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Dear Municipal Official:

The management of human resources is becoming the most significant
task of elected and appointed municipal officials. As we are all aware,
the greatest proportion of most of our budgets is composed of the salaries
and benefits necessary to retain competent and productive employees.

This manual provides information relating to the understanding and
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personnel management problems, but it can point a municipal official in
the correct direction as that official attempts to develop a legal and
workable personnel system.
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PREFACE

Municlpal government Is a service Industry and, |lke most service
businesses, personnel costs consume a high percentage of the total
operating budget. Moreover, public services basically are rendered by
people, not by machines; the degree of cltlizen satisfactlion with the
services provided by government depends as heavily on how they are
performed as on what Is performed. |t Is clear that effective
utlllzation and management of personnel Is mandatory If & municlpal ity
Is to provide satlisfactory services at reasonable costs.

It Is the purpose of thls manual to provide assistance to municlpal
offlclals In managing thelr work force In an effective, efflclent, and
legal manner. While the baslc concepts presented will be of greater
asslstance to the small municlpal organization which has no personnel
department or personnel director, It Is hoped that the Information
presented will be of some use to every person who has any role In the

personnel management functlion.



ORGANIZING FOR PERSONNEL MANAGEMENT

Personnel administration has been deflined by O. Glenn Stahl as "the
totallty of concern with the human resources of organization." Based
upon this definition, everyone In municlipal management - the mayor, the
clty manager, the department head, and the foreman Is concerned with the
human resources of the municlipallty and Is therefore engaged In
personnel management. The exlistence of a personnel department or a
personnel director does not lessen management responsiblility for
personnel administration; such a department or person Is simply an
additlional resource to ald In carrying out the responsiblility of all
management persons.

Personnel responsiblllties are shared throughout a municlpal
organlzation. The governing body establishes policles which conform to
the statutes, the charter, and ordinances. The chlef executlive
administers these policles and may have authority to formulate rules of
his or her own. Department heads and subordinate supervisors Interpret
policles and make personnel declslons. Even rank-and-flle employees
affect personnel declision making through thelr particlipation In
suggestion systems and the municipalities' formal and Informal channels
of communication.

While each echelon of the organization may have varlious personnel
management responsibllitlies, personnel administration should be assigned
to a specliflc unlt or person In order to establlsh administrative
responsiblllty and acountablllity. The organlizational structure for

personnel administration will vary widely, depending upon the size of



the municlpallty, the number of employees, and the provisions of the
local charter and ordlnances.

Baslcally, three alternative plans for personnel administration will
be found. The flrst plan Is the personnel department whose head reports
directly to the chlef executive. The department serves as a staff
agency to the chlef executive and to all management personnel. It Is
charged ‘with the responsibll ity of seelng that good personnel practices
are followed by all departments and that personnel Implications are not
over looked In pollcy declslons.

A second plan Involves an Independent clvil service commission,
which has certaln prescribed powers In the hiring, promotion, and
disclplining of municlipal employees. The Commission's authority may be
IImlited to employees of particular departments; l.e., pollice and/or
fire.

The third plan Is found In smaller Jurlsdictlons which cannot
Justify a full-time personnel officer. The responsibllity for personnel
actlvitlies may be assumed by the chlef administrator, such as the clty
manager or clty recorder, or they may be assigned to an asslstant.
Frequently, they willl be assigned to a quallfled person who has other
staff functlion responsibl|ities such as budgeting or purchasing.

There Is, of course, the possiblility that a fourth plan or situation
exlsts where there has been no assignment or assumption of the
responslibllitlies of personnel administration. Personnel
responsiblllitles are carrled out, since they cannot be avolded, by
varlous persons within the municlpal organization; there Is no overall

dlrectlion or asslstance to ald management In carrying out thelr
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responsibilities In an effective, efficlent, and legal manner. Such a
sltuatlion, regardless of slze or number of employees, can |lead to
serlous probliems. The lack of personnel administration should be
recognlzed as belng unsatlisfactory and correctlve action should be

taken.

LEGAL FRAMEWORK FOR PERSONNEL MANAGEMENT

As was polnted out previously, the legal framework for a
municlpallity's personnel management program may be found In several
places. Federal laws and regulations, the - _ i
private act charters, ordinances, resolutlions, and rules may all contaln
provisions affecting personnel management. Obviously, some of thls
legal framework may be changed by local leglslative action, but other

portions must be accommodated pending action by the General Assembly or

by Congress.

Since 1972, when Congress extended coverage of the Equal Employment
Opportunity Act to Include state and local governments, the Federal
government has played an ever Increasing role In municlpal personnel
matters. The Age Discrimination In Employment Act of 1967 and the
Pregnancy Discrimination Act of 1978 are addltlonal federal laws which
are appllicable to local governments. For a few years municlpallities
were subject to the Falr Labor Standards Act untll thls was declared

unconstitutional by the U. S. Supreme Court In 1976.



Varlous Federal agencles such as the Equal Employment Opportunity
Commisslion, the U. S. Civil Service Commission, the Department of
Justice, and the Department of Housling and Urban Development, have
Issued regulatlions affecting employee selection procedures. The U. S.
Supreme Court and other federal courts have been actlive In the
Interpretation of Constlitutional Issues and the numerous statutes and
regul atlons as they apply to personnel. Unfortunately, many of the
court declsions are Inconsistent wlth one another, making It difflcult
to determine what Is legally permissable or enforceable.

It Is virtually Impossible for the small municipality to be aware of
the thousands of pages of regulations, declsions, and laws which come
out of the three branches of the federal government. Yet, a
municlpal Ity cannot afford to Ignore these documents. The consequences
of belng unaware of or Ignoring them can be costly.

While no attempt will be made to I|I1st all the laws, regulations, and
decislons which are applicable to municipalities, reference will be made
to some of them In connectlion with certaln subject matter. All the
practices which are suggested In thls manual and the model personnel
rules contalined In the Appendix are, Insofar as can be determined, In
conformance with federal laws, regulations, and declslons. By followling
the suggestlons contalned hereln, a municlpallty may avold major

difflicultlies In coping with the federal area of the legal framework.

The - = ., contalns no comprehensive personnel

regulations which are appllicable to municipalities. T.C.A. does,



however, contaln provisions which are applicable to certaln aspects of
personnel management. T.C.A. 8-33-101 et seq. guarantees re-emp|oyment
rights to municlipal employees who leave for military service and T.C.A.
8-33-109 provides that employees who are members of milltary reserve
unlts or the Natlonal Guard are entitled to fifteen (15) days of pald
leave per year whlle performing millltary dutles. Dlscrimination In the
employment of handlicapped persons Is prohlibited by T.C.A. 8-50-103.
T.C.A. 8-50-107 provides that no employee who was an employee In 1977
shall be dismissed or penallzed because of nonresidence In the employlng
municlpallty. The "Publlic Employee Polltical Freedom Act of 1980"
(T.C.A. 8-50-601) provides that It shall be unlawful for any public
employer to discrimlinate agalnst an employee because the employee
communicated with an elected public officlal. These speclflc mandates
of State law must be complied with, and the ultiImate responsibility for

compllance rests with the chlief executlve offlcer.

The primary source for the legal baslis of personnel management In
Tennessee municlpalltlies Is the charter. Individual prilvate act
charters vary wldely regarding provisions pertalning to the personnel
function. Some of the older charters will contaln I|I1ttle, If any,
mentlion of personnel while others will contaln voluminous detall on
every aspect of personnel administration. The Charter of the Clty of
Jackson contalns some eleven pages of provislions pertalning to personnel
administration and Includes such Items as the classlifled positions In
each department and the minimum pay for pollice offlicers and fire

fighters. |t Is generally considered to be undesirable to have
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procedural personnel matters contained In a Charter because Charters are
too difficult to modify to meet the ever changing conditions and
techniques of personnel management.

In reallty, only three elements need to be Included In a charter as
the basic legal framework for personnel management. The first and most
essentlal element Is the principal of merit. Discrimination, whether It
be based upon politics, race, relligion, sex, or any other factor, has no
role In any employment situation. |n addition, the Equal Employment
Opportunlty Act of 1972 makes such discrimination Illegal!

The second element Is a provision for rule making authority which
should be delegated to the chief administrator, possibly with the
concurrence of the governing body. This permits all procedural aspects
of personnel management to be Included In the rules which can easlily be
modi fled as clrcumstances dictate.

Finally, the basic legal document should Include a provision for an
appeal procedure. Employees are entitled to objectivity In the
administration of a personnel program and such a provislon assures I+t.

In short, the legal framework should provide for stabllity of policy
and flexiblllty of procedure. A brief, yet adequate, example of good
charter provisions Is found In Sections 3.08 and 3.09 of the Charter of
the Town of Bruceton, which was enacted by the General Assembly In 1980.
The provisions read as follows:

"Sectlon 3.09. -and_

or —and._ . The appolntment and promotion
of employees of the town shall be on a basis of merit, considering

technical knowledge required to perform satisfactorily the work,
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experlence In the particular or simllar |Ine of work, and
adminlistrative or supervisory quallfications. Unless otherwlse
provided by this Charter, the Mayor shall|l have authority to make
appolntments, promotions and transfers, and to make demotions,
suspenslons, and removals of employees for reasonable cause, and
may delegate such authority to department heads, as may be
provided for by ordinance. Before removal or suspenslion, an
employee shall be glven a written notice of Intentlon to suspend
or remove him, contalning a clear statement of the grounds for
such proposed actlon and notiflcation that he may appeal to the
town council by flling, within 10 days, with the town recorder
written notice of his Intention to do so. After recelpt of such
notlice the Board shall set a time and place for a publlic hearlng
on the matter, to be held within 20 days thereafter. The votes of
three Aldermen shall be requlired to override the suspension or
removal, and the actlion of the Board may be with partlal or entire
loss of salary, but If the suspension Is overruled by the Board,
any loss of salary shall be pald to the employee.

Sectlon 3.09. : The Board shall by ordlnance

adopt supplementary rules and regulations governing employment by

the town, not Inconsistent with the provisions of thlis Charter."

While 1t Is qulite possible that a municlpallty could have effective
personnel management wlthout any charter provislons pertaining to
personnel, It Is Inconcelvable that an acceptable situation could exlst

wlthout having written personnel rules. It Is Impossible to play a



successful personnel "game" wlthout having a set of rules that are
known, or at least avallable, to every player. The rules may be adopted
In the form of a personnel ordlinance, or they may be ratifled by a
simple motion of the governing body. Some municlipallities have seen flt
to have both a personnel ordinance and personnel rules. The need for
both documents Is questionable and probably serves no purpose In the
smal ler communities.

The rules, regardless of thelr form of adoptlon, need not be unduly
long or complicated. They do need to be reasonably comprehensive, In
compl lance with Federal and State laws and charter provislions, and
written In plaln language. Appendix A Is a set of personnel rules which
meet the standards set forth and which are conslidered to be sultable for
adoption by any small municlpallty that lacks this baslc document. Any
municlipallty contemplating adoption of the rules would be well advised
to review them In Iight of local conditlions and for compliance with any
pertinent charter provisions.

The suggested rules are not presented In the form of an ordlnance,
but the format Is such that they may be converted to ordinance form with
I 1ttle difficulty. The declslon of whether to adopt the rules In the
form of an ordinance or by motion Is one to be made locally and In
reallty makes |Ittle difference. The primary concern Is to get
something In writing which has been officlally endorsed by the governing

body.



THE SUPERVISOR'S ROLE

As was pointed out previously, all levels of supervision within a
municlpal organization have personnel responsiblilities. In small
organlzations, certaln personnel actions fall more heavlily on the flirst
ITne supervisor - regardless of his title - than do others. Performance
appralsals, motivation, grievance handling, and acclident prevention are
personnel concerns over which the flrst |ine supervisor has

responsibl ity and wide dlscretion.

The formal performance appralsal Is one of the |least understood and
most mlsused personnel techniques. Flirst |lne supervisors resist thelr
use because they feel that they are forced to make distinctions between
good, bad, and Indifferent employees. Employees resist thelr use
because they feel that they are used Improperly by thelr supervisor to
show favorlitism. Adminlstrators resist thelr use because they feel that
the beneflts of thelr use are outwelghed by adverse reactions.

This Is somewhat surprlising because everyone rates thelr employees,
whether they be colleagues, superlors, or subordinates. [t Is a
perfectly natural and ratlional process. Supervisors Informally appralse
thelr subordinates every time they make recommendations on pay Increases
or on promotions. Inasmuch as a supervisor Is going to evaluate
personnel anyway, the evaluation should be done systematically and
employees should be Informed of the results. Thlis Is the role of a

performance appralsal system.
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A great deal of time and effort has been expended In designing a
"good" rating system or In finding a "good" rating form which has
universal use. The rating system utillized should be compatible with the
primary objectives to be achleved. Some systems are designed primarily
as an ald to the supervisor In a counselor role. Some are Intended to
ald In administrative decislons such as promotions, layoffs, and salary
Increases. All are Intended to make sure that the rater does not
overlook, and thus fall to act on, pertinent aspects of the employee's
per formance.

A number of different formats, from the relatively simple to the
very complex, are used for performance evaluations. Perhaps the most
common form Is the rating scale In which a number of tralts are |lIsted,
with the rater required to check the degree of satisfaction on each
tralt for each employee. Quality and quantity of work, rellabillity,
Initlative, and other comparable personnel tralts are usually Ilsted.
Frequently, there Is also a means of determining a score by arbitrarily
asslgning a number of polnts for each degree of each tralt. A typlical
per formance appralsal form Is found In Appendix B.

While all rating systems have admitted weaknesses, they all have the
advantage of placing some common framework In the hands of all raters;
they remind them of things Important to the municlipallity. They also
provide employees a feeling of where they stand with the boss.
Employees want to know, and are entitled to know, whether thelr
performance Is or Is not acceptable. WIithout a formal performance
appralsal system, It Is doubtful that many supervisors will take the

time to tell thelr subordinates about thelr job performance.
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Motivation Is the term appllied to the thoughts or feellings that
cause a person to act. The objective of the municlpal adminlstrator Is
to motlivate each employee In a manner compatible with the aims of the
organlzation. This Is not an easlly attalined objective, and there Is no
maglc formula avallable to help. The problem varles according to the
type of employee, and what works In one department or with one employee
will not necessarlly work with another.

People have varlous psychologlcal needs. Pay, the possibility of
promotlion, and securlty are necessary to satisfy the off-the-job needs
of employees--to furnish them with adequate food, clothing, and shelter.
But there are other needs that can be met on the Job. These Include the
need for a feellng of accomplishment, the need to have pride In one's
skl 1l and knowledge, the deslire to help others and to be helped when
needed, and the feellng of belng accepted by one's assoclates as well as
one's superlors.

Different categorlies of employees have differing "mixes" of these
psychologlical needs. The unskllled laborer Is more |lkely to find
satisfactlons off-the-job and therefore be more concerned with pay and
securlty, than Is the typlcal offlce employee. The offlce worker Is
more |lkely to place great emphasis on closeness to executives, on the
personal relatlionships that occur on the job, and on pride In a Job well
done.

It Is the role of the supervisor to help each subordinate meet
psychological needs In both the off-the-Job and the on-the-job

categorles. |f employees' psychological needs are met, then they are
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ITkely to be satisfled In thelr work and be motivated to act In a manner
that Is supportive of the goals of the municlipallty. Suggestion
systems, quallty clrcles, and particlpatory management are some of the
techniques which have been utllized to attempt to satisfy on-the-job
needs of employees. Unfortunately, there are no simple answers to
employee motivation. Since all employees do not expect the same
satisfactlons from thelr work, supervision must be adjusted accordingly

In an attempt to successfully motivate each one.

A grlevance Is a sltuation whereln an employee belleves the
Immediate supervisor has misinterpreted or misappllied a rule,
regulation, ordinance, or charter provision. A grlievance procedure Is
merely a step-by-step procedure through the varlous levels of
supervislon.

The grlevance procedure permits employees to get something which Is
bothering them off thelr chest. The theory Is a sore polnt should be
cleared up and removed. |If an employee feels something Is wrong, the
grlievance procedure brings It to the attention of management where It
can elther be corrected or explalned.

The first |Ine supervisor often resents the grlevance process since
It Is usually the supervisor's decislon that Is belng questioned. The
declislon may be overruled or modifled. The supervisor needs to
understand that no one Is expected to be Infalllble and honest
differences of oplnlion may occur over the Interpretation of a specific
rule or regulation. Assurance should be glven to the supervisor that
the opportunity exlists to explaln decislons. These declisions will not

be arblitrarlily overruled.
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A grlevance procedure can be of Immeasureable asslstance to relleve
the pressures which arlse within a municlpal organization. Obviously,
flrst |lne supervisors must have a thorough knowledge of the personnel
rules and an understanding of the purpose of the procedure If It Is to
work effectively.

A simple grlievance procedure will be found on page 13 of the Model

Personnel Rules In the Appendlix.

The direct and Indlirect costs of acclidents Justify the expendliture
of consliderable time and effort In safety actlvitlies. Dlrect costs
Include Worker's Compensation and |lablllty Insurance premlums, medical
payments, and salarles pald to Injured employees. Indlrect costs, which
can be three or four times the direct costs, Include equipment down
time, time lost by fellow workers, loss of proficlency because of crew
breakups, and disruption to production caused by damaged or Inoperable
machlinery, tools and equlpment. A well organlzed safety program can
asslst In reducing accldents and thelr related costs.

A safety program should provide for pre-employment physicals, as
well as perlodic physical examinatlons for varlous classes of employees.
Employees Involved In hazardous work should be provided adequate health
care, Includling necessary vacclnatlons and emergency services.
Arrangements should be made for flrst ald facllltles and medical
treatment. Flirst ald tralning for personnel should be provided. Safety
tralning and Instructions In safe operating procedures should be carrled
on contlnuously. Asslstance In establishing and reviewling safety
programs can frequently be obtalned from the company which provides

Worker's Compensation Insurance.
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Regardless of the comprehensiveness of a safety program, no program

can be really effective unless flrst |lne supervisors are commltted to
It. Nothing can replace the supervisor's responsibllity to see that
Jobs are performed safely. Only the supervisor can enforce, on a dally
basls, workling rules and practices desligned to promote safety. In
training employees, the supervisor can best stress safe work hablts and,

with disclpllnary authority, assure adherence to safe work practices.
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THE HIRING PROCESS

The act of putting a person on the municipal payroll generally comes
after a three part sequence of recruitment, selection, and appolintment

that can take a few days or can stretch over a perliod of months.

Recrultment Involves seeking out potential employees for a specific
Job or for a class of jobs. The first element In recrulitment Involves a
pol Icy declislon whether to |Imit the search to the Immediate area or to
broaden the search. A search for professional or technical personnel
may requlire a reglonal or even natlonal search. A dellberate attempt to
IImit recrultment to the municipality Itself cannot be justiflied on any
rational basls.

Recrultment can be Improved If the application procedure Itself Is a
simple one. Too much red tape discourages good applicants. Information
on job openings should be given out by phone or by mail. Application
forms should be readlly avallable.

A simple but comprehensive application form Is an essentlial part of
a recrultment program. The form should supply basic Information about
the applicant, such as personal data, educatlional background, and work
history with dates, positions, and brief descriptions of dutles and
responsiblilities. The Information requested on the form should be
strictly job-related. Information such as years at glven addresses,
marital status, date of marriage, number of children, spouse's
employment, race, religlous preference, and arrests are Irrelevant and

should not be requested. Standardized forms are avallable from a number
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of sources, but they should be carefully checked to make certain they
call for all necessary Information, but do not request Irrelevant facts.

Examples of standardized application forms may be found In Appendix C.

Any standard used In deciding who will be hired and who will be
rejJected can be considered a test. Personnel selection devices, which
are all tests, Include reviews of appllication forms, personal
Interviews, oral and wrltten examlinations, performance tests, reference
checks, and physical and psychlatric examinations.

The ldentification and preparation of the appropriate tests for a
particular position require considerable skill and are not without legal
Implications. Knowing the scope and level of the duties of a Job Is
vital to selecting the proper tests. For tests to be effective, they
must be valld measures of an Individual's ability to perform the jJob.

Federal Equal Employment Opportunity gulidelines require that
employers using any kind of employee selection tests be able to prove
that there Is a rational connection between the qualities beling tested
and the requirements of the jJjob to be performed. Thils process Is known
as test validation, and It can be complex, expensive, and time
consuming.

The test valldation requirement has challenged the use of any
standardized written tests as a universal selection device. The use of
the general Intellligence, or "l.Q.", test for all appllicants for
employment simply cannot be valldated. This Is not to say that a test
of physical strength or aglllty for applicants for the fire department

cannot be valldated, but It Is no longer possible to have a single test
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or a battery of tests which can be used for selecting persons to flll
all positions within a municipallty. DIfferent tests may be requlired
for each position.

Due to the problems of test valldation, some municlpallties have
virtually abandoned the use of written examlinatlons In employee
selectlion. Thls Is probably an over-reaction to the sltuation. There
are persons and flrms experlenced In the preparation and valldation of
tests from whom asslstance can be obtalned. Commercial flrms design a
wide varlety of valldated personnel tests, and the International
Personnel Management Assoclatlion provides a test exchange service which
Is avallable to members.

The use of the personal Interview device Is almost unlversal In the
personnel selectlon process. |In small municipallties It may be the only
device used other than a review of the appllcation form and a check of
references. Good Interviewlng Is more than just slitting down for a
ITttle talk with a candldate.

Certaln quallties can reasonably be measured In an Interview and
others cannot. An Interview will not, for example, reveal a candldate's
honesty, Integrity, Initlative, or willingness to cooperate. Quallitlies
which can be measured are appearance, neatness, abllity to organize
one's thoughts and express them understandably, and, In general, one's
manner of getting along with people. A good Interviewer will emphaslize
those quallities which he can reasonably measure.

The secret to conducting a productive Interview Is advance
preparation., Interviewers must know the detalled dutles and

responsibllitlies of the position to be fllled; they must know as
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much as Is avallable about the appllicant; and they should determine what
types of questions are to be asked In order to galn Information that Is
needed to make an employment declslon. Last, but not least,
Interviewers should know the kinds of questions that can and cannot be
asked under the Equal Opportunity Employment regulations.

Like the application form, the only Information that can be
sollclited In the Interview Is that which can be related directly to the
Job. Any Irrelevant questions which deal with the blased subjects of
age, race, color, religlon, sex, or natlonal origin discrimination are
prohiblted. Examples of the types of questions which can and cannot be

asked are found in Appendix D.

All orlglnal appolntments should be made subject to a probationary
period. This Is partly a recognition of the |Imitations of employee
selectlion testing, but It also recognizes the fact that the skill to
work Is not always accompanied by the will to work.

Inadequate testing, Inablllity of the new employee to adjust to his
environment, slow learning abllity, and Intangible personallty factors
are some of the reasons that the correctness of an appolntment cannot be
determined without a trial period. The probationary perlod provides
this trilal period and ordlinarily permits the separation of a new
employee who performs unsatisfactorily without the right of appeal.

A common probationary perlod Is six months, although differing
periods of time for varlous Jobs within the same municlpallty are not
unusual. A common practice Is to have a longer probationary period for

police and fire recrults than for other employees. Generally, a
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probatlionary period of less than two months Is not thought to be a
sufficlent perlod of time to adequately observe any new employee and a
probatlonary perlod In excess of one year Is diffilcult to justify.

Proper procedures are necessary to Insure that the probatlionary
perlod Is effectlively used. Most Important Is the need for good
employee orlentation. The supervisor must spend a disproportionate
amount of time with new employees assisting them In learning speclflic
requirements, standards of performance, work flow, and all other
elements of thelr new environment.

A conference between the supervisor and the employee at the midpoint
of the probationary perlod Is an Important procedure. The supervisor
can Inform the employee how well he or she Is actually performing. Thls
permits the employee to correct any deficlencles In performance prior to
the flinal judgment.

The flnal procedure Involves making the determination as to the
retentlion of the employee on a permanent basls. |f an appolntment turns
out to be unsatisfactory, the probationary period Is the time to take
corrective actlion. |f a performance Is marginally satisfactory, some
municipalities permit the extension of the probationary period for a

specifled perlod of time, but thls should not be used to avold making a

declslon.
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PERSONNEL RECORDS

An Indlvidual personnel flle should be establlshed and maintalned
for each employee. A flle should be started as soon as an employee Is
hired, and 1t should be malntalned so long as the person contlinues In
the employment of the municlpality. Generally, a file should contaln
everything pertinent to an employee's pre-employment record and work
history. The speclflic contents will vary depending upon the forms and
procedures which are utilized by a municlipallty. Some typical examples
of personnel flle contents are as follows:

I. Application form and resume

2. Reference checks of other pre-employment Investigations
3. Results of pre-employment tests

4, Personal job history

5. Performance evaluations

6. Wage and/or salary history

7. Medical Information

8. Worker's compensation clalms

9. Tralnlng records

0. Awards, commendations and laudatory memos or |etters

Il. Disclipllnary records

It I's permissible to obtaln and Include certaln facts In a personnel
flle which are not relevant Information In a pre-employment application
or Interview situation. Such information as age, race, marital status,
number of dependents, and photographs may be Included In personnel flles

If there Is a legitimate need for them.
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POSITION CLASSIFICATION

Posltlon Classliflcatlion, which Is a system of grouping simllar
poslitlons under common Job titles on the basls of the kind of work, the
level of difflculty and responsiblllty, and the quallflcatlons requlired,
Is the baslc tool of personnel management. A poslition comprises a group
of dutles and responsibllitlies assigned to one employee. A class Is a
group of poslitions that (1) are simllar In duties and responsibllities;
(2) requlire the same quallficatlions In education and experlence; (3) can
be filled through simllar testling procedures; and (4) can be assligned
the same job title and salary. The descriptlion of dutles,
responsiblllties, and quallflcatlions of poslitlions In the class Is called
a "Class Speclflication." The position classification plan as a whole
Includes all the classes and class titles that have been establ Ished,
the speciflications for each class, and the procedure for malntalning the
plan. Classliflcation work was Initlally undertaken to assure equal pay
for equal work, and this Is still an Important use, but positlion
classliflcation results are used for a varlety of management purposes.

Proper |y prepared class speclflcations are essentlal to the setting
of pay scales, recrultment, selection, promotion procedures, tralning,
and performance evaluation. Class titles and specliflicatlion provide a
unlform termlinology for dlscussing poslitlons, keeplng records, and
preparing budget requests for personnel services. The class
speclflcatlons Ildentify positions In thelr proper relationship for
promotion and transfer and provide Information needed to compare rates
of pay within the municlipallty relative to other jurlsdictions. A

typlical Class Speclflcation Is shown In Appendix E.
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A position classiflicatlion plan Is not a statlc document. Class
speclflications need tfo be reviewed, evaluated, and revised perlodically.
Such a review assures that requirements are job related, do not
discriminate, and serve as a means of keeping abreast of changes In
work, changes resulting from shifts of employees to other duties and
technologlical changes that affect the skills needed by employees.
Changes In organlzational structure and In the scope of services
provided by a municlpallty also may affect the classliflcatlion plan.
Supervisors should be encouraged to Initlate reclassiflication actions
when Jobs change, and employees should be permitted to request review of
thelr speciflc classlflcation.

The development of a positlion classificatlion plan Involves
speclal lzed technliques, and 1t should not be undertaken by untralned and
Inexperienced persons. An outside professional consultant can provlide
the necessary technical know-how and objectivity to develop and
Implement a plan In an effective manner. A |Ist of consultants who do

this type of work may be obtalned from your Municipal Technical Advisory

Service Consultant.
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PAY PLANS

A pay plan Is a Ilsflng of all the position classes In a
municlipal Ity together with the pay rates or ranges assigned to each
class. A typlcal plan will Include a series of different pay ranges
wlith each range having a minimum rate, a maximum rate, and several
Intermediate steps that provide Increments for merit ralses. A typlcal
pay plan may be found In Appendix F. While It Is possible to develop a
pay plan wilthout position classiflcation, It Is only through the use of
the orderly grouplings of positions resulting from position
classification that a systematic and equlitable salary structure can be
constructed.

A pay plan has a number of objectives, Including:

1. To pay salarles that are equitable In relation to the
complexlty and responsibllity of the work performed and to
malntaln Internal equlity In the relation of pay between
emp loyees.

2. To malntaln a competitive position In the labor market In order
to attract and retain competent employees.

3. To provide data needed In budgeting and payroll administration.

4, To stimulate and reward high-level performances by employees.

5. To provide an orderly program of salary pollicy and control.

Since a municipallity's payroll is such a large proportion of Its
expendlture, It Is customary for the legislative body to exercise close
control over salary and wage rates. The role of the chief executive and
other supervisory personnel In the preparation and adoption of a pay
plan may properly be |IImlted to conducting studies and makling

recommendations.
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The supervisor's role In pay administration ordinarily starts after
the pay plan Is adopted. Most pay plans provide within grade Increments
for meritorlous service at specifled Intervals. Supervisors have the
responsibllity of deflining and recognizing meritorious services and
recommending ralses for employees who meet the standards. Some plans
also provide recognition for the outstanding employee In the form of
ear | ler-than-standard Interval Increments or double Increments. Agaln,
supervisors are charged with the responsibllity of making the necessary
recommendations to Implement such changes.

When a new class specification Is created, the supervisor should
make a recommendation concerning Its Inclusion In the pay plan at the
appropriate level. |f unusual employee retention diffliculties are
encountered, they should be reported to management. Retention problems

may be caused by Inadequate pay.
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TRAINING

Tralning has been deflned as "the process of alding employees to
galn effectliveness In thelr present or future work through the
development of approprliate habits of thought and actlon, skill,
knowledge, and attitudes." The expendlture of time, effort, and funds
on tralning can only be justifled If the result Is more effective
employee performance. Tralnlng, regardless of the amount provlided,
should be a planned program consisting of deflnling the needs; of
providing ftralning to flt+ the needs; and of evaluating the results.

Tralning needs wlll vary widely from one municipallty to another,
but there are some baslic tralning objectives which are so commonplace
that thelr need Is almost unliversal. These basic objectives Include the
followling:

1. To provide employees with speclific skills elther needed or to
be Improved.

2. To provide an employee with Information needed to perform the
Job.

3. To ald an employee In developlng attlitudes consistent with
operating pollicles.

4. To provide employees with an understanding of the objectives
and program of the entire municipal organization.

5. To retraln employees when Job content or method changes.

6. To traln employees for promotion.

Tralning, which too frequently has a connotatlion of a classroom

sltuation, can take many forms In many sltuations. The tralning methods
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selected will depend upon the subject matter, the avallablllty of a
tralner, the number of persons to be trained, and the cost.

The Importance of on-the-job tralning cannot be overestimated for
any poslition. Learning by doing Is retalned longer than any other kind
of learning. |t can be provided by the first level supervisor who can
undertake such tralning dellberately through patterns of work
asslignment, methods of explalning procedures and processes, and
Inspection and evaluation activities.

Off-the-Jjob tralning, which can take the form of lectures,
conferences, case studles, and demonstrations, Is provided away from an
employee's Immediate work area, but at a municlpal faclllity. Small
communities have dlffliculty In providing this type of ftralning due to a
lack of quallfled Instructors and the |Imited number of employees who
have lIdentical tralning needs.

Off-the-premises training can take all the forms of on-the-job
tralning and may be offered at a location within the community, withln
the state, or within the natlion. Thls type of tralning probably
provides the best opportunity for small and medium size municlpallities.
IT usually can be provided at a reasonable cost, and It can offer a wide
varlety of high quallty programs. Resources which should be consldered
to provide off-the-premises tralining are colleges and unlversities,
technical Institutes, high schools which offer night school courses, and
reglonal, state, and natlonal organization of public officlals.

The Center for Government Tralning of the University of Tennessee
provides a wide varlety of one-day courses which are deslgned for

municlpallties. No charge Is made for attending the courses, and they
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are held at convenlent locaticns throughout the state. In addition to
Indlvidual courses covering speclflc subjects, the Center offers
"Certiflicate Tralning Programs," which consist of a serles of courses
relating to the responsiblilities of particular poslitions. Advance
notlces of course descriptions, dates, and locatlons are mailed to
municlpal offlclals.

No one has yet produced a measuring stick sultable for evaluating
employee tralning programs. Tralning often deals with Intanglibles which
defy objective evaluation. Desplte the fact that measurement devices
are lackling, the baslic princliples of employee training and development
have grown over such a long perlod of time, and over such a wlde range

of positions, that no one serlously questlions thelr need or worth.
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DISCIPL INE

The malntenance of disclpline Is one of the most Important tasks of
anyone Involved In personnel management. Standards of conduct and work
output must be established, communicated, and enforced.

In establIshing rules of personal conduct for employees, the goal
should be to establish only those rules which the majority of employees
would agree are reasonable. Rules which are not reasonable will not be
obeyed by employees or enforced by supervisors. Some facets of personal
conduct are so obvlous that they need not be Included In the rules.
Everyone knows that belng drunk on the job Is wrong, for example, and
will expect punishment If caught. Generally, It Is sufficlent merely to
Indicate that employees are expected to conduct themselves In such a
manner as not to bring dlscredlt upon the municlipallty.

Not many municlipal operations lend themselves to speciflc standards
of performance. Because of thls, it may be difflcult to disclpline
employees for poor performance, but It Is not Impossible. Some kinds of
work do permlt measurement. A meter reader, for example, can be glven
an exact quota of meters to read because the work Is repetitive. Other
employees can be compared with the average for thelr unlts.

Qualltative standards are even more difflcult since many
municlpallties do not have any operations which lend themselves to
objective, qualitative measurement. However, quallty can be judged by
supervislion, and discliplinary action can be taken and upheld on the

basls of recorded examples of poor performance.
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The key concepts In any disciplinary action of consequence, such as
demotion or dismissal, are "good records" and "due process." The need
for complete and accurate records Is Important In Justifying the action
taken. Demotions or dismissals do not usually arise out of a first
offense. They are the culmination of a series of personal
dellnquencies. The record should reflect any and all offenses, the
actlon taken on each occaslon, and the fact that the employee was warned
of his dellnquencies. When a preclplitating Incldent occurs, and It Is
determined that previous actions have been Ineffective and that demotion
or dismissal Is required, a record Is avallable which supports the
actlion taken. Such a record Is vital If the discliplinary actlon Is
appealed to a hearing board.

"Due process," which arlises from constitutional law, Is based upon
the premise that any employee, regardless of his transgression, Is
entltled to certaln procedural rights. In order to assure these rights,
every municlipallty should have, and follow, an establlshed
procedure for taking disciplinary actlion. The procedure establlshed
should Include the following requirements:

1. A thorough Investigation so that the exact nature of the
violation Is known.

2. Formal notlflcatlon to the employee of the nature of the

violation.

3. An administrative hearing so that the employee's side of the

case can be presented.

4. Prompt actlion In assessing the disciplinary action, If any.

5. A provislon for an appeal of the disciplinary actlon to a

hearing board.
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Disciplinary action can take a number of forms. |t should be
tallored to fit the violation If It Is to be accepted as falr, not only
by the employee Involved, but by assoclates.

Corrective discipline Is any actlion short of dismissal which Is
designed to deter Improper behavior. The levels of corrective
discipline, beginning with oral reprimand and going through suspension,
recognize different levels of severity of penalty. |t also permits
greater penalties for repeated offenses by the same employee.

The oral reprimand Is considered the least severe of all
disciplinary actions. |t can be extremely effective If the supervisor
uses the face-to-face contact provided for constructive educational
purposes. |t Is advisable to make a note of each oral reprimand and
place 1t In the employee's flle.

The written reprimand Is Intended to Impress upon an employee that
the pattern of conduct could lead to further action If not corrected.
It also makes the action a matter of officlal record.

In the case of more serious offenses or after reprimands have
falled, 1t may be necessary to suspend an employee from duty without
pay. Generally, long periods of suspension cannot be jJustified, and
personnel rules frequently limit their lengths. Long perlods of
suspensions are |lkely to have undesirable effects on the employee's

family and may adversely affect work production.
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Demotion to a lower grade Job, with lower pay, Is a disciplinary
actlon of consliderable severity. |t Is seldom used In most
municlipallties due to Its lack of acceptance by employees, and since It
Is permanent In nature, It really Is not effectlive as a corrective
measure. It Is probably most appropriately used when an employee proves
to be Incompetent In performing the job obtalned as a result of
promotion.

The ultimate discliplinary action Is dismissal. Corrective
discipline should normally precede dismissal except In the most serlous
offenses such as theft, threat of bodlly harm, or commission of a
felony. Dlismissal, more than lesser discliplinary actlons, has been
subJected to legal and Judiclal scrutiny. Due process has become the
watch word of dismissal actlons. Procedural and legal requlrements
should be closely followed. Municipal employees can be flred--It
happens every day--but a municlipality should be aware of the Inherent
problems Involved In such an actlon and take steps to avold or counter

them.
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SEPARATIONS

Separations can take the form of dismissal, resignation, retirement,
or lay-off with resignations constituting the majority of separations In
most municlipallties. Some municipalities feel that all resignations are
Inevitable and that nothing can be done about them. This Is not
necessarlly the case If the real reasons for resignations can be
determlned.

The usual method for attempting to ascertalin the reason for a
resignation Is the exlit Interview. Thls Is a step In the separation
process where the departing employee talks with a supervisor. Usually,
the employee can be more frank In this situation, and the dlscussion may
reveal weak spots In supervision, pay, or working conditlions. Any clue
to an unsatisfactory condition which can be corrected may prevent

additlional and unnecessary reslgnations.
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AFFIRMATIVE ACTION

Afflrmative actlion programs are based upon the premise that passive
prohibltion of discriminatory practices Is Insufficlent. To achleve the
goal of equal opportunity for minorities, women, and the disadvantaged,
positive actlon Is required.

The afflrmative action programs which have been developed and
adopted by Tennessee municlpallities, usually due to requirements of
Federal grant programs, vary from volumlinous documents which spell out
the detalls of every aspect of the program to relatlively simple
statements of goals.

All have the stated policy of taking positive steps to Insure that
recrulting, hiring and promoting for all jobs, and the administering of
personnel| actlons such as compensation, benefits, transfers, layoffs,
training, tultlon asslistance, and soclal and recreatlonal programs are
done wlthout regard to race, religion, creed, color, sex, national
origln or age.

The administration of an afflrmative actlion program Is not without
problems. Budget |Imltations, Inadequate numbers of mlinority
applicants, public resistance, the Inabllity of applicants to pass vallid
tests, and resistance from employees and supervisors are barrlers which
must be overcome. A practical plan, a firm commitment from the
governing body, and vigorous adminlistration at all levels of supervision

are required for a successful program.
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UNIONS AND COLLECTIVE BARGAINING

Independent employee assocliations or affillated labor organizatlons
actively represent the Interests of municlipal employees In some 40
states. Thirty-seven states and the District of Columbia have some kind
of leglislation regarding public employee relations that cover several
classes or types of employees. Thirty-two states have laws requliring
parties to meet and confer, to negotiate, or to engage In collective
bargaining and 23 states have comprehensive laws allowing collective
bargaining.

Tennessee has no laws pertalning fo unions and collective bargaining
In the public sector, other than public education. This does not mean
that unlions and collective bargaining do not occur In Tennessee
municlipalities. |t does mean that there Is no uniformity and that a
wide varlety of practices can be found. Local practices vary from
formal recognition of unions as the sole bargaining agents for
particular groups of employees, along with collective bargaining and
contracts, to flat prohibitions of any employees being members of any
unlon "which authorlzes the use of strikes by government employees."

The lack of public sector labor legislation has undoubtedly slowed
the Impact of unlons In the State. It cannot be anticipated that this
lack will continue Indefinitely. Every session of the General Assembly
In recent years has seen the Introduction of labor legislation which
would affect municipalities, and this trend Is |lkely to continue until|
some type of leglislation Is adopted. The history In other states would
Indicate that It Is not a question If legislation will be adopted, but

only when and what type.
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Even If labor leglislation does not occur for some years, It is not
unreasonable to assume that the push for recognition and collective
bargalning by the unlions representing public employees wlll continue.
Certalinly the natlionwide trend since about 1962 has been In thlis
direction.

Municipallities can best prepare for the possibllity of unlonlzation
by putting thelr personnel houses In order. This Includes fthe
development and adoption of position classlflication and pay plans that
provide for competitive salarlies; the adoption of competitive fringe
beneflt packages; the adoption of clearly deflned written personnel
rules that are appllied uniformly and consistently; and the adoption of a
grlevance procedure that provides for an orderly process of resolving
disputes. An effective employee relations program may delay the
unlionlzation of employees, but even If It does not do thls, It can be

the basls for a better relationship with employee organizations.
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SUMMARY

An attempt has been made In thls manual to present the baslic
elements of a personnel management program. Not each of the elements Is
absolutely essentlal to the success of a personnel program, but each has
a purpose and a role. The absence of certaln of the baslics, such as
written personnel rules, would certalnly make personnel management
difflcult and could lead to major legal problems.

The problem of coping with the multitude of laws, regulations, and
court declslons which effect personnel management Is a difflicult one
which has no easy solution. Perhaps a general awareness of the problems
which can arise from alleged violatlions of clvll rights; a knowledgeable
clty attorney; and a comprehensive Public Offlclals Llabllity Pollicy are
the only practical approaches to the problem.

Followling Is a checkllist which can be used to locate the
deficlencles In your personnel management program. While there Is no
guarantee that all "Yes" answers will prevent problems In personnel
management, a majorlty of "No" answers wll| practically guarantee

problems at some tIme In the future.
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PERSONNEL MANAGEMENT CHECKL IST

Are you famlllar with your
Charter provisions concerning
personnel ?

Are you famlllar with your
ordinance provislons concernling
personnel?

Do you have wrltten personnel
rules?

If you have written personnel

rules, do they Include:

a. A definitlon of terms?

b. A general statement of pollicy
concerning employment,
promotions, and pay
Increase?

c. A probationary perlod?

d. A pollicy on overtime
payment?

e. A grievance procedure?

f. A hearlng process for dlismlssed
emp loyees?

g. A llsting of beneflts such as
hol 1days, vacatlons, and slick
|l eave?

h.A llsting of actlons which can
be grounds for dismissal?

Do you have a poslition classlflcatlon

plan?
a. Does 1t requlire perlodic
review and up-dating?

Do you have a formally adopted pay
plan?

Do you use wrltten performance
evaluatlions on at least an annual
baslis?
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8.

12.

13.

Are your supervisors told to glve
speclflc Instructions to employees
about Job performance and to Inform
them of short-comings?

Do you use an employment application
form?

Does your employment application ask
questlions about age, sex, race,
natlonal origin, marltal status, or
dependents?

If you require physical tests or
standards, are they related to job
per formance?

If you require written tests for job
appllicants, have the tests been
val ldated?

Has the administration of personnel

management been assligned to a
speclflc person?
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As used In these rules the following words and terms

shal | have

(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

(10)

the meanings |Isted:

= = . An absence from duty which was not
authorized or approved.
i Procedures as prescribed by these regulations for
appealing disciplinary actlons and other Individual
grlevances,

An Indivlidual who has applled In writing on an

appl ication form for employment.

The offer to and acceptance by a person of a

position elther on a regular or temporary basis.
Time off from work In Ileu of monetary
payment for overtime worked.
. Assignment of an employee from one position to
another which has a lower maxImum rate of pay and rank.

. The primary organizational unlt which Is under

the Immediate charge of a department head who reports
directly to the chlef administrative offlicer.

D plinary action. Actlion which may be taken when an

employee falls to follow departmental rules or any
provisions of these rules.

A type of disciplinary actlon which separates an
emp loyee from the payroll.

An Individual who Is legally employed and Is

compensated through the payroll.



(1)

(12)

(13)

(14)

(15)

(16)

(17)

(18)

(19)

Individuals who work the equlivalent of
forty (40) hours or more per week.

A dlspute arising between an employee and
supervisor relative to some aspect of employment,
Interpretation of regulations and pollicles, or some
management declslon affecting the employee.

Spouse, chlldren, brother, sister,
parents, step-parent, mother and father-In-law,
grandparents.

The Involuntary nondlsciplinary separation of an
employee from a position because of shortage of work,
materlals, or funds.

An approved type of absence from work as provlded
for by these rules.

An absence due to pregnancy, chlldbirth,
or related medical condlitlons which shall be ftreated the
same as slck leave.

1ty or : . An excused absence
from duty because of an Injury or Illness sustalned In the
course of employment and determined to be compensable under
the provislons of the Worker's Compensation Law.

Authorlized time worked by an employee In excess
of normal working hours or work perlod.

Compensation pald to an employee for overtime

work performed In accordance with these rules.



(20)

(21)

(22)

(23)

(24)

(25)

(26)

(27)

(28)

. The designated period of time after an

applicant Is appointed or an employee Is promoted In which
the employee Is required to demonstrate fitness for the
position by actual performance.

Assignment of an employee from one position to
another which has a higher maximum rate of pay and rank.

A type of disciplinary action, oral or written,
denoting a violation of personnel regulations which becomes
part of the employee's personnel record.

. Length of service as a regular employee In the

classifled service.

., An absence approved by the department head or
supervisor due to non-occupational Illness or Injury.

. Any Individual having authority on behalf of
the municlipality to assign, direct, or discipline other
employees, If the exercise of such authority Is not a mere
routine or clerical nature, but requires the use of
Independent judgment.

. An enforced leave of absence for disclpllinary

purposes or pending Investigation of charges made against an
emp |l oyee.

. . An employee holding a position other
than permanent, which Is of a temporary, seasonal, casual,
or emergency nature.

——e.. Assignment of an employee from one position to

another position.

A-6



(29)

or . Scheduled number of hours an
employee Is required to work per day or per scheduled number
of days.

These rules shall apply only tfo the classified service

unless otherwise specifically provided or necessarlily Implied. The

classifled service shall Include all full-time positions which are not

speciflically placed In the exempt service. The exempt service shall

Include the followling:

(1)

(2)

(3)
(4)

(5)

(6)

(7)

(8)

(9)

All elected officlals and persons appolnted to fill
vacancles In elective offlices.

All members of appolintive boards, commisstions, or
committees.

City attorney.

Consul tants, advisors, and counsel rendering temporary
professional service.

Independent Contractors.

Temporary employees who are hired to meet the Immediate
requlirements of an emergency conditlon.

Seasonal employees who are employed for not more than three
(3) months during the flscal year.

Persons rendering part-time service.

Volunteer personnel, such as volunteer fireflighters; and all

other personnel appointed to serve wilthout compensation.

, Individuals shall be recruited from a wide geographic

area to assure obtaining well-quallfled applicants for the various types

of positions. In cases where residents and non-residents are equally
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quallfled for a position, the resident shall receive first
conslderation.

The chlef administrative offlcer may, after consultation with the
department head concerned, prescribe minimum qualifications as required
by the nature of the work to be performed. Such requirements shall be
announced to all applicants.

The chief administrative officer may reject any applicant after
determining: that the application was not timely filed or was not filed
on the prescribed form; that the applicant does not possess the minimum
qual ifications; that the applicant has established an unsatisfactory
emp loyment or personnel record (as evidence by reference check) of such
a nature as to demonstrate unsultabllity for employment; that the
applicant has made false statement of any materlial fact; that the
applicant Is afflicted with any mental or physical disease or defect
that would prevent satisfactory performance of dutlies; that the
appllcant Is addicted to the habltual use of drugs or Intoxlcants; that
the appllcant does not reply to a mall or telephone Inquiry; that the
applicant falls to accept appointment within the time prescribed In the
offer; that the appllcant was previously employed and was removed for
cause or resigned not In good standing.

- All appolintments may be subject to
competitive examination. All examinations shall falrly and Impartially
test those matters relative to the capacity and fitness of the applicant

to discharge efficlently the dutlies of the positions to be fllled.
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Examinations may consist of one or more of the following types: a
written test of required knowledge; an oral Interview; a performance
test of manual skllls; a physical test of strength, agllity, and
fltness; a written test of mental abllity; an evaluation of tralining and
experlence.

Applicants for positions may be required to undergo a medical
examlnatlon to determine physical and mental fltness to perform work In
the positlion to which appolntment Is to be made. All employees may be
required to undergo periodic medical examinations to determine their
contlinued physlcal and mental fltness to perform the work of the
position In which they are employed. Determination of physical or
mental fltness will be by a physiclan or physiclans designated by the
governing body. Medlical examinations shall be at no expense to the
emp |l oyee.

Appolintments shall be made by the chlef
adminlistrative officer from those appllcants who, by virtue of
examination, have been determined to have the required quallifications.

e Vacancles In positions above the entrance level shall
be filled by promotion whenever In the judgment of the chief
administrative officer It Is In the best Interest of the munlicipallity to
do so. Promotions shall be on a competitive basls and shall glve
appropriate consideration to the applicants!' performance,
qualifications, and senlority.

. In an emergency, the chlef administrative
offlcer may authorize the appointment of any person to a position to
prevent stoppage of publlc business or loss or serlious Inconvenience to
the public. Emergency appointments shall be IImited to a perliod not to

exceed 30 days In any 12-month perlod.
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Any employee who has successfully completed the
probatlionary perlod may be transferred to the same or simllar position
In a different department without belng subject to a probationary
perlod.

An employee may be demoted to a position of lower grade,
If quallfled, for any of the fol lowling reasons: because the position Is
being abollished and the employee would otherwise be lald off; there Is a
lack of funds; because another employee, returning from authorlzed
leave, wlll occupy the position to which the employee Is currently
asslgned; the employee does not possess the necessary qualiflications to
render satisfactory service In the positlion, or Is removed durling
probation; the employee voluntarlily requests demotion,

The probationary perlod for all regular
appolintments, Including promotional appolintments, shall be for a perlod
of six months, The employee's supervisor will tell the employee, during
the probationary perlod, when performance Is not satisfactory and Is not
meeting probationary test requirements.

At least 10 days prlor to the explration of an employee's
probationary period, the department head shall notlfy the chief
administrative offlcer whether the service of the employee has been
satisfactory, and whether the department head recommends that the
employee continue In the position. An additlonal probationary perlod of
up to three months may be requested by the department head. No employee
shal |l serve more than nine months on a probationary basls.

The governing body shall establlish hours of work per

week for each poslition, based on the needs of service, and taking Into
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account the reasonable needs of the public that may be required to do
business with various departments.

An employee shall be In attendance at regular work In
accordance wlth these rules and with general department regulations.
All departments shall keep daily attendance records of thelr employees.

Overtime may be authorized by prior approval of the
department head or the chlef adminlstrative offlcer. Supervisory
employees requlred to work overtime shall be compensated wlth
compensatory |leave on a straight time basis. All other employees
required to work overtime shall be pald on the basls of one and one-hal f
(1 1/2) times the hours worked. All employees called In for overtime
shal | be guaranteed pay or compensatory time for a minimum of two hours.

No employee may engage In additional employment
outside the officlal hours of duty unless approved by the chlef
administrative officer,

No offlcer or employee shall personally profit
directly or Indirectly from any contract, purchase, sale, or service
between the municipal ity and any person or company; or personally or as
an agent provide any surety, ball, or bond required by law or subject to
approval by the governing body. No officer or employee shall accept any
free or preferred services, benefits, or concesslons from any person or
company,

Employees may Individually exerclse thelr right
to vote and privately express thelr political views as cltlzens.
However, no employee shall hold appolntive offlce or actlively

participate in a municlipal political campalgn.
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The following legal holldays shall be observed: New

Year's Day, Memorlal Day, Independence Day, Labor Day, Thanksgiving Day,
Christmas Day. When a hollday falls on a Saturday or Sunday, the
preceding Friday, or following Monday shall be observed as a hol Iday.
Where possible, every employee shall be glven approved holldays.
Employees who must work on one of these holldays shall recelve
equlivalent time off or, If necessary, double pay for tIime worked.

All permanent employees who have been contlnuously

employed for a perlod of one year or longer shall be credlted with

earned vacatlon |eave In accordance with the followlng schedule:

After 1 year 5 days
After 3 years 10 days
After 5 years 15 days

The above schedule and credits are for uninterrupted service
computed from the most recent date of continuous employment. Employees
shal | accrue vacatlion leave from thelr employment date, but shall not be
entitled to take vacation unti| they have completed one year of service.
Vacation leave may be taken as earned subject to the approval of the
department head who shall schedule vacatlons so as to meet the
operational requirements of the department. Employees may accrue
vacatlon leave to a maxImum of twenty days. Employees resigning
voluntarily and who give reasonable notice of Intentlon to resign will
recelve payment for accrued vacation as of the date of resignation.

Vacation leave shall be charged In not less the one-half (1/2) day

Increments.
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Sick leave with pay shall be granted all full=time
employees at the rate of one workling day for each completed month of
service and may be accrued to a maximum of nlnety 90 days. Employees
shal |l accrue sick leave from thelr employment date, but shall not be
entitled to take sick leave untl|l they have completed thelr probationary
period. No payment will be made for accrued sick |eave upon separation.
Sick leave with pay shall be granted for the following reasons:
personal Illness or physical Incapaclty resulting from causes beyond the
employee's control; Illness of a member of the employee's Immedlate
family that requlires the employee's personal care and attentlion;
enforced quarantine of the employee In accordance with community health
regulations; to keep a doctor's appolntments; or for a death In the
Immediate famlly.

In orders to be granted sick leave with pay, an employee must meet
the following conditlions: notlfy the Immedlate supervisor prior to the
beginning of the scheduled work day of the reason for absence; submit,
If required by the department head, a medical certificate signed by a
| lcensed physiclan certifylng that the employee has been Incapacltated
for work for the perlod of absence, the nature of the employee's
sickness or Injury, and that the employee Is agaln physically able to
perform duties. A medical statement may be required only If the perlod
of absence Is two consecutlive days or longer.

Slck leave may be taken as necessary, but may not be extended beyond
the accrual at the time of absence. Provided, however, that at the
request of the employee any accrued vacatlion balance may be applied and

extended as though It were sick |eave.
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-1ty or - . Occupational disablility or
Injury leave shall be granted employees who sustain an Injury or an
Illness during the course of thelr employment which Is determined to be
compensable under the provisions of the Worker's Compensation Law.

Employees on occupational disabllity leave shall receilve such
benefits In |leu of pay as are provided by the Worker's Compensation
Law.

Employees on occupational dlsabll ity leave who have accrued sick
leave may choose to receive full pay and charge such disabllity leave
agalnst thelr accrued sick leave. Any monies recelved by the employee
as a beneflt under Workmen's Compensation shall be deposited In original
check or draft form with the City Recorder.

Leave with pay may be authorlized In order that
employees may serve required court and jJury duty, provided that such
leave Is reported In advance to the supervisor. In order to recelve
full pay for such leave, the employee must deposit the money which he
recelves for Jury duty with the City Recorder.

A regular employee who Is a member of any military reserve component
will be allowed leave of absence with pay for a period not In excess of
15 working days durlng one year.

A regular employee may be granted a leave of

absence wlthout pay for a perlod not to exceed one year for temporary
sickness, disablllity, or for other good and sufficlent reasons. Such
leaves shall require the prior approval of the chief administrative

officer.
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L No person shall be appolnted to, or promoted to, or
demoted, or dismissed from any position In the classiflied service, or In
any way be favored or discriminated against with respect to employment
In the classifled service because of race, relliglon, national origin,
political afflllation, handicap, sex, or age.

No person shall seek or attempt to use any political endorsement In
connectlon with any appointment to a position, or demotlon, or
dismissal from a position In the classiflied service.

No person shall use or promise to use, directly, or Indirectly, any
officlal authorlity or Influence, whether possessed or anticlpated, to
secure or to attempt to secure for any person an appolintment to a
position In the classiflied service, or any Increase In wages or other
advantage In employment In such position, for the purpose of Influencing
the vote or political action of any person, or for any other
conslideration.

No person shall, directly or indirectly, glve, render, pay, offer,
sollclit, or accept any money, service, or other valuable consideration
for or on account of any appointment or promotlion, or any advantage in a
position In the classifled service.

Al'| separatlions of employees from positions In the

classifled service shall be designated as one of the followling types and
shall be accomplished In the manner Indlicated: reslignation, lay-off,
disablllty, and dismissal. At the time of separation and prior to final
payment, all records, equlpment, and other Items of municlipal property
In the employee's custody shall be transferred to the department head.
Any amount due to a shortage In the above shall be withheld from the

employee's final compensation.



An employee may resign by submitting In writing the
reasons and the effectlve date, to his/her department head as far In
advance as possible, but a minimum of two weeks notice Is requested.
Unauthorized absence from work for a perlod of three consecutive days
may be conslidered by the department head as a resignation. Department
heads shall forward all notices of resignation to the chlef
administrative offlcer Immedliately upon recelpt.

The governing body may lay-off any employee when they deem
It necessary by reason of shortage of funds or work, the abolltion of a
position, or other materlal changes In the dutles or organization, or
for related reasons which are outside the employee's control and which
do not reflect discredit upon service of the employee. Temporary
employees shall be lald off prior to probationary or regular employees.
The order of lay-off shall be In reverse order to total continuous time
served upon the date established for the lay-off to become effective.

An employee may be separated for dlisabllity when unable
to perform required dutles because of a physical or mental Impalrment.
Actlon may be Initlated by the employee or the municipallity, but In all
cases It must be supported by medical evidence acceptable to the chief
administrative officer. The municipallity may require an examination at
Its expense and performed by a |lcensed physiclan of Its cholce.

- ., Whenever employee performance, attltude, work
hablts, or personal conduct fall below a desirable level, supervisors
shall Inform employees promptly and speclflically of such lapses and
shall glve them counsel and asslistance. |f appropriate and Justifled, a
reasonable perlod of time for Improvement may be allowed before

Inltlating discliplinary actlon.
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In situations where an oral warning has not resulted In the expected
Improvement, or when more severe Inltial action Is warranted, a wrlitten
reprimand may be sent to the employee, and a copy shall be placed In the
employee's personnel folder.

An employee may be suspended without pay by his/her department head,
with the approval of the chlief adminlstrative offlcer, not to exceed a
total of 30 days In any 12-month period. A written statement of the
reason for suspension shall be submltted to the employee affected at
least 24 hours prior to the time the suspension becomes effective.
Regular employees may be suspended wlthout pay for a longer period
pending an Investigation or hearing of any charges agalnst them. An
employee determined to be Innocent of the charges shall be returned to
duty with full pay for the period of suspension.

py & . The chlef administrative officer may dismiss
or demote an employee. Reasons for dismissal or demotion may Include,
but shall not be |Imited to: misconduct, negllgence, Incompetency,
Insubordinatlion, unauthorlized absence, falsiflcatlion of records,
violation of any of the provision of the Charter, ordinances, or these
rules, or any other Jjustlfled reason.

The employee shall be furnished an advance written notice contalnling
the nature of the proposed actlion, the reasons therefore, and the right
to appeal the charges In writing to the governing body. This notice
shall be furnished at |east one calendar week prlor to the proposed
effective date of the action. During this period, the employee may be

retalned on duty status, placed on leave, or suspended with or wlthout
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pay at the discretlion of the chlef administrative officer. |f the
employee falls to respond to the advance notice, the proposed actlion
shall be effectlive on the date speclifled with no need for further
action.

If the employee requests a hearing on the proposed actlon, the
governing body shall promptly set a date and tIime for the hearing and
shall carefully conslider all evidence presented before making a
decislon. The declislon of the governing body shall be final.

When any grievance comes to or Is directed to
the attentlion of any department head, he/she shall discuss within two
working days all relevant clrcumstances with the employee and remove the
causes of the grlevances to the extent the department head deems
advisable and possesses authorlty. Falllng resolution at this level, the
grlevance shall be referred to the chief administrative officer for
final determination.

of o ., Amendments or revislons to these
rules may be recommended for adoptlion by the chlef administrative
offlcer or by any member of the governing body. Such amendments or
revislions of these rules shall become effective upon adoption by a

majorlty vote of the governing body.

A-18



State of Mlincis
DEPARTMENT OF PERSONNEL
Springfield, Winois

INDIVIDUAL DEVELOPMENT AND PERFORMANCE SYSTEM

KMPLOYEE'S NAME - LA3T. FIASY, MIDOLE OIVISION OR INSTITUTION

8. EMPLOYER'S PAVRAOLL TITLE

NTHY
B TYPE OF REPOANT

DANNUAL

DOTNI. smECiPYY

Drmu PROWATIONARY Dvmn. PROGATIONARY D,’,:é:::“

DL avoryp

GENERAL INFORMATION

Yo DOI!CHAIG‘

An objective centered performance evaluation system provides for the collaborative review of employee performance
sad for the establishment of appropriate work and developmental objectives.

The form itaelf is a neutral instrument. The value of the system wlll be determined by the amount of effort individuals
are willing to devote to the objective setting and evaluation processes. This evaluation system requires continuous com-
munication between the employee and the supervisor.

‘The system i3 an attempt to make the process of evaluation more rational. It helps the employee and supervisor under-
stand more fully what is involved in doing their jobs as well as clarilying the relatlonship of their work to the work of others
around them. This approach helps reduce the problem of misunderstanding by requiring that the employee and supetvisor
meet and jointly agree to a set of objectives, io order of importance, for the employee’s job. The individual gets direct
feedback on how he is progressing through the use of the quarterly review sessions. The organization benefits by being
better able to plan and coordinate Its functlons for moze effective and economical delivery of services.

The objectives of the organization and the objectives of the indlvidual should be integrated as closely as possible,
‘Those employees who see their oawn objectives being accomplished, while at the same time achieving the objectives of the
organization, are mote interested, more motivated and, therefore, more effective in performing their jobs.

‘The estabilshment of employee objectives is a five-step process which may be illustrated as follows:

1

EMPLOYEE'S ROLE
Discuss sreas of re-
rasponsibility reluting
to objectivea and sell-
development needs. J

-
INFORMATION TO BE
SHARED
Organizatioa objec-
tives; major job re-
sponsibilities; self
development needs

-

-

1

SUPERVISOR'S ROLE
Communicate and dis-
cuss sppropriate objec-
lives.

o

4

z -
Prepare list of objec-
tives for discussioa
with supervisor. Dis-
cuss and agree on work|
objectives for this
period.

3

Prepare plaas of action
1o meet objectives for
approval of supervisor.
Perform the job 0 be
done.

OBJECTIVE
SETTING

2 ]

Prepare a list of objec-
tives with employee.
Discuss and agree on
work objectives for this
period.

-4

PLANS OF ACTION
© | ron Jjos To BE
DONE

3

Approve plans of action|
for achieving work ob-
jectives and review
with higher manage-
ment.

o

»

4— ;
Review progress and
discuss sny problems
with supervisor.

-

QUARTERLY .
PROCRESS
REVIEW

-

4
Review progress. Makel
adjusiments as re-
quired. Provide coach-
iog and sssistance.

5

Make self-evaluation
snd evaluate results
for ansual appraisal.
Prepare list of objec-
tives for aext period.

EVALUATE
PERFORMANCE
_ANNUALLY.
RESET
OBJECTIVES.

5

Evaluate performaace
and results for annaal
sppraisal. Prepare
list o objectives for
sext period.

Each employee will be counseled by his supervisor and a copy of thls form filed in the individual’s personnel folder
not less than once every twelve (12) months. Results of quarterly progress review sesslons need be recorded only on copies
retained by the employee and the supervisor.

A minimum of three (3) coples of this form will be required--one for the supervisor, one for the employee, and one for
the personnel files. Additional copies may be requited if needed. If employee position is at a level (unskilled, etc.) that
does not lend itself to objective setting, indicate by inserting “N/ A" (Not Applicable) wherever necessary,
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discussed.

2. PRODUCTIVITY:

3. QUALITY:

INITIATIVE:

S. USE OF TIME:

6. PLANNING:

7. FOLLOW-UP:

9. LEADERSHIP:

Page 2 of 4

8. HUMAN RELATIONSIE Establishes

PART I. APPRAISAL OF O JECTIVES.

PART Il. GENERAL APPRAISAL OF EMPLOYEE PERFORMANCE

Complete items 1 through 8 for all employees and items $ and 10 when
opplicable. Differences between ratings by employee and by supervisor must be

1. JOB KNOWLEDGE: Consider overall knowledge of duties and responsibilities as

required for currem job or position

Evoluote omount of work generoted and completed successfully as
compored to omount of work expected for this job or pesition

Rote correctness, completeness, occuracy ond economy of work -
everoll quolity

Self motivotion - consider amaunt of direction required - seeks
improved methods ond hnig - consi in trying to de
better.

Uses ovailoble time wisely - is punctual reporting ?o work
obsentesism - accomplishes required work on or chead of schedule

Sets realistic objectives - anticipates ond prepares for future
requirements - establishes logicol priorities

Maintains coatrol of workloads - resources

Hy -
insures that assignments are completed ucuvc'oly ond 'imoly

and maintains cordial work climate - promotes
y ond enthusi - disploys sincere interest in ossisting

other employees

Sets high stondords - provides good monageriol exomple - encourages

subordinotes to perform efficiently - communicates effectively

10. SUBORDINATE DEVELOPMENT: Helps subordinates plan career development - groom

potentiol replocements - gives guidance and caunsel

B-2

xcee

TO BE COMPLETED
BY EMPLOYEE

TIONS

O 0 0 0 oo oo 0o d
O 0 0O 0o o o oo aoAd
O 0 0o 0o oo o o
O 0O 0o oo oo g o
O 0 0 o 0o o oo o 0o

MELTS
CAPLCTYATIO

MPAOYEMENT

Supervisor i3 to list and evaluate ail objectives for which the empleyee was held acceuntoble during the lose reporting
peried. Mark the appropriate column for eoch objective.

NOT mMET

TO BE COMPLETED

CAPECTAVIONS

MEKYS

ROVEMERT

O 0 0 o oo oo o0 o
o 0 0o o0 0o 0o 00 o0 o

BY SUPERVISOR

vPRICIENT
POATUNITY
0dsCAvVE



:PART I1l. REMARKS BY SUPERVISOR.

Comment on employee's outstanding ochievements. When “not met” is checked in Part | or “needs improvement® is
checked in Part Il describe the reasons for this rating, ond what remedial steps were tcken.

PART IV. EMPLOYEE OBJECTIVES FOR NEXT REPORTING PERIOD.

To be established by the employee with input, advice, and agreement of the supervisor. Objectives should be set for
eoch mojor ereo of job responsibility, ronked in priority order ond be o3 measurable as possibie. Personol development
objectivos may be included.

Paged ol 4
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PART V. EMPLOYEE'S COMMENTS.

Employee may comment on all or any part of the information contained in this document, including the evaluotion
process. if the employee does not concur with the evaluation, check the appropriate box ond explain reasons for disagreement.

PART Vi. SIGNATURES.

oaTE

PAYROLL TITLE OATK

NEXY HIGHER LEVEL SUPCRVISOR SIGNATURE (REVIEW PAYROLL TV TLE OATE
AGEMCY HEAD SIGNATURE (REVIEW) PAYROLL TITLE OATE

PART VIl. QUARTERLY PROGRESS REVIEW. (This can be initioted by either the employee or the supervisor.)

The employee and supervisor ore to meet quarterly to review progress toward previously agreed upon objectives. If the
original objectives need to be adjusted, use the space below to document the change. The employee and supervisor should

date ond initial the document ot the time of each review.

13t quorter
Initials:

Sup.

2nd quarter
Initiols:

Sup.

3rd quarter

Initials:

(DO NOT WRITE BENEATH THIS LINE)

For use only if third party consultation is required.
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at10.
or yme

(answer all questions - please print)

In compliance with Federal and State equal employment opportunity laws, qualified
applicants are considered for all positions without regard to race, -color, religion, sex,
national origin, age, marital status, or the presence of a non-job-related medical condition or
handicap. '

Date of Application —
Position(s) Applied For
Referral Source O Advertisement [ Friend [ Relative

O Employment Agency [0 Other i

LAST 4

STRELT Ty STATE 2P

Phone Are you known to schools/references by another name? [ Yes [J No
If yes, by what name?

Have you filed an application or been employed here before? [JYes [ONo ~

Are you a Citizen of the United States? [JYes [ No

If not, do you possess an Alien Registration Card> [ Yes [JNo

Are you available to work? [ Full Time [ Part Time [J On Shifts

Do Any of Your Friends or Relatives Work Here? OYes 0O No

If Yes, List Name(s)

Are you> O Under 18 [0 18-70 O Over 70 years of age

Have you been convicted of a felony or released from prison within the last 7 years? [0 Yes [JNo

If yes, describe in full,including date(s)

In case of accident or emergency, please notify:

NAME ADDRESS PHONE NO.

AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER M/F



Are You On Lay-Off And Subject To Recall?

O Yes O No

What Foreign Languages Do You Speak, Read, and/or Write Fluently?

GOOD FAIR POOR
READ
WRITE
Can You Travel If A Job Requires It? O Yes O No
Have You Been Bonded? I Yes O No
Do You Have A Disability, A Handicap
or A Medical Condition That Limits
Your Job Performance? O Yes O No

If Yes, Please Explain

Are You A Veteran? O Yes O No

If Yes, What Was Your Branch of Military Service?

List Trade or Professional Organizations
Of Which You Are A Member, Including
Offices Held

Give Name, Address and Phone Number
Of Three References Not Related To You




4

Employme t xperie

List each job held. Start with your Present or Last job. Include military service assignments
and volunteer activities.

Employer Work Performed
From

Address

Job Title Rate
Starting

Supervisor

Reason for Leaving

Employer

Work Performed
From 350 Lt
Address
Job Title

Supervisor

Reason for Leaving

Employer Work Performed

From - ~To

Address

JOb Title Rate

Supervisor

Reason for Leaving

Empleyer Work Performed
From

Address
Job Title

Supervisor

Reason for Leaving

If you need additional space, please continue on a separate sheet of paper.

Summarize Special Skills and Qualifications
Acquired From Employment Or Other Experience



Education

‘ Graduate/
High Professiongl
School Name
Years
(Circle)] 4 5 6 7 8 9 16 11 12 1 2 4 1 2 3 4

Describe Course
Of Study:

Describe
Specialized Train-
ing, Apprentice-
ship, Skills, and
Extra-Curricular
Activities

Agreement

I certify that answers given herein are true and complete to the best of my knowledge.

I authorize you to make such investigations and inquiries of my personal, employment,
financial or medical history and other related matters as may be necessary in arriving at
an employment decision. I hereby release employers, schools or persons from all liability in
responding to inquiries in connection with my application.

In the event of employment, I understand that false or misleading information given in
my application or interview(s) may result in discharge. I understand, also, that I am required
to abide by all rules and regulations of the Company.

Signature of Applicant Date

For Personnel Department Use Only

Arrange Interview O Yes O No

Employed Oves 0ONo Date of Employment

casamaaw

This Application For Employment and Pre-Employment Information Form is sold for general use throughout the United States. Amsterdam
Printing and Litho Corp. assumes no responsibility for the inclusion in said form of any questions which, when asked by the Employer of the Job
Applicant, may violate State and/or Federal Law.
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for:
DATE:

PERSONAL

NAME N B _

County State
ZIP CODE

Are you under 18 or over 65? Yes No

Positions Applying for:

." Labor and Trades
Engineering/Scientific
Office/Clerical
Professional/Management
Public Safety

NHWN =
) (] a L ]

o

Do you have any physical condition which may 1imit your ability to perform the
particular job for which you are applying? Yes No

If yes please explain:

De you claim veterans preference? Yes No If so attach DD214.

Dates of active duty: From To . -

List duties/skills learned in the service:
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RECORD OF EDCCATION

or
SCHOOL School Year
Elementary 5 6|17 18
High 1 213])4
College 1 21314
Trade or
Vocational
Other 1 2 4
Do you have a valid Tennessee Driver's License? Yes No
PERSONAL REFERENCES
(Do not include former or relatives)
ADORESS YEARS KNOWN
-2
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EMPLOYMENT HISTORY

(I) Name and address of Present or

(11)

last Employer:

Dates of employment: From

Title of your position:

Number of employees
you supervised:

To

Describe {n detail the work you did.

Name of Immediate Supervisor:

Starting Salary per
Last Salary per
Hours per Week o

Reason for Leaving:

Name and address of Present or
last Employer:

Title of your position:

-Number of employees

you supervised:

To

Dates of employment: From

Describe in detail the work you did.

Name of Immediate Supervisor:

Starting Salary |

Last Salary !
- Hours per Week

"Reason of Leaving:
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[I)Name and address of pravious Title of your position:
Employer:

Nuniber of employees
you supervised:

Dates of Employment: From ~To

Describe in detail the work you did.

Name of Immediate Supervisor:

Starting Salary per
Last Salary per
Hours per Week

Reason for leaving:

IV)Name and address of previous Title of your position:
Employer:

liurber of employees
you supervised:

Dates of Employment: From To

Describe in detail the work you did.

Name of Immediate Supervisor:

Starting Salary per
Last Salary per
Hours per Neek

Reason for leaving:

(V)Name and address of previous Title of your position:
Employer:

Number of employees
you supervised:

Dates of Employment: From fo

Describe in detail the work you did.

Supervisor:

Starting Salary per
Last Salary per
Hours per Week

Reason for




How many weeks have you currently been unemployed

Do you wish to make an additional statement regarding expariences or organizational
memberships that could help in performing the duties of the position you are

applying for.

The facts set forth in this application are true and complete. I understand that
if employed, false statements on this application shall be considered sufficient

cause for dismissal.

I further understand that an investigative report may be made where information
is obtained through personal interviews with my neighbors, friends, or others
with whom I am acquainted. This inquiry includes information as to my character,
general reputation, personal characteristics and mode of living. I understand
that I have the right to make a written request within a reasonable period of
time to receive additional, detailed information about the nature and scope of
this.investigative consumer report.

I have read and understand the foregoing.

Date Signature of

FOR OFFICE USE ONLY

State reasons why the above applicant was selected over other applicants.

If not selected, state reasons.

Interviewer
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PRE-EMPLOYMENT INQUIRY GUIDE

Purpose of the Guide

There are numerous laws and executive orders requiring equal employment opportunity and affirmative action. Under
these laws certain practices relating to employment on the part of employers, labor unions, employment agencies, and
others are considered illegal if such practices discriminate against persons because of race, sex, age, religion, color,
handicap, ancestry, or arrest and court record. The scope of these laws has been expanded by recent court decisions.

These laws and court rulings make it necessary for employers and others in the business of hiring workers to take all
precautions on the content of their employment application forms aswell as questions sometimes asked ofjob applicants.
This guide is provided to assist all concerned in understanding and applying the law and to help avoid asking questionsin
the pre-employment process that would give potentially prejudicial information.

It should be understood clearly that this guide is not a complete definition of what can and cannot be asked of
applicants. It is illustrative and attempts to answer the questions most frequently asked concerning the law. It is hoped that
in most cases the given rules, either directly or by analogy, will guide all personnel involved in the pre-employment
processes of recruiting, interviewing, and selection. This guide pertains only to inquiries, advertisements, etc., directed to
all applicants prior to employment. Information required for records such as race, sex, and number of dependents may be
requested after the applicant is on the payroll provided such information is not used for any subsequent discrimination, as
in upgrading or layoff.

These laws are notintended to prohibit employers from obtaining sufficient job related information about applicants, as
long as the questions do not elicit information which could be used for discriminatory purposes. Applicants should not be
encouraged to volunteer information forbidden by law. These laws do not restrict the rights of employers to define
qualifications necessary for satisfactory job performance, but require that these same standards of qualifications for hiring
be applied equally to all persons considered for employment.

Itis recognized thatthe mereroutine adherence to these laws will not accomplish the results intended by the courts and
Congress. Employment discrimination can be eliminated only if the laws and regulations are followed in the spirit in which
they were conceived. This guide will aid our efforts to insure equal employment opportunity at the University of
Tennessee Center for the Health Sciences.



SUBJECT
1. NAME

2. MARITAL AND
FAMILY STATUS

3. AGE

4. HANDICAPS

5. SEX

PRE-EMPLOYMENT INQUIRY GUIDE

PERMISSIBLE INQUIRIES

“Have you worked for this company under a different name?”
“Is any additional information relative to change of name, use
of an assumed name or nickname necessary to enable a check
on your work and educational record?

If yes, explain.”

Whether applicant can meet specified work schedules or has
activities, commitments or responsibilities that may hinder the
meeting of work attendance requirements.
Inquiries as to a duration of stay on jobor anticipated absences
which are made to males and females alike.

If a minor, requireproofof age in the form of awork permit ora
certificate of age.

Require proof of age by birth certificate after being hired.
Inquiry as to whether or not the applicant meets the minimum
age requirements as set by law and requirement thatupon hire
proof of age must be submitted in the form of a birth certificate
or other forms of proof of age.

If age is a legal requirement: “if hired, can you furnish proof of
age?” / or / Statement that hire is subject to verification of
age.

Inquiry as to whether or not an applicant is younger than the
employer’s regular retirement age.

For employers subject to the provisions of the Rehabilitation
Act of 1973, applicants may be “invited” to indicate how and to
what extent they are handicapped. The emp loyer mustindicate
to applicants that: 1) compliance with the invitation is
voluntary; 2) the information is being sought only to remedy
discrimination or provide opportunities for the han-
dicapped; 3) the information will be kept confidential; and 4)
refusing to provide the information will not result in adverse
treatment. All applicants can be asked if they are able to carry
out all necessary job assignments and perform them in a safe
manner.

Inquiry or restriction of employment is permissible only where
a bona fide occupational qualification exists. (This BFOQ
exception is interpreted very narrowly by the courts and
EEOC.)

The burden of proof rests on the employer to prove that the
BFOQ does exist and that all members of the affected class are
incapable of performing the job.

PHLOE LIGUIKILS MUSE BE AVOIDLD AS SELECTIUN CRITERIA
UNLESS _ | - PROVE THAT A DONA FIDE DCCUPATIUNAL

QUALITICATIUN 1S INVOLVED. A BFOQ IS A QUALIFICATION
THAT IS ABSOLUTELY NECESSARY TO PERFORM A JOB,
(RACE )S NEVER A BFOQ)

INQUIRIES WHICH MUST BE AVOIDED

Inquiries about the name which would indicate applicant’s
lineage, ancestry, national origin or descent.

Inquiry into previous name of applicant where it has been
changed by court order or otherwise.

Indicate: Miss, Mrs., Ms.

Any inquiry indicating whether an applicant is married, single,
divorced, engaged, etc.

Number and age of children.

Information on child-care arrangements.

Any questions concerning pregnancy.

Any such question which directly or indirectly results in
limitation of job opportunity in any way.

Requirement that applicant state age or date of birth.
Requirement that applicant produce proof of age in the form
of a birth certificate or baptismal record.

The Age Discrimination in Employment Act of 1967 forbids
discrimination against persons between the ages of 40 and 70.

The Rehabilitation Act of 1973 forbids employers from asking
job applicants general questions about whether they are
handicapped or asking them about the nature and severity of
their handicaps.

An employer must be prepared to prove that any physical and
mental requirements for a job are due to “business necessity”’
and the safe performance of the job.

Except in cases where undue hardship can be proven,
employers must make ‘“‘reasonable accommodations” for the
physical and mental limitations of an employee or applicant.
““Reasonable accommodation” includes alteration of duties,
alteration of physical setting, and provision of aids.

Sex of applicant.

Any other inquiry which would indicate sex.

Sex is not a BFOQ because ajob involves physical labor (such as
heavy lifting) beyond the capacity of some women nor can
employment be restricted just because the job is traditionally
labeled “men’s work’’ or “women’s work "

Sex cannot be used as a factor for determining whether or not
an applicant will be satisfied in a particular job.
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6. RACE OR
COLOR

7. ADDRESS OR
DURATION OF
RESIDENCE

8. BIRTHPLACE

9. RELIGION

10. MILITARY RECORD

11. PHOTOGRAPH

12. CITIZENSHIP

General distinguishing physical characteristics such as scars,
etc.

Applicant’s address.

Inquiry into place and length of current and previous
addresses.

“How long a resident of this State or city?”

“Can you after employment submit a birth certificate or other
proof of U.S. citizenship?”

An applicant may be advised concerning normal hours and
days of work required by the job to avoid possible conflict with
religious or other personal conviction.

Type of education and experience in service as it relates to a
particular job.

May be required after hiring for identification.

* Are you a citizen of the United States?”

“If you are not a U.S. citizen, have you the legal righttoremain
permanently in the U.S.2

Do you intend to remain permanently in the U.S.?
Statement that if hired, applicant may be required to submit
proof of citizenship.

If not a citizen, are you prevented from lawfully becoming
employed because of visa or immigration status?

AVOIU ueslions conceining dpphcdnt s neigint or weighit
unless you can prove they are necessary requirements for the
job to be performed.

Applicant’s race.
Color of applicant’s skin, eyes, hair, etc., or other questions
directly or indirectly indicating race or color.

Specific inquiry into foreign addresses which would indicate
national origin.

Names of relationship of persons with whom applicant resides.
Whether applicant owns or rents home.

Birthplace of applicant.

Birthplace of applicant’s parents, spouse, or other relatives.
Requirement that applicant submit a birth certificate,
naturalization or baptismal record before employment.

Any other inquiry into national origin.

Applicant’s religious denomination or affiliation, church,
parish, pastor, or religious holidays observed.

Applicants may not be told that any particular religious groups
are required to work on their religious holidays.

Any inquiry to indicate or identify religious denomination or
customs.

Type of discharge.

Requirement that applicant affix a photograph to his applica-
tion.

Request that applicant, at his option, submit photograph.
Requirement of photograph after interview but before hiring.

“Of what country are you a citizen?”

Whether applicant or his parents or spouse are naturalized or
native-born U.S. citizens.

Date when applicant or parents or spouse acquired U.S.
citizenship.

Requirementthatapplicant produce his naturalization papers.
Whether applicant’s parents or spouse are citizens of the U.S.
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13.

4.

15.

16.

17.

18.

19.

20.

21.

ANCESTRY OR
NATIONAL
ORIGIN

EDUCATION

EXPERIENCE

CONVICTION
ARREST, AND
COURT RECORD

RELATIVES

NOTICE IN
CASE OF
EMERGENCY

ORGANIZATIONS

REFERENCES

MISCELLANEOUS

Languages applicant reads, speaks, or writes fluently.
(If another language is necessary to perform the job.)

Applicant’s academic, vocational, or professional education;
school attended.

Inquiry into language skills such as reading, speaking, and
writing foreign languages.

Applicant’s work experience, including names and addresses
of previous employers, dates of employment, reasons for
leaving, salary history.

Other countries visited.

Inquiry into actual convictions which relate reasonably to
fitness to perform a particular job. (A conviction is a court
ruling where the party is found guilty as charged. An arrest is
merely the apprehending or detaining of the person to answer
the alleged crime.)

Names of applicant’s relatives already employed by this
company.
Names and addresses of parents or guardian of minor
applicant.

Name and address of persons to be notified in case of accident
or emergency.

Inquiry into the organizations of which an applicant is a
member providing the name or character of the organization
does not reveal the race, religion, color, or ancestry of the
membership. “List all professional organizations to which you
belong. What offices are held?”

By whom were you referred for a position here?
Names of persons willing to provide professional and/or
character references for applicant.

Notice to applicants that any misstatements or omissions of
material facts in the application may be cause for dismissal.

Inquiries into applicant’s lineage, ancestry, national origin,
descent, birthplace, or mother tongue.
National origin of applicant’s parents or spouse.

Any inquiry asking specifically the nationality, racial or
religious affiliation of a school.
Inquiry as to how foreign language ability was acquired.

Any inquiry relating to arrests.
Ask or check into a person’s arrest, court, or conviction record
if not substantially related to functions and responsibilities of
the particular job in question.

Name or address of any relative of adult applicant.

Name and address of relatives to be notified in case of accident
or emergency.

“List all organizations, clubs, societies, and lodges to which you
belong.”

The names of organizations to which the applicant belongs if
such information would indicate through character or name
the race, religion, color, or ancestry of the membership.

Require the submission of a religious reference.
Request reference from applicant’s pastor.

ANY INQUIRY SHOULD BE AVOIDED WHICH, ALTHOUGH NOT SPECIFICALLY LISTED AMONG THE ABOVE, IS
DESIGNED TO ELICIT INFORMATION AS TO RACE, COLOR, ANCESTRY, AGE, SEX, RELIGION, HANDICAP, OR ARREST

AND COURT RECORD UNLESS BASED UPON A BONA FIDE OCCUPATIONAL QUALIFICATION.

Rev. 10/78



Employees In thils class work under general directlon. Work Is
performed In general clerical tasks Involving reception, typling and
filing, and performing related work as requlired.

Types articles, letters, memoranda, reports, statements, purchase
orders, tabulation, and other materlals from copy or rough draft; cuts
and proofreads stencl|s; operates mimeograph, copy machlines, and stencl |
cutting machlne.

Sorts and flles correspondence, reports, vouchers, or other
materlals numerically, alphabetically, or by other established
classiflcatlions; processes mall.

Meets the public, glves non-technical Information, and explalns well
deflned rules; screens and refers offlce callers; opens, sorts, and
distributes mall; takes telephone messages; may act as rellef telephone
operator or receptlionist.

Completes and malls routine forms or form letters; posts data from
forms or form letters on cards or other records based on well
establ Ished procedures.

Computes data from Ilsting, reports, or other records; assembles
data In approprliate form for use In completing requlired reports.

Performs related work as required.

Knowledge of Busliness English, arlthmetic, spellling, modern office
practlices, procedures, and equlpment.

Abll 1ty to understand and follow oral and written Instructions.

Ablllty to learn assigned clerical tasks readily and to adhere to
prescribed reasonable speed.

SkI'll In typlng from rough drafts or clear copy at prescribed rate
of speed.

Abl 11ty to establlish and malntaln an effective working relationshlp
wlith the public and other employees.

Any comblination of tralning and experlience equlivalent to:

Graduation from an accredited high school
Some experlience In offlce or related clerical work.
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Annual
Rate
A

$ 4,428
4,968

5,580

6,276

7,056
7,932
8,904
10,008
11,256
12,660
14,232

15,984

Annual
Rate
E
$ 5,580
6,276
7,056
7,932
8,904
10,008
11,256
12,660
14,232
15,984
17,964

20,184

PAY PLAN

Salary Ranges

F-1

$369
391
414
439
465
493
523
554
588
623
661
700
742
787
834
885
938
995
1,055

1,186

1,332

Monthly Salary Range Steps

B

$391
414
439
465
493
523
554
588
623
661
700

742

787
834
885
938
995

1,119
1,257

1,412

c

$414
439
465
493
523
554
588
623
661
700
742
787
834
885
938
995
1,055

1,186
1,332

1,497

D

$439
465
493
523
554
588
623
661
700
742
787
834
885
938
995

1,119
1,257
1,412

1,587

$465
493
523
554
588
623
661
700
742
787
834
885
938
995
1,055

1,186
1,332
1,497

1,682



ASSIGNMENT OF SALARY RANGES
BY POSITION

Class Title Grade A B c D E

ADMINISTRATIVE AND CLERICAL

Clerk I 8 493 523 554 588 623
Clerk II 9 523 554 588 623 661
Account Clerk i 588 623 661 700 742
Administrative Secy. 12 623 661 700 742 787
Associate Planner 17 843 885 938 995 1,005
Administrative Assist. 20 995 1,055 1,119 1,186 1,257
City Clerk 21 1,055 1,119 1,186 1,257 1,332
Finance Director 24 1,257 1,332 1,412 1,497 1,587
Planning Director 25 1,332 1,412 1,497 1,587 1,682

PUBLIC HEALTH AND SAFETY

Animal Control Officer 11 588 623 661 700 742
Sanitation Inspector 12 623 661 700 742 787
Entomologist 17 843 885 938 995 1,055
Sanitation Superintendent 20 995 1,055 1,119 1,186 1,257
City Sanitarian 21 1,055 1,119 11,186 1,257 1,332
Parking Control Officer 11 588 623 661 700 742
Police Dispatcher 11 588 623 661 700 742
Police Patrolman -15 742 787 834 885 938
Police Sergeant 20 995 1,055 1,119 1,186 1,257
Police Chief 24 1,257 1,332 1,412 1,497 1,587
Fire Dispatcher (10) 554 588 623 661 700
Fire Fighter (14) 700 742 787 834 885
Fire Equipment Operator (15) 938
Fire Lieutenant. (16) 995
Fire Captain (18) 1,119
Assistant Fire Chief (20) 1,186 1,257
Fire Chief (23) 1,186 1,257 1,332 1,412 1,497

CONSTRUCTION AND UTILITY SERVICE

Janitor 9 523 554 588 623 661
Laborer 10 554 583 623 661 700
Serviceman 11 588 623 661 700 742
Park Maintenanceman 12 623 661 700 742 787
Equipment Operator I 12 623 661 700 742 787
Street Inspector 13 661 700 742 787 834
Equipment Operator II 14 700 742 787 834 885
Utilities Serviceman I 12 623 661 700 742 787
Water Meter Reader 13 661 700 742 787 834

Utilities Serviceman II 14 700 742 787 834 885



Salary

Class Title Grade A B c D E
Filter Plant Operator 16 787 834 885 938 995
Water and Sewer Foreman 17 834 885 938 995 1,055
Parking Meter Serviceman 12 623 661 700 742 787
Electrician's Helper 12 623 661 760 742 © 787
Automotive Mechanic 15 742 787 834 885 938
City Electrician 18 885 938 995 1,055 1,119
Cemetery Sexton 14 700 742 787 834 885
Parks Foreman 17 834 885 938 . 995 1,055
Street Foreman 17 834 885 938 995 1,055

RECREATION AND ENGINEERING

Recreation Worker 10 554 588 623 661 700
Recreation Leader 15 742 787 834 885 938
Supt., Parks & Recreation 23 1,186 1,257 1,332 1,412 1,497
Supt. of Streets 21 1,055 1,119 1,186 1,257 1,332
Supt. of Water & Sewer 22 1,119 1,186 1,257 1,332 1,412
Plumbing & Gas Inspector 17 834 885 938 995 1,055
Building Inspector 17 834 885 938 995 1,055
Engineering Technician 17 834 885 938 995 1,055
Civil Engineer 22 1,119 1,186 1,257 1,332 1,412
Director of Public Works-

Engineer 26 1,412 1,497 1,587 1,682 1,783
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