
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the Conmission, and a najority decision of the Conm ssion shall be final and
bi ndi ng upon the parties concer ned.

d. Concl usion: A settlement made at the first and second steps shal
not be final until approved by the Commission at its nmonthly nmeeting. In addition
t he Conmi ssion shall have full authority to call any city enployee to appear before
t he Conmi ssion on any grievance presented to it.

(*) Any enpl oyee may, if he so desires, request anyone of his own choice to be
present and to assist himin the processing of his grievance at any step in
this procedure.



CI'TY OF MI LFORD
GRI EVANCE FORM

In making out this formbe sure that the follow ng points are covered:

1. Does the grievance arise under sone 4, When did it happen?
provi sion of the Wrking Agreenent? 5. Where did it happen?
2. Who is affected? 6. Wy did it happen?
3. What is it about? 7. What adj ustnent is required?
Step 1
TO DEPT.

(I nredi at e Supervi sor)

Section of Agreenent under which grievance arises (if applicable):

St at enent of Probl em

Acti on requested:

/sl : /sl :

( Enpl oyee) (Dat e) (Representative)* (Dat e)

Answer of | nmedi ate Supervisor:

Action taken by Inmediate Supervisor:

/sl :

(1 mredi at e Super vi sor) (Dat e)
Reaction to Supervisor's Reply (by enpl oyee and/or representative*)

| Agree | Disagree | Agree | Disagree

Comment s Comment s

/sl /sl
( Enpl oyee) (Dat e) (Representative)* (Dat e)



STEP 1|1
Answer of Departnent Head

Action Taken

/'s/ Departnment Head Dat e

STEP 11-A
Gi evance Read by Myor

/sl Mayor Dat e

Reaction to Departnent Head reply by enpl oyee and/or representative*

| Agree | Disagree | Agree | Disagree
Comrent s Comrent s
/ s/ Enpl oyee Dat e /'s/ Representative* Dat e
STEP |11
"Civil Service Conmission Final Action - Majority Report"
/sl /sl
/sl /sl
/sl
Dat e
M nority Report
/sl /sl
Dat e

*The enpl oyee nay, if he so desires, ask his elected representative to be present
and to assist himin the processing of his grievance at any step in this procedure.

Civil Service Form
4-70
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To i nprove enployee relations classified enployees who are not represented by
any union shall be authorized to create an enpl oyee conmittee.

The conmittee shall in no way supplant or avoid the regular chain of comrand in
i ndi vi dual probl ens.

No uncl assified enpl oyee nor any cl assified enpl oyee occupyi ng a position included
in any bargaining unit certified by the State Labor Board shall be eligible to
vote for the enployee conmittee and to be represented by them

Such conmittee shall consist of the foll ow ng:

a. One representative for both the Public Wrks Department and the Solid Waste
Di sposal Departnent;

b. One representative for the conbined Planning and Zoning, Building Inspection,
Data Processing, Civil Service, Finance, Health, Veterans and Library.

Al representatives to the enployee cormittee shall be el ected by the non-
represented enpl oyees in the conbi ned groups above.

No one nenber may be el ected nore than tw ce in succession; however, an enpl oyee
may be el ected again provided there has been an interval of one (1) year fromthe
tinme that he | ast served as a nenber of the conmittee.

Al'l elections shall be schedul ed and conpl eted by February 28th of each
cal endar year.
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1. Hour s of Work.

a. Al classified salaried enployees with the exception of supervisors of
hourly-rated personnel shall work a basic thirty-seven and one-half (37% hour week,
seven and one-half (7% hour day with a schedul ed |unch period. Hourly classified
enpl oyees and supervisors of hourly-rated enpl oyees shall work a basic forty (40)
hour week, eight (8) hour day with a schedul ed | unch period. Overtine, when
necessary, shall be schedul ed by the proper adm nistrative authority.

b. Wthin thirty (30) working days after the passage of these rules, the Mayor
shall informthe Commission, in witing, of the work-hours schedules of all depart-
nments which, thereafter, my not be changed wi thout prior notice to and the

approval of the Conmi ssion.

C. VWherever practical enpl oyees requested to work overtime shall be given four
(4) hours' noti ce.

d. Unl ess specifically exenpted by the Comrission to the Mayor all classified
enpl oyees shall keep a tine record. Time records shall provide spaces for recording
time in AM, time out Noon, time in P.M, tine out P.M, and an additional space
for recording in and out on overtime. No enployee shall record another enployee's
time record, nor shall he allow his own tine record to be recorded by anot her
enpl oyee. Violations of this provision call for imediate di scharge.

(1) Each classified enployee's time record shall, at the end of each work
week, be certified correct by that enployee, and shall then be forwarded to the
appropriate departnment head, and it, in turn, shall be certified by the departnent
head indicating that the hours worked on the tinme record were, in fact, worked.

Time records shall then be kept in the departnent of origin subject to audit.

2. Si ck Leave.
A nmedical certificate, acceptable to the appointing authority, is required:

(1) for frequent or habitual absence fromduty and when, in the judgnent
of the appointing authority, there is reasonable cause for requiring such cer-
tificate;

(2) for any period of absence consisting of nore than three (3)
consecutive worki ng days.

Such certificate shall state the nature of the illness in nedical terms and the
treatment or nedication prescribed, and shall further state that the enpl oyee is
now physically able to return to his job.

Al sick | eave shall be accumul ated on a cal endar nonth basis. Effective
July 1, 1963, an enpl oyee entering the service of the City prior to the eleventh
(11t h) cal endar day of any nonth shall receive sick |eave credited for that first
nmont h of enpl oynent. Enpl oyees entering the service on and after the el eventh (11th)
cal endar day of any nonth shall be credited with sick | eave on the |ast cal endar
day of the next succeeding nonth. For enployees who work a basic forty-hour
(40) week any charge to the sick | eave account shall be in mninmumunits of one (1)
hour. For enpl oyees who work a basic thirty-seven and one-half (37% hour week any
charge to the sick | eave account shall be in mninmumunits of one-half (1/2) hour
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Enpl oyees shall be entitled to their current sick | eave as it becomes earned

whet her they have taken the maxi mum sick leave to their credit or not. Sick

| eave shall not be taken in advance. Departnent heads reserve the right to have
the Director of Health exam ne any enpl oyee, at city expense, claining sick | eave,
who, in his opinion, nmay not be entitled to same. Enployees who are currently
probationary, or temporary enployees, are not entitled to sick |eave.

In order to qualify for paynent of sick |eave, an enployee nust notify his
supervisor within two (2) hours after the start of his scheduled starting tine that
he is unable to report to work because of illness.

3. Leave of Absence without Pay.

A permanent enpl oyee nay apply to the Conm ssion, upon approval of his depart-
ment head, for a continuous | eave of absence w thout pay for a period not to
exceed three (3) nonths, provided the application is made within the first ten (10)
days of absence. At the expiration of such | eave, the enployee shall be reinstated
in the service without |oss of any of his rights, except as provided in Article |
Sec. 29-c(2) and 29-e(1), unless the position is no |longer available due to a
budgetary reduction in staff. Failure on the part of an enployee to report promptly
at the expiration of the | eave of absence, except for satisfactory reasons submtted
i n advance, shall be a cause for dism ssal. Leave of absence wi thout pay, due to
illness, however, will not be granted until after all the enployee's accunul ated
sick | eave has been exhausted. No sick |eave may be accumul ated during a | eave of
absence w thout pay. Leave of absence w thout pay due to illness will not be
consi dered a suspension of service (refer to Article I, Sec. 29-c(2) and Sec. 29-e(1) )
provided that a medical certificate acceptable to the Comi ssion nay be subnitted at
| east every thirty (30) days up to a maxi num of one (1) year including the accu-
nmul ated sick | eave. No enployee will be allowed to secure a | eave of absence in order
to work el sewhere. Extensions of |eave for additional three (3) nmonth periods may
be granted by the Conm ssion, but in no case shall the total period of tine exceed
*three(3) years. Enployees who are currently probationary or tenporary enployees are
not entitled to | eave of absence.

An enpl oyee, before returning to work from |l eave of absence for reasons of
illness, must first submt a civil service formto the Cvil Service office, com
pl eted by his attendi ng physician, stating the nature of the dutiesof his job and
the date on which he may return to work.

4. Mlitary Leave.

A permanent, classified enployee who is a nenberof the State National CGuard
or of the mlitary or naval forces of the United States shall be entitled to al
benefits and privileges granted by existing and future | aws, and shall be returned
in conformity with the federal law. No sick |eave which the enpl oyee may have
accunul ated shall be lost or |apsed because of nmilitary | eave, and sick | eave shal
be accunul ated during the first thirty (30) days of nilitary |leave. Request for
| eave to serve in the National Guard or organi zed reserve on special assignnent or
at sunmer canp nust be approved by the enployee's departnent head and by the
Conmi ssion, and be certified by mlitary travel orders.

*Ef fective 12/9/87
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5. Exception to Leave of Absence Policies.

Enpl oyees consi dered as probationary or tenporary enployees are not entitled to
sick |l eave or |eave of absence benefits as described in Section 3(C) of the
"Ordi nance Establishing Conditions of Enploynment and Benefits for City Officials
and Enmpl oyees in the Service of the City of MIford" and in Sec. 2 and Sec. 3 of
this Article.

6. Maternity Leave.

A permanent enpl oyee absent because of maternity is subject to the sane
requi renents and benefits as a pernanent enpl oyee on sick | eave in accordance
with Sections 2 and 3 of this Article.

7. Wbr knmen' s Conpensati on.

An enpl oyee, before returning to work from worknen's conpensation, must first
submit a civil service formto the Civil Service office, conpleted by his attending
physician, stating the nature of the duties of his job and the date on which he
may return to work.

Al questions relating to the interpretation, application or effect of these Rules
shall be directed to the Conmi ssion, and the Commi ssion's decision on these matters
shall be final and binding, provided, however, that its decision nmust be consistent
with federal, state and nunicipal |aws.

These Rul es have been drawn up and approved by the Cvil Service Comm ssion in
accordance with the provisions of Article IV, Section 12, of the City of MIford
Charter dated Novenmber 9, 1959, and subsequent revisions.

City of MIford, Connecticut
ClVIL SERVI CE COW SSI ON

Frank McKill op, Chairnan

Joseph Feli x, Vi ce Chairman
Renat o Car boni

Art hur Abeshouse

Robert Stuart

d adys D. Meyers, Executive Secretary

February 1975



Revision to Civil Service Rules and Regul ati ons — Regul ar
Meeting January 13, 1976

Ef fective January 23, 1976.

ARTICIE XII. Section 6. Maternity Leave.

This revision replaces present Section 6.

A permanent enpl oyee absent because of maternity is subject
to the sane requirenents and benefits as a permanent enpl oyee
on sick leave in accordance with Sections 2 and 3 of this
Article.



Revision to Civil Service Rules and Regul ations at Regul ar Meeting of
Sept ember 21, 1976.

Ef fecti ve Cctober 1, 1976.

ARTI CLE VI I 1. Section 6 (n) Political Activity.

Because of the fact that there is now a State Law governing the politica
activities of civil service classified enployees the revision below replaces
the Political Activity section presently in the Rules and Regul ati ons.

OFFENSE PENALTY
| medi ate
No person enmployed in the classified civil service my Di schar ge

T
I
(1) use his official authority or influence for the |
purpose of interfering with or affecting the result of 1
an election or a nomnation for office; (2) directly or 1
indirectly coerce, attenpt to coerce, command or 1
advise a state or local officer or enployee to pay, 1
I end or contribute anything of value to a party, 1
conmittee, organization, agency or person for political I
pur poses. 1
A person enployed in said classified service retains the right to vote as he
chooses and to express his opinions on political subjects and candi dates and
shall be free to participate actively in political management and canpai gns.

Such activity may include but shall not be limted to, nenbership and hol di ng

of office in a political party, organization or club, canpaigning for a candi date
in a partisan election by naki ng speeches, witing on behalf of the candidate or
soliciting votes in support of or in opposition to a candi date and maki ng contri -
butions of tinme and noney to political parties, conmittees or other agencies
engaged in political action, except that no classified enployee shall engage in
such activity while on duty or within any period of time during which such

enpl oyee is expected to performservices for which he receives conpensation
fromthe nunicipality, and no such enpl oyee shall utilize nunicipal funds,
supplies, vehicles or facilities to secure support for or oppose any candi date,
party, or issue in a political partisan election. Notwithstanding the provisions
of this section, no person enployed in the classified civil service shall be a
candidate for elective office in a political partisan election
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Revision in Civil Service Rules and Regul ations

Pl ease informall classified enployees under your
supervision of the attached revision of ARTICIE Xl I, Section
3 of the Gvil Service Rules and Regul ations.

Extra copies may be obtained in the Personnel Departnent.
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Revision to Givil Service Rules and Regul ati ons at
a Special Meeting on Decenber 9, 1987

ARTICIE Xl I: ATTENDANCE AND LEAVE

Section 3: Leave of Absence wi thout Pay.

This revision replaces the next to the last sentence in
par agr aph one.

Extensi ons of |eave for additional three (3) month periods
may be granted by the Comm ssion, but in no case shall the
total period of tine exceed three (3) years.



