REsoruTion /33

RESOLUTION APPROVING AMENDMENTS TO THE PERSONNEL RULES
AND REGULATIONS FOR THE CITY OF CHESTERFIELD

WHEREAS, the City of Chesterfielq passed Ordinance 492
approving the Personnel Rules ang Regulations dated August 13,

WHEREAS, said Ordinance Provides that amendments to the Rules
and Regulations may be incorporated into the Ordinance upon
aprproval.

NOW THEREFORE RE IT RESOLVED BY THE CITY COUNCIL OF THE‘CITY
OF CHESTERFIELD, ST. LOUIS counTty, MISSOURI, AS FOLLOWS::

That the Personnel Rules ang Regulations a8 adopted in
Ordinance 492 dated August 13, 1990 are hereby amended by the
Amendments as set out on Attachment "A" which are attached hereto
and incorporated herein by reference.

The City Administrator is directegd to incorporate the amended

rules into the City of Chesterfielgd Fersonnel Rules andg
Regulations.

V4
- Passed ang approved this ¢ffl7’day of A:1124%£_____, 1993.

MAW ( '
ATTEST:

CITY CLERK




ATTACHMENT A

Chapter III, Ethics, Standards of Conduct, and Work Guidelines

Section 1.(T) Guidelines for Standards of Conduct

No City employee shall accert outside employment, including
establishment of a self-employed incorporated business, without
making a written declaration to his or her Department Director, the
Personnel Department and Finance Department. Each change in
employment shall require a separate declaration. Such declaration
shall be necessary so as to avoid any rpotential conflict of
interest. :

Outside employment is Prohibited during those hours when an
emplovee is being paid by the City for any time scheduled to work
or to receive training, sick leave, duty disability leave or non-—
duty disability leave.

AHOR AR Nk

Section 9. Dress Code

Although. there 1is no official City-wide dress code, some
departments do have dress regulations. Employees should consult
their supervisor. . Employees are expected to wear clothing
appropriate to their Jjob and work site. All clothing and
arpearance should be neat. clean, in good business taste and not
constitute a safety hazard. Employees who are not dressed
" appropriately for work may be sent home by a Supervisor without pay
after an oral or written reprimand has been previously given by a
Supervisor. Management employees are expected to set an example by
meeting or exceeding all standards for aprropriate dress.

RO NOKR K KK

Section 14. Computer Svstem

The City’s computer system is for official City business; personal
. Use may be allowed before and after working hours according to
Section 1(R) of these same guidelines. Personal use of any of the
City° s software outside the City of Chesterfield is prohibited.
The City°’s software may only be used on stations within the City’s
network. The City’s license agreements prohibit renting, leasing,
or otherwise transferring or assigning the right to use City
Programs to any other party. :

Technologically, the City management has the ability to override
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passwords and access all software applications in the computer
system.

As a general rule, the City does not access information in an
employee”s files. However, the City reserves all rights to access
such information, if deemed necessary and appropriate. Access
requires authorization from the City Administrator.

All employvees are urged to use passwords and to routinely change
them to maintain confidentiality.

HORK KKK K

Section 15. Telephone Usage and Mail

All telephone calls and mail directed to the City should be
business or professionally- related. Employees are discouraged
from using the City’ s telephone system and City addresses for
rersonal business.

SOCKOKHOK K
Chapter IV, Recruitment and Selection

Section 2. (E) Recruitment Process

AIDS Policy - Acquired Immune Deficiency Syndrome (AIDS) is a
serious life-threatening condition that is not transmissible by
casual: contact. The best scientific evidence indicates that AIDS
is caused by.-a virus known as HTLV ITI, which is transmitted
through the exchange of blcod or semen by infected sexual partners,
contaminated needles, contaminated blood, or by infected mothers to
their infants. ‘

Medical knowledge about AIDS is developing, and thus is incomplete.
Infection with the HTLV III virus takes a multiplicity of forms,
some disabling and some not, varying not only from individual to
individual, but also from one phase to another within the same
individual. From what is known today, AIDS reduces the body s
immune response, leaving the infected person vulnerable to life-
threatening infections and malignancies.

In responding to the knowledge that an applicant or employee has
been infected with the AIDS virus, rresence of the AIDS antibody
with symptoms of AIDS or presence of an AIDS-Related Complex (ARC),
the City will be guided by its commitment to the rrotection of the
individual’s rights of privacy and confidentiality and by due
regard for public health interests.
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The City considers AIDS to be a disabling condition. Federal
guidelines (Section 504 of the Rehabilitation Act of 1973,
Americans with Disabilities Act of 1990) define a disabled
individual as one who has a physical or mental impairment that
substantially limits one or more of such person’s major life
activities, has a record of such impairment, or is regarded as
having such impairment. An individual who has been diagnosed with
AIDS or AIDS-related complex will be treated similarly to any other
individual who is disabled.

The City will not deny employment to the most qualified individual
who can meet the bona fide physical requirements of a position and
who does not present an immediate and real risk to the health or
safety of others.

In general, the City will not discharge or demote an employee that
is phyesically and mentally capable of satisfactorily performing his
job in a manner that presents no real threat to the safety of the
public, merely because that individual has AIDS or a related
condition. The City will attempt to reasonably accommodate the
workplace limitations of an employee who is infected with the AIDS
virus, Jjust as it will reasonably accommodate the workplace
limitations of any other disabled individual.

Employees with AIDS or ARC, to the extent that they are eligible,
are entitled to the same coverage under all City policies, programs
and benefits.

No embloyees will be tested for AIDS unless an employvee has been
exposed to infected blood in the workplace, poses a public health
danger or is unable to perform his job.

Employvee medical records are confidential as provided for in
Chapter 1I, Section 92 and noc medical information concerning
employees is revealed without their consent except for emergency
health reasons. '

Due to the developing nature of scientific knowledge abcout this
disease, it is anticipated that the City will update this policy as
necessary.

KA KKK AOK K

2 reeni -~ the screening process of
applicants shall include but not be limited to any combination of
written application, oral interviews, pre—-employment tests
(physical agility-dexterity and written assessments), assessment
centers, performance evaluations, a background and criminal record
check, driving record check, psychological testing (behavioral
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traits only), and drug testing. Medical examinations and workers
compensation history reporting may only be performed pecst-offer to
determine if an employee can perform the essential or bona fide
functions of a position or if the individual presents a hazard to
himeelf or others. Reasonable accommodation shall be required for
any disabled applicant to assist him in performing the skill level
recquired for a position, unless it creates an undue hardship.

"Undue hardship” shall bYe defined as reqguiring significant
difficulty or expense. All methods of recruitment and testing
shall be determined as apprropriate for each recruited position by
the Department Head in consultation with the Personnel Director
(see Chapter X, Drug and Alcohol Screening Policy).

KK KKK KK

Section 2 (G)(Z2) Disgualification - the Personnel Director may
remove from further consideration the apprlication of an apprlicant
where: : '

2. The applicant after an offer of emplovment and the
administration of a medical examination and a review of workers
compensation history, is found disabled or inhibited to an extent
which would render the individual unable to perform the essential
functions or bona fide occupational requirements of the position or
the individual presents a hazard to himself or others. Reasonable
accommedation shall be required for any disabled apprlicant to
assist him in performing the skill level reguired for a position,
unless, it creates an undue hardship. "Undue hardship” shall be
defined as requiring significant difficulty or expense;

SRR ROKOR KK

A. Purpose - The probationary period is an integral part of the
appointment process. It shall be utilized to cbserve closely an
employee s work, to secure the most effective adjustment of a new
or promoted employee to his position., and to reject an employee
whose performance does not meet required work standards.

B. Duration - The initial probationary pericd shall be twelve (12)
months. The probationary period may be extended by the City
Administrator upon the recommendation of the Department Head or
supervisor and Personnel Director. Such an extension of the
probationary preriod for a period of not more than ninety (90) davs
is at the discretion of the Department Head or supervisor and must
be based on the emplovee s job-related performance evaluation.
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C. Evaluation of Performance - At 1least two (Z) performance

evaluation reports shall be submitted by the Department Head to the
City Administrator during the probationary period employee — one at
the end of the sixth month of service and one prior to the
completion of twelve (12) months of service.

D. Dismissal of New Emplovees During the Probationary Period - The
City Administrator may. with or without the recommendation of the
Personnel Director and Department Head. terminate a new employee
with or without cause during the probationary period.

E. Dismissal of Promoted Emplovees During the Probationary Period
- The City Administrator may, with or without the recommendation of
the Personnel Director and Department Head, either terminate a
rromoted employee or demote a promoted employee back to his
previous position during the probationary period depending upon the
availability of a position.

¥F. Dismissals - Dismissals shall follow the procedure outlined in
Chapter VIII, Section 2.F.

G. Appeals - Any new or rromoted employee terminated during the
probationary periocd cannot appreal such action.

Section 7. Promotions

D. Probationary Period - promoted employees shall complete a
rrobationary period according to the provisions outlined in this
Chapter, Section 6.

HCHOKKOR kKK

Chapter V, Benefit Plans and Other Services
Se : edi 1

..... same paragrarh except for last two sentences. New employees
and dependents are eligible the first day of the month following
the first day of employment. Employvees can only add new dependents
(i.e., new spouse or new child) within thirty-one (31) days of
acquiring such dependent, or during the annual open enrollment,
reriod, prior to September 1 each year.
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Section 3. Visual Plan

All full-time employees are eligible to participate in any vision
rlans offered by the City. The wvision plans are optional for
employees and dependents, since the City pays no portion of any
vision plans. Employvees are encouraged to read all brochures
carefully tco determine the specific dollar pricing for wvarious
services. Eye examination costs should be compared to any benefit
rrovided under the City’s medical plan.

R ARORCK KK

(Renumbered) Section 4. Section 125 Benefits

(Renumbered) Section 5. Life Insurance

ED

(Renumbered) Section Long-term Disakility Insurance

o~

(Renumbered) Section 7. Deferred Comrensation (457) Plan

(Renumbered) Section 8. Retirement Plan

R ert i 9 it U

{Renumbered) Section 12. Emplovee Assistance Program

Y Sectin Iniforms
Y § ] vel Servi

The City has a designated travel agent. The company has extended
services to all full-time emplovees for their private travel at no
cost. The agent attempts to get the lowest airfares, rental car
and hotel discounts and travel insurance for employees. The City
assumes no liability for the travel service and its activities.

SKOKKCKKKK XK

L

Eligibility - After six (6) months of continuous service from date
of hire, every full-time employee shall be entitled to participate
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in the Education Benefit Program, provided he or she maintains a
minimum performance rating of 3.

The emplovee must declare all sources and amounts of tuition
assistance for a course; the City will then reimburse the allowable
percentage subject to reduction only i1f the total of all sources
and amounts exceed 100% of the tuition expense.

C. Tvpes of Eligible Courses - The education benefit program
includes the following types of courses:

1. Courses from accredited institutions that are directly Jjob-
related or career enhancing in content. These courses include
technical school courses, police science courses and other
specialized courses which will benefit the employee in performing
City duties. Courses shall be considered irrespective of the
degree being sought. Courses relating to hobbies, games and sports
will not be reimbursed under any circumstances.

2. Courses outside an employee’s field of employment but which are
related to job positions in other areas of the City government will
also be considered based upon the employvee’s career development and
job opportunities in other divisions or departments and whether or
not the courses are related to a reasonably predictable future
assignment. ‘

D. Eligible Costs - For those courses in an accredited institution
that are approved, the City will reimburse 90% of tuition fees for
a grade of "A", 75% of tuition fees for a grade of "B", and 60% of

tuition fees for a grade of "C". No reimbursement will be provided
for grades lower than a "C". The tuition reimbursement may not
exceed 90%, 75% or 60% of the current credit hour cost at the
University of Missouri-St. Louis as established for the

Freshman/Sophomore level, Junior/Senior level, or Masters level.
The City will not cover PhD course work. Tuition reimbursement is
also limited to 5 courses per calendar year.

Employvees desiring to enroll in correspondence groups, seminars and
training programs shall submit their requests to their Department
Head or supervisor for consideration in their department’s annual
budget process. Amount and level of funding shall be determined in

the budget review.



The City will pay up to a maximum of $1,000 per year per emplovee
in reimbursed tuition costs for all approved courses in accredited
institutions. The total cost of all courses approved for all
emplovees by the City may not exceed the annual budgeted amount.
Priority of courses shall be established by the Fersonnel Director
and City Administrator, if more reguests are received than the
budgeted amount.

The decision of the City Administrator is final as to whether or
not a proposed course is Job-related or career enhancing in
content.

E. Metheod of Pavment - Tuition is paid by the City directly to the
employee upron receipt of the emplovee’s grades in the course and a
. receipt of the actual fees paid.

Evidence of course completion shall be submitted within thirty (30)
days of receiving the course rating.

G. Avrprlication Process - Any full-time employee desiring the
education benefit must complete an application form. Applications
are available from the Personnel Department. The application shall
be filed by the employvee with his Department Head for approval and
forwarded for approval by the Personnel Director and City
Administrator at least 2 weeks pricr to enrollment.

Courses must be scheduled outside of working hours. The City may
provide exceptions due to schedule conflicts and the immediate and
highly desirable benefit that completion of the course will bring
to the City; however, this would be an unusual exception and all
attempts shall have been made to enroll in the course outside of
working hours.

- e s o

I. . 7T ent - Emplovees should review the tax laws on an
‘annual basis to determine whether or not educational benefits may
or may not be subject to taxation.

e AORICKAHOKKK
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Chapter VI, Leaves of Absence

Section 1. Holiday Leave

C. nlidavs served - The feollowing holidays shall be observed
annually by the City.

New Year s Day

Martin Luther King Day
Presidents Day

Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Day After Thanksgiving Day
Christmas Eve (one-half day only)
0. Christmas Day

1. Personal Holiday (may not be accumulated from year-to-year)

PO QR
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oeefion 2. Vacation Leave

- HELD — AEFZAAED TV

B. Rate of Earninas FrA 7Y 55/;7/?3

.... same text except chdrxy is revised as follews:
i 1S5 rvi Tetd]l Vacation Davs/Hours Per
yar After Observance of The

AnnIwersary Service Date

0 - 4.99 Years 10 Days ~X_ 80 Hours

5 - 9.98 ¥ears 15 Days [ 128 Hours

10 -12.99 Years 20 Days [ 160 HOwrs

2 Years 25 Days / 200 Hourts
- C. Maximum Accrual - Vacation leave shall be allowed to accumulate
to a maximum of thirty-five (35) days or two-hundred and eighty
(280) hours. Exceptions to the maximum accrual restriction may

only be made by the Finance and Administration Committee.
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Section 12. Voting Leave

As provided by State law, any employee 1is entitled to be absent
from work with the City, for a period of 3 hours between the time
of opening and the time of closing the polls to vote. Any such
absence shall not be reason for the discharge of or the threat to
discharge any person from employvment. Such employee, if he votes,
shall not, because of an absence, be liable to any penalty or
discipline, nor shall any deduction be made on account of the
absence from usual salary or wages.

The request for such leave of absence, however, must be made prior
to the election day, and the leave shall not apply to an employee
on the day of election if there are 3 successive hours while the
polls are open in which an employee can vote and is not working for
the City.

An employee’s supervisor may also specify any 3 hours between the
time of opening and closing the polls during which the employee may
be absent.

KKK AK K
Chapter VIII, Disciplinary Procedures

Section 2 (FY Dismissal

5th paragraph....

Prior to the final decision to dismiss any employee, the emplovee
will be given:

1. Oral or written notice of the charges; and

2. An explanation of the basis of the City s charges; and
3. An opprortunity to present his explanation of the matter.

t any time during the probatiocnary period, the City Administrator,

with or without the recommendation of the Personnel Director and
Department Head, may dismiss an employee with or without cause.
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