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ORDINANCE #93-28 

Initiated by: City Manager Hunter 
Date: August 24, 1993 

Public Hearing: September 28, 1993 A , ,,, • I) 

Action: ~ 

Vote: 

AN ORDINANCE OF THE CITY OF BETHEL ALASKA. AMENDING THE 

PERSONNEL RULES & REGULATIONS. 

BE IT ENACTED BY THE CITY COUNCIL OF THE CITY OF BETHEL. ALASKA. 

THAT THE CITY OF BETHEL PERSONNEL RULES & REGULATIONS ARE 

AMENDED AS FOLLOWS: 

Section 1. DEFINITIONS. As used in City of Bethel Personnel Rules 

A. "Anniversary date" means the day of the month following appointment as a regular 

employee PPBB§~~ii~!§9mi?!inRBBt'ffiii?iRRiie!i~lliiiRI· Anniversary date 
of a promoted employee shall become the date of promotion. Anniversary date of 
a demoted employee shall become the date held before the demotion. The 

anniversary date will be advanced by the number of calendar days that total leave 

without pay exceeds 30 days during the employee's anniversary year. 
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~~~y,~We!l!~~~~~!1~~~~l'~~RB~ffi!!:¥~~Bliii!~§i'.2~~~ii!@,~~lil~!P~µ1 

Si ~!!! ~:titl,i\! m~~ffi l?R ~r !+!1£~~q I ~ ~~t§~R8~t istiil ~mqlf :~9ff,pj 
T. "Just cause" means that sufficient justification exists for the proposed action against 

an employee. "Just cause" applies to behavior by an employee which is detrimental 
to the discipline, public image or efficiency of the City of Bethel as an employer. As 
so defined, proof of any one of the following shall constitute "just cause" 

7. violation of a written City of Bethel policy, procedure or regulation, which 
was known or reasenabl;· should have been known to the employee; 

8. violation of an oral directive which was known or reasenably nhould have 
been known to the employee; 

"Personnel Offiee J))gecfgf" means that effiee elesignateel by the City }.!fanager te take 
eare ef ana be ~~~~fil!q~~~t~~li~~l~~Ji~ij~~i~~#J~~~~il}~~ responsible for 
personnel matters within the City of Bethel job service. 

Section 2. Introduction 

--
-
~~!!i'iilfflii!ffiii 
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Section 3. 3.0 Statement of Purpose. 

The p11rpose of these niles is to implement anEI gi>,e effeet to the intent anEI reEj11irements 
of the City of Bethel to establish anEI operate a system of personnel aclministration baseEI 
on appro•,eEI merit prineiples anEI professional methoEls of gm•erning the reeniitment, 
seleetion, employment, transfer, rem0'1al, Eliseipline anEI welfare of employees, anEI other 
ineiElents of eity employment. 

It is the general intent of these niles to establish polieies whieh will seF¥e as a g11iEle to 
aclministrative aetion eoneerning the vario11s personnel aeti>,ities anEI transaetions. Employee 
relations b11Hetins wiH be iss11eEI perioElieally to amplify the niles by more EletaileEI 
proeeE111res. 

11 ::1,1tff1llllliiftl!f,J,lllrlfllll1iiiiii!!l§i§~iRiilitiUQ!Ri~ 

Section 4. 3.012 SCOPE OF COVERAGE AND AMENDMENT OF RULES. 

" l ,.;. 

B. 

Department Poliey 

Upon eoorElination wcith the City Manager, Department HeaEls may establish written 
Elepartment policies which Ela not eonfliet with the prD'lisions of these Personnel 
R11les. The Elepartment polieies may be more striet than these Personnel R11les, b11t 
m11st not violate state or feEleral labor !ft'lvs. /', eopy of these Elepartment polieies anEI 
the Personnel R11les shaH be available to all affeeteEI employees. 

Grant Programs 

hen an employee is employee 11nEler the pr0',isions of a speeial grant program the 
pro•1isions of that grant whieh eonlliet with these Personnel Rllles shaH apply. 
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C. Amendment 

Employees ana Department Heaas are eneouragea to submit reeommenaea 
aaaitions or moaifieations to the Personnel Offiee or City Manager at any time. The 
administration may submit aaaitions or moaifieations of the Personnel Rules to the 
City Couneil for its eonsiaeration at any time. 

llllllllililiflliiiillllill,ll~1112¥Bgiyii!:~iCI 

~/lAiiii€1iffineiffrt& Riiles 

Section 5. 3.0 6 PERSONNEL RECORDS AND GENERAL PERSONNEL FILES. 

D. 

-confidential to the extent that they include an analysis, evaluation or critique of an 
employee's performance, their disclosure may reveal personal information, about an 
eilJlleyee or his Elepenaents, sueh as telephone numhers ana aaaresses, er othen'fise 
eonstitllte an unwarrantea in¥asion of pwlaey. M/ljI§µ!§ggpjq%pl\M 

Section 6. 3.024 CLASS SPECIFICATIONS. 

A. Job Descriptions 
tiI m i~e~ft!i ~tit~ iii ffi!y1§ii~~ itlil!Miimi 
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Section 7. 1.,_fil CLASSIFICATION PLAN 

RANGE 

00 

01 

02 

03 

04 

05 

06 

POSITION 

Teen Aid: 
Youth services 

Program Assistants (Senior ctr): 

None 

None 

Adult Day Care Aid 
Cook's Aid 
Driver 
Janitor 
woodshop Aid 

Attendant: 
Landfill 
Laundromat 

Community Service Officer 
Cook (Senior Center) 
Program Aid: 

Adult Daycare 
Senior Center 
Youth services 

Administrative Assistants: 
Municipal Dock 
Planning 
Police 

Receptionist 

Accounting Technician: 
utilities 

Animal Control Officer 
Communications Officer 
Driver: 

Sanitation/utilities 
Streets & Roads 
water/Utilities 

Maintenance Worker: 
Building 
Utilities 
Oiler 

Port Attendant 
Program Specialist: 

Youth Services 

Administrative Coordinator: 
Administration 
Public works 

Grader Operator--streets & Roads 
Health Coordinator: 

Senior Center 
Maintenance Mechanic I 
Outreach Coordinator: 

Senior Center 
Program Coordinator: 

Administration 

!!i!fi!}!f!i 
Pumphouse Operator 
Purchasing Agent 
staff Accountant: 

Accounts Payable 
Payroll 
Sales Tax 
utilities 

RANGE POSITION 

07 

08 

09 

10 

Boiler Specialist 
Fire Fighter/EMT 
Heavy Equipment Mechanic 
Investigator (Drug Grant) 
Mechanic II 
Police Officer 
Program Coordinator: 

Youth Services 

Accounting Manager 
Fire Captain 
Foreman 

Building Maintenance 
streets & Roads 
utilities 
Utility Maintenance 
vehicles & Equipment 

Planning Manager 
Police Sergeant 

Police Lieutenant 
Senior Fire Captain 

City Clerk 
Port Director 
Program Manager: 

Senior Center 

11 None 

12 

13 

Finance Director 
Fire chief 
Police Chief 
Pub.lie works Director 

City Manager 

FOLLOWING ARE UNPAID POSITIONS THAT ARE 
NOT LISTED ON THE CLASSIFICATION PLAN: 

Volunteer: 
EMT Responders 
Fire Fighters 
Reserve Patrol Officers 

!/filg!;@i;ig!').j';ji,iq sections indicate 
addi tio'n'S7'·•-•:•9·1/(:{iffft'i:uelc s eet.iens ineiie ate 
aele-tiens. 
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Section 8. 3.031 GENERAL POLICY. 

A. 

Section 9. 3.033 TYPES OF ANNOUNCEMENTS, 

B. Recruitment Announcement Shall be Circulated 

l I, ; ~~~i1 ~~~ ~~fl~~~~!; 

%\ l !f~~~ llffiiiffi!¾ffl~ it liffi~l»lsfiqF2ij1 
...,3g Open-competitive both within the City of Bethel work force and publicly. 

Section 10. 3.044 EXAMINATIONS. 

A. Character 

Section 11. 3.061 CERTIF1CATION AND SELECTION OF CANDIDATES. 

To fill a vacansy on the easis of an eieamiBation, the De13artment Head shall submit a 

request for filliBg a vaeansy to the Personnel Offiee. This requisition shall iBdieate the 

numher aad identity of positions to he filled and the title of the joh to whieh they have heen 

alloeated, and iBelude all other pertineat informatioa deemed neeessary. The De13artment 

Head shall make S¼leh request as far in advance as possihle of the date the employee is to 

eegin werk. 

Section 12. 3.062 CERTIF1CATION OF CANDIDATES. 

,\ 
2 i.. Upon request, the Personnel Office may deli-;er to the De13artment Heae the names 

of all eaadidates who may he eligihle for Cl!amination for the particular •;aeansy. 

Upoa request hy the Departmeat Head, the Personnel Offiee may eertify additional 
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B. 

eaBdidates. If the list of eaBdidates estaelished as a resalt of the opeB eompetiti~•e 
ad,,ertisemeBt for a vaeaBey is ema11sted, the DepartmeBt Head aBd PersoBBel 
Offiee may ehoose to re ad,1ertise or ad,;ertise OB a eoBtiBuous basis. 

If a re employmeBt list eicists for a positioB for whieh a reEfHest has beeB reeej,;ed, 
the PersoBBel Offiee shall submit a list of persoBs available for re hire to the 
DepartmeBt Head. 

Section 13. 3.063 SELECTION OF NEW EMPLOYEES. 

The desired seleetioB by the DepartmeBt Head shall be reported to the PersoBBel Offiee. 
DepartmeBt Heads must hw1e de•ieloped aBd use a fair and impartial ranking system to 
seleet personnel for •;aeaBt positioBs. l\Jl tests aBd evaluatioB proeedures to raBIE prospeew,•e 
employees must be appro•ied by the PersoBnel Office. At the same time, the Department 
Head must indieate the reasoB for BOB seleetion of the other names listed on the 
eertifieation list and forward it to the Personnel Offiee. No offers of employment; transfer 
or promotion either oral or writteB will be made by anyoBe bat the Department Head or 
the PersoBBel Offiee. 

Section 14. 3.064 PREFERENCE GIBDE FOR SELECTION, 

A. Current City of Bethel employees; 

B. Reinstatement of veteran returned timely from military leave; 
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C. 

D. 

G. 

Reinstatement from demotions, suspensions or dismissals, successfully appealed; 

Transfer or demotion in liea of layoff; 

Re-employment from lay off, within one year; 

Demotion for disciplinary reasons, into same or parallel classification; 

Transfer fur reasons other thaB layoff. 

Section 15. 3.066 TYPES OF APPOINTMENTS. 

E. Acting Appointment 

A:11 aotiBg appoiBtmoBt of eiEpoeted daratioB of at least 5 workiBg days requires that 
the aotiBg employee he offered the lowest rate of pay fur the positioB that he is 
aetiBg in, or the Beirt highest step, fur the aotiBg positioB raBge, that is aho'le his 
earreBt pay le•;el, whiohe•;er is higher. 

Section 16. 3.071 PURPOSE. 

Regular status in the City of Bethel service is acquired by successfully completing a 
probationary period. This probation is the final step in the examination process in which 
the individual demonstrates his ability and fitness while management determines whether 
an employee is suitable. The probationary period for most positions is 6 months. 
Department Heads may request up to an additional 3 month's probation for a particular 
employee. Fire and Police Departments may have special conditions that will require a 
longer probationary period. These departments may request a probationary extension to 
total year. All requests for extension must be approved by the City Manager. 

Section 17. 3.072 PROBATION; DURATION OF PROBATION. 
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D. The Departme,et J:~~~ ~ay f~gqfflffllii !Rli Ii lil'liH!iiii consider service 
rendered in a iffl~~g@; temporary position in connection with an assessment of 
a person's quaHffoatioris fo apply for a position. The Department Head may consider 
service rendered in a temporary position as probationary service for an appointment 
directly to a regular position that is the same as the l'!Ugiil temporary position !i#i;l iii?!! i '!'iij~/'!l!il'!itill-li!t ~R ~I ts~i iiiilfir! ···················· ······· ···········•····· ·········••.•.•.•.· 

Section 18. 3.073 PROBATION; FORMER AND CURRENT EMPLOYEES. 

Bifill'IE-4illllii 
A. Re-employed Employees ~:ffl~~~~]!p~~!\:i# 

Re employed employees !Bi:P~RY~~§ f~t~iRlPY~H I !ll:~,im~ ~mBB~ shall be 
subject to a probationary period only to the extent of completing any incomplete 
probationary period, except that employees re-employed to a position in a different 
department shall be subject to the probationary period in the different department 
at the optioB of the DepartmeBt Head ,.,,,jth the approval ef the City :MaBager. Prior 
eity ser.iee iB a pesitioB iB the same e!assifieatieB, iB the same departmeBt, shall ae 
eredited toward eempletioB of the eHrreBt proaatioBary period if the areak iB eity 
ser.<iee does Bot em3eed oBe year. 

B. Promoted Employees 

An employee promoted to a positioB iB the same joa elassifieatieB prier to 
eompletioB ef his proaatioBary period shall eomplete his proaatieBary period iB the 
lower positioB ay ser.<ioe iB the higher. For ei,ample if a persoB has oompleted three 
moBths iB the lower positieB he shall ser.·e three moBths iB the higher positioB to 
complete his preaatioB. This employee shall ae eoBsidered as ha,liBg completed 
regHlar statll.s iB the !ewer pesitioB, aBd ae assigBed regHlar statll.s iB the higher 
positioB, after sll.eeessful eompletioB ef the applieaale preaatioBary period follO'mBg 
his promotioa. 

An employee promoted to a position in a ffie!iijmii?f higher job classification prior 
to completion of his probationary period shall complete the full probation in the 
promoted position. An employee promoted to a position in a tli$sllihe6f higher job 
classification after completion of a probationary period sliaif complete the full 
probationary period in the promoted position. An employee who has already 
successfully completed a probationary period in any position will not lose the 
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following benefits during a transfer 

. Leave Benefits 
2. Utility Benefits 
3. Health/Medical Benefits 
4. Retirement Benefits 
5. Other normally earned city employee benefits. 

C. Transferred Employees 

D. 

hen a regular emflloyee transfers to a flOSitioa ia the same elassifieatioa within a 
deflartmeat; BO Jlrobatioaary fleriod shall be served. hen a regular emflloyee 
transfers to a flOSitioa iB the same elassifieatioa iB another 1leflartmeat; or transfers 
to another elassifieatioa iB another deJlartmeat; the reeeiviag Deflartmeat Head 
eoaeemed shall make the deeisioa ·nhether a Jlrobatioaary fleriod vfill be served, 
subject to aflflroval of the City Manager. The emflloyee coacemed shall be notified 
ia writing of the rel'juiremeat to serve a flFObatioaary fleriod, before the transfer. 

-
Any employee who has already successfully completed a probationary period in any 
position will not lose the following benefits during a transfer 

. Leave Benefits 
2. Utility Benefits 
3. Health/Medical Benefits 
4. Retirement Benefits 
5. Other normally earned city employee benefits. 

Demoted Employees 

hen aa emflloyee is demoted to a flOSitioa iB a class where he Jlre>.<iously held 
regular status, ao flFObatioaary Jleriod shall be served, el!eefJt ia the ease of demotion 
for diseipliaary reasons. hen aa emflloyee is demoted to a flOSitioa iB whieh he did 
not hold regular status, the DeJlartmeat Head shall deeide whether a flFObatioaary 
fleriod •,viii be served, subjeet to aflflFO','al of the City Manager. The emflloyee 
eoacemed shall be notified of the deeisioa, ia writing, before the demotion. 
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-
E. Acting Appointment 

No probationary period will be required when serving in an acting status. Time 
served in an acting appointment shall Het count toward completion of probation but 
/;!''n.'d may be counted toward experience required in minimum qualifications for the 
position. 

Section 19. 3.074 STATUS UPON COMPLETION OF PROBATION, 

B. Extension of Probationazy Period 

The probationary period of an employee may be extended for a period of time not 
to exceed three months (6 months for the Police and Fire Department) at the option 
of the Department Head and with prior ~iti'en approval of the City Manager. 
Notice of such extension and reasons for it shaffbe given in writing to the employee, 
with a copy to the City Manager, prior to the end of the established probationary 
period. Such an extension does not affect or change the anniversary date for the 
employee. 

C. Separation During the Probationary Period 

If at any time during the probationary period, the Department Head determines that 

-~~;liil,iii&~t~~ :~~:::e::~~h:es:;~:t!~e~o:~:i~f~~~: lii~llil 
without right of hearing or appeal. ritten nptice of such dismissal shall be given 
to the employee prior to taking action. A Department Head may give the dismissed 
employee a reason for the dismissal, upon request for such. 

Section 20. 3.081 PERFORMANCE APPRAISAL. 

C. Nature, Form and Frequency of Reports 

The Personnel Offiee lmli¢6tof shall prescribe the nature, form and frequency of 
performance evaluation ieports, shall investigate the accuracy of challenged 
performance evaluation reports and shall, when justified, take any necessary action 
required to ensure that the evaluation report accurately reflects the facts. The 
Personnel Offiee ~if¥#\fB~ shall provide for uniform application of evaluation 
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standards. Performance evaluation reports shall be made at the third month of the 
probationary period, before completion of each probation period, annually before 
anniversary dates, upon promotion, demotion or transfe:rj , and fer <wery separation 
of employees v,l!o l!w,e worked at least 9Q days regardless of the reason. 
Performance evaluation reports may also be completed at any other time at the 
discretion of a Department Head. 

Section 21. 3.111 RESIGNATIONSXNDDlSM1SSAtlS. 

A 
I'l.. 

B. 

C. 

D. 

Notiee of Resignation 

An employee who desires to terminate shall give at least two week's written 
notice to his immediate supervisor. The period of notice may be reduced or 
waived by the Personnel Offiee I?Pl~St\?.\i upon recommendation of the 
Department Head. A notice ofreslgiiation shall become part of the 
personnel file. 

ithdrav,•al of Resignation 

An employee may withdraw his resignation only prior to the effective date 
stated in the applicable notice of resignation with the written approval of the 
Department Head. 

Failure to Gi>,e Adequate Notice 

Failure to give adequate notice shall be noted on the employee's separation 
documents and shall preclude preferential consideration for future 
employment. 

Effeew,e Date of Termination 

The effective date of termination pursuant to a notice of resignation shall be 

City of Bethel 
Ordinance #93-28 

Page 12 ol 19 Pages 



the last day on which the employee works. 

Section 22. 

A. Reason for Layoff 

Layoffs may be necessary due to the following 

elimiBatioB of a positioB iH the work foree; 

2. end of a substitute appointment upon return of the incumbent when the 
substitute's transfer to another position has not been achieved; 

3. failure of an employee to successfully complete the probationary period 
following promotion when the City Manager determines that there is no other 
position available to which that employee may be demoted. 

The value of an employee's accumulated anm1al leave shall be paid to him without undue 
delay along with his final paycheck following separation. There is no provision for termiHal 
leiWe m;veli~~epil:y. The employee's final paycheck shall be available at the within the 
prescribed State of Alaska time limits. Upon termination the employee will also be 
required to complete the necessary termination paperwork as required by the City of Bethel. 
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Section 24. 3.121 PAY PLAN. 

B. Policy 

The poliey of the City of Bethel is to pay salaries aaa wages eoasisteat with 
prevailiag praetiees aaa pay ia the Bethel area aaa m1rnieipal g0'1emmeats geaerally. 
Due eoasiaeratioa shall be givea to the aiffereatials ia eost of wring and work 
soaaitioas ilf'101'1ea aaa other beaefits pro\·iaea by the employer. 

liftlllf~ttlltlllillli~ilflil¥1~~1A~~v~el~et~~fR!~ 

-
--ltrodedufe 

-pi i~#~!§f9:1!ppµ!i/t,1!tliiit'li~$t!;1~~~~~ i!!W\9'P~ (q rflfffinpl§S~n, 
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1iii1ii1~f ii1i1i,~tiiii~;&llil\llllllll 

-___.. 
Section 25. 3.124 ENTRANCE PAY RATES. 

E. Starting Rate on Lateral Transfer 

hen an employee is assigned to a new position at the same classification level and 
department for which he is qualified and which has the same salary grade, he shall 
be transferred at the rate he was receiving, and no probationary period shall be 
served. His elate of nCKt inernase shall remain the same as in his former position. 

F. Demotion 

2. Anniversary Date 

4. 

Anniversary date of a demoted employee shall become the date held before 
the aemotion .§~,%RRB~Hl1l$§iai§ti!l!9 &IB~~~ a~el?~til,1i~miP~~~B-
Probationary Period 

hen employees are demoted to a position in a elassifieation vihere they 
pre,r.iously had regular status, no probationary period shall be served. 
Employees ville are demoted for elissiplinary reasons shall serve a 
probationary period but shall not reeej,,e a probationary pay inerease. 
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Section 26. 3.125 ADVANCEMENTS WITIIIN A PAY RANGE. 

A. On Completion of Probation 

Upon satisfactory completion of the probationary period after initial appointment, 
the entrance salary of the employee may be advanced one increment to the next 
higher step in the salary range for the class to which his position is allocated. The 
probationary period may be extended and probationary increase withheld with prior 
~~~ approval of the City Manager in accordance with Rule 7. Exceptions are 

where these rules specify elsewhere that no probationary increase shall result, 
even though a probationary period must be served; 

2. where employees are promoted, appointed or reappointed at the maximum 
step; 

3. when employees are part-time, they shall be paid at the hourly rate in the 
step assigned for the actual number of hours worked in each period. 
Appointment shall be in probationary status, and a probationary pay increase 
shall ffii'iy be awarded, if earned, when an employee has completed six months 
of continuous service. A step increase shall !pjy be awarded if earned, after 
one year of continuous service !tiij~!i~i~isii?!!liliieilffil:illrilg!lm 
p~fiBI· Part-time employees shall be entitled to all fringe benefits, including 
health plan, insurance, and retirement as specified in the plan documents. 

Section 27. J.128 SPECIAL TYPES OF APPOIN1MENTS. 

C. Acting Appointments 

An aeting tlflflOintment shall lie f)aid either at Stefl A or that stef) in the range of the 
higher elass whieh fJrO'.'ides a stef) inerease aliove the eurrent stef), flFO'iided the 
emflloyee is alile to earry on the duties of the flOSition. Emf)loyees who are eligi131e 
for overtime in their regular flOSition shall also lie eligi131e for O';ertime in an aeting 
aflf)Ointment. No emf)loyee shall lie f)ermanently tlflflOinted to the aeting emf)loyee's 
vaeated flOSition. 

-
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----
11iil1,1r,~11~,,1~:i~~;:~!~!?~!l~iijli!,~m~~!Pnel~qlgJl!~~il)~ 

lll!lfJI9x~iii11*~~e1i~~ l~EMnl!m !~i!iel½tiii 11~:1mst1r 

lllelllllBfflllltlrleei!I~ iij ;~qj~ ijt; HiililifJ l~i imi~ijf 

fflilf till111111ill1f i[(il!!ll?iitilltl~ilfiiiil~!HB!l§2~t2~~lFI 

-
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Section 28. 3.129 OVERTIME. 

A. Policy 

;:;c12a~:w1,~, 

or reso u •· on; 

Section 29. 3.1512 LEAVE WITIIOUT PAY. 

Department Heads, with the approval of the City Manager aBd the PefSOBBel Offiee, may 
grant leave without pay to any regular employee for a period not to exceed one ( ) year. 

Section 30. 3.163 MOVING EXPENSES. 

henever a professionally or teohnioally qualified person ~~fl.f!m~P:fi\:lli~ changes his 
place of residence for the purpose of accepting employment with the city, such person may 
be reimbursed for actual and necessary expenses in accordance with written provisions as 
established by the City Council and City Manager. 

Section 31. This amendment becomes effective upon passage. 
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PASSED AND APPROVED IBIS ___ DAY OF _______ _, 993. 

ATTEST 

Jane Elam, City Clerk 

James H. Feaster Ill, Mayor 
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